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THE SRM SUPPLIERS USER GUIDE

1 INTRODUCTION

1.1  The KenGen ICT Development (Presidential Executive Order)

The Kenya Electricity Generating Company PLC (KenGen PLC) adopted eProcurement in
vision of 2030 and compliance with Presidential Executive Order #6 — Implement

Eprocurement Systems For Transparency, Accountability & Efficiency.

1.2 Why Supplier Relationship Management (E-Procurement)

The SAP SRM shall enable the Suppliers to receive and respond to request for quotations and

Tenders online via the Supplier portal.

SRM is an e~-procurement solution to streamline the Procure-~to~Pay process, enforce and
strengthen supplier relationships with KenGen. SRM SAP was identified as the best fit for

KenGen considering our needs — PPRA compliance, integration to existing ERP which is SAP.
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2 Getting started in Supplier Portal

SAP SRM is a web-based application that requires one to log in to the web to access it.

2.1 SUPPLIER REGISTRATION & LOGIN

POINTS TO NOTE:

A. NEW Suppliers — Meaning suppliers NEVER been issued with a KenGen Purchase Order
45000 series or 41000 series as shown below.

ORDER NO - 4100000 ""DER NO : : 45000

Any NEW supplier as shown above is required to register on the link shown below.

*Copy & Paste it to your URL in any of your internet browser and tick on Public Tender [ Public Tender

User ID & password sent to your private domain email address.
*Please input your correct private domain email address since you shall be getting email notifications through it.

to get an auto-generated

https://supplierregistration.kengen.co.ke:4302/slc_selfre(bD 11biZjPTMwWMCZKPW 1pbg==) /bspwdap
plication.do#VIEW_ANCHOR-ROS _TOP

. . . Send | .
Once you have registered on the link above, and clicked on the button Do , please wait for the User

ID & Password to be sent fo the private domain email address you had registered with, then login as
shown in the following page.

|

EXISTING Suppliers — Meaning suppliers issued with a KenGen Purchase Order 45000
series before 30" April 2018 or 41000 series as shown below is required to login as
shown in the next page.

ORDER NO - 4100000 T "DER NO : : 45000

For EXISTING supplier issued with a KenGen Purchase Order 45000 series before 30th April 2018, but
haven't gotten an User ID & Password, please forward your company details (Company Name & private
domain email address) to eprocurement@kengen.co.ke for Supplier Replication into SRM.
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Login to Supplier Portal

To access the application, copy and paste the web address below to a browser and click enter.

https://eprocurement.kengen.co.ke:50001 /irj/portal

The same web link can be accessed from the KenGen website under the tenders’ section named

supplier portal or at the bottom page of the KenGen website under Quick links.

The supplier portal appears as shown below:

Supplier Portal

; .

Psssword ™

KenGen

Copyright ®SAP AG. All Rights Resenved. w
I — ]

Input the log on credentials as below:

i.  User: (provided after registration)

ii.  Password: ([nitial password is provided)

*POINT TO NOTE: You shall be prompted to input your Old Password & New Password.

Old Password is the auto-generated password sent to your private domain email address. New Password is at your
preference.

Supplier Portal

f User* S010001234

Pazsword IIIII.Il

< KenGen

Ve




3 The RFx Response

The submission of the RFx (Quotations and Tenders) shall be done online using the Supplier
Portal. Suppliers will execute confirmations in the supplier portal via the confirmation process

mentioned here under.

3.1  Participation in RFx (Quotations and Tenders)

All Quotations and Tenders will be viewed under RFx and Auction tab.

( ‘) : = e I 7 g 5. Kenya Electricity

KenGeﬂ R ,"" . _.- Genaerating Company Ltd

Energy for P natian

sk e pstory Favarties  Personalze  Help Wislcome Mx, Dummy Dumeny
Supeher Order Cokaboraticn s Admitislation RFx snd Auctions

Overview Setvice Maj
y PFxand Auctiens » Ovesview » RFx and Auctions e~

Active Queries

eRFxs NI Publizhed (0) Ended (0) Compieted (D)
eAuctions AX(0) Publshed (0} Ended (0) Comgieed (0)

eRFxs - All

Show Cuick Critara Maintenance Change C

View | [Standard View] Retresh

¥ Event Number - Event Description Event Typa EventStatus  StariDate E€nd Date Response Number  Response Status  Event Version  Response Versk

All RFx and Auctions are listed here.

3.2  ACCESSING NEWLY PUBLISHED RFX
Click on Refresh button to populate the new RFx on the list

Select the line item with a response status “No Bid Created’ and click on the Event Number (RFx No.)

The RFx Screen appears as below:
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Dispilay RFx :

Print Premview Technical RFx | Close | Register | Expon

RFx Number 5000000138 RFx Name KGNOO152 27 02 2018 13.20 RFX Status  Publshed RFx Stan Date Submission Deadiine 2802 2018 00 0000 UTG+3

RF e Varsion Number RFx Version Type  Active Version

RFX 'n'OIma"on Items Notes and Attachmeaents

RFx Parametecs Questions Noles and Allschments

Time Zeoe:  UTC+)

Techmeal RFEx Respones Opening Dot 02 00:00

Start Date 00 0000

¥ Submesson Deadine 28023018 DO KE 00

Opereng Do £0 0000

E0d of Bndng Paood
Curency  KES
w Partney wnd Doltvy Irdor
il ]
Function Numder Name
Requester Francis Karana

3.3  Participating in RFx

Click on Register button to sign up for participation in the particular RFx (This will only appear
where event type is Open Tender-RFx)

Click on the “Create Response” button to create a response for the RFx

Create Response

3.4  Filling in RFx Response Details
This section is divided in to several tabs which are covered below: Please click on all the tabs to

get the all relevant information required regarding the RFx (Quotation Or Tender)

3.4.1 RFx Information tab
Fill in the Terms of Payment, Incoterm (if applicable) and Delivery location
3.4.2 Items tab

You see the items list to quote the prices (Price schedule)
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61'“!: RFx Response

© 411 e & ——————— - vvo

——— T o1 m——— ORI as ® ma—. b b— T IUT WU ACe]  e— S ) 00 W —

omense smd homeery

Click on the Details button to show more details of the item, fill in the necessary details
(Price, delivery days and any necessary details, notes and attachments relevant to the item).

Click on the Check button to check for any errors.

3.4.3 Notes and Attachments

Supplier can view any notes / remarks or attachments the Purchaser has made relevant to
the RFx.

Supplier can add any notes (bidder’s remarks) relevant to the RFx, for the specific items or
general data. Attachments can be added also using the add attachment tab. The attachments
may include brochures or technical data (can also be general data or specific to the items).

How to add Notes and Attachments: Navigate to the Notes and Attachments tab.

Click on add attachment tab to get the pop-~up screen shown below.

KENGEN SAP SRM Suppliers User Manual
Version 1



Click on browse to select a file from the computer storage.

The selected file appears in the Searched File textbox. Click Ok to upload the file.

3.5  Submitting RFX Response

L Whemeeedw 0000000000000 -°EN
Edit RFx Response: ‘ :
(]| i P || ot o | e | e G| e #10.

n-nn-m PxNumkat GONONE  SSM Baed t—u-u-mmwm Opuarg O 112297 (IEDIUTCS]  Pemiiwng Towe  ODwsQ0SI1E Wb Owmr 50 FUNT
IRIMOKES AP Mespoeos Vemban Mewber Actvs Vewan WPz Versin Rember Adwe U

(R Wae wed Mixtewrny  Savwers  Toacon)

@ e Overreen

[0 e (e e e || Gt ‘ _
Uretnted  Uropas  vest Pocked T Ponet U __.‘-‘ ; Dy ;aumn—omme.wm. wm.m
i AR T T T e 1 m o i

Click on the Check button to ensure that the response is free of errors.

Click on the Submit button.

Once submitted, a message appears as per screenshot below and the status in the RFx and
Auctions tab for the RFx indicates “Submitted”.
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R IES
© s esporse c00%0033 st

RFxResponse Namer £0000(0S3  RFxhumber 5)NC00%  Stimns jsPoess  SwmissinDeafine Z8023018000000UTC:3  FemanngTme 002508250 RAXOwe SUSPLRT To

Fbhmain  lems  Noesmiltahmens  Swnay  TMacking

3.5.1 Points to Note
Save button- The save button allows one to save their work even as they continue working on

it. After clicking save button, one must go back to the RFx response and click on the Edit
button to continue working on the response. Editing is only possible before the deadline has
reached.

No Submission of RFx response are permitted once the submission deadline date has elapsed

The Error below appears when trying to submit a response after submission deadline.
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3.6  Status of RFx Response

@ B, U A AN STy Kenya Electricity

n Geﬂ 1| 3 . : s : Ganerstirg Compeny \d

L "o e —

Wi ome W3 Mee Fenien

e Wk Avebens o e Sane Sz Tan ot
Dearvwn
, [omthown « Curvee v FFiam Miven i Srees -
Moow Ot Craew \;-ur;.:l Change Oowy Dnfts Mew Quary Perurviton
W Mk aw| T &
T EsemMrmtet Bt Desoypdes Evort Tyt e Sns  StasDae  Ena Daw Tsrne Marter  Fhagess Guanll Band Wesin  Reiporce Vason D8 Sun Tes  Encies *
0000000 PONTOSE2 15 04 205 153047 Rea For Quotason Atketeo W 0000 Avcopted 0 o0 2%
SN0 Suppty of Laptogs § Sadaae Feshienod Toodkr 26 Pitdidled N0 BO0000e0 Mgl 0 OLO0ee 15000
SOOONETT O NGNIANS LM 1B Destre v X Mdintas W0 BOOO0oes m 4 omee MM
SM000076  Cagy = 5200000054 Cpen lorcharg Atintng 10420 OCOC0ODe Sutavinl ¢ omee e
A00N00TE  KENPROC Q02010 Ftrctn! Trecke U Pidinte (T ) Accopted 0 Mo 13 1m
WOONKNGTY  WGNIIN) 1508 00 110950  Fesusted Thrcee 3 Fiddeten 1wl ooocoes Sapwrint 0 oo 2w
SO0 Cagy o 5000009 Cpen Terdoong Agited IR b ICCCOLE QbR Acopled 9 W L3l
FN00XNAT  Camy w1 SO0000G38 Open Tonoung Aiteo MO BOO0T 4 Aocogted ¢ oMK 2Xw
SNO0006E  Caty of 50000413 Ogen Tandecog ’ ] MO BOO0eT 4 Fipacted 0 (0Mee 122000
SON0GA gty o et Open Tirckreg 7 18 04 205\ BO00C00T ¢4 = 0 WM N

Status of the RFx responses — Once the RFx has been submitted, it gives a Response number,
and the status — “Submitted”.

A response can be withdrawn or edited and re-submitted before submission deadline.

3.7  Access to cFolders & Technical RFX Response

To submit a bid document, a scanned document must be uploaded to the cFolders. A tab
called Technical RFx Response is used to access the cFolder by clicking on it and providing
logon credentials.

Click on the “Technical RFx Response” tab to open the cFolder window to upload technical
bids.

For first time logon, a license terms page appears as shown below.
= T R T Y i T

Komponemen auch arsseliar eathalten

Microsalt®™, WINDOWS® NT® EXCEL® word®, PawerPomt™ und SOL Server® sind singetragensn
Marvan der Micrasolt Corparation

1BM", DB2%. DB2 Universal Database. O5/2%, Paraliel Sysplex®. MVSESA, AIX®, 5290% As/400%,
0S/300%, O6/400%, iSenes, pSeries, xSeries. 25enies. 208, AFP. Inefligent Miner, WebSphere™,
Netfiniy®, Tivell™, informix und Informix™ Dynamia Server'™ sind Marken der IBM Corporation in den
USA undioder anderen Landermn

ORACLEY sl mine singutragens Marks der ORACLE Carporaticn

UNIX®, X/Open™, OSF/1™ und Motif®™ sind eingetragene Marken der Open Group

Cm’ d- me-&ugu ICA", Program Neghborhood®, MetuFrame® WinFreme®, VideoFreme®,
hier Namen von Cilr 1 sind von Cerix Sy

inc.

HTML, DHTML, XML, XHTML sind Marken oder eingetragene Marken des W3C™, Word Wide Web
Consonium, Massachusetts Insttute of Technology

JAVA® ist eine eingetragens Marke der Sun Microsystems. ine

JAVASCRIPT® ist eine engetragene Marke der Sun Mices L Ina, unter der Lizenz
der von Net: er ung Te:

MarkatSot und Enlwpnee Buysr sind gememsame Marken von SAP AG und Commecce One

SAFP, R/3, mySAF, mySAP . com. XApps, XApp und welere im Text erwahnte SAP-Produkte und
-Dienstieistungen sowie die entsprechenden Logos sind Marken oder eingetragene Marken der SAR
AG n Deutschiand und anderen Landern weltweit. Alle anderen Namen von Produkten und
Dienstiestungen sind Marken der jeweiligen Firmen

D =

Tl T ansvrssmict 900 LAD A All cvembbe voacmseesed



Read and accept the license terms in order to proceed to the logon page for cFolders shown

below.

Responses and Awards - Intermet Explocer -—

Wihdows Security ﬂ

P KON et i asing TOr yOul USEr Adend shd Pasword
SAP NetWeaver A pecanon -

N

*POINT TO NOTE: You shall be prompted to input your Old Password & and not New Password.
Old Password is the auto-generated password sent to your private domain email address. New Password is at your
preference.

3.8  Navigation in the cFolders

The cFolder is partitioned into three main sections;

Technical details as the main root of the folder

e Supplier Folder (Supplier_ID >> Tech_Bid >> For Example: SO10002772) — This is the

Private Folder for the suppliers and is where they upload the bid document.

e COLLAB (PUBLIC): This folder is used by suppliers to share information amongst

themselves and the purchaser. Note: This is a public folder and whatever is uploaded to

this folder will be seen by everyone including fellow bidders.

e EXT AREA (PUBLIC): This is where the Tender document is uploaded by the Purchaser
(KenGen)

The cFolders appear as shown below.
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Collaboration on the Web

e?ﬁ' Folder EXT AREA(PUBLIC) o
"’H“‘ Detasis Cumere Path Collaboration » > EXT AREA(PUBLIC)
| Falder
¥ so 1272 Naren [EXTAREAPUBLE)
O cowus rumicy Submcrize
fw [T L Authozaton O S—

0 totcations Addeotal Fanclions 4 Cancel

Fog«mm Cepy Copy ms Sookmak A Hore

3.8.1 Accessing and Downloading the Tender / RFx Document

The EXT AREA (Public) folder is where you will find the Tender / RFx Document.

Click EXT AREA (PUBLIC) as shown below screenshot.

2is| Folder EXT AREA(PUBLIC) vk
“’g" Detasis Cunet Path Collaboration» > EXT AREAPPUBLIC)
Q0 Faider
O3 soj0sen2 Harrn EXT AREAIPUBLIC)
X IC) Subocnize ’_"
Seaa 8L Authoizston -

To access or download the RFx / Tender document, go to the EXT AREA (Public) folder and click
on the RFx / Tender document added by the purchaser.

Download and Save the document into your local computer.
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3.8.2 Uploading Bid Documents in cFolder

To Upload the Bid document / create attachments in the cFolder, navigate as follows:

Supplier_ID>>Tech_Bid — Private Folder — this is used by the bidder to upload private Tech Bid
documents.

Click on the Tech_Bid folder — It is advisable to upload Technical Bids/ Bid Documents that are
in PDF format.

Click on the Create button and select the relevant choice e.g. Document

? : ;-_«_v,._»;...-.-.,.;:_.-;*_.,ﬂ.,..r;.;r.v I !A.: 7

Collaboration on the Web

Bettge e Lagest

LR

Create Object -
B icrevcw Dvian Mwgétion.  Eoham Qeardew
vﬂa Comont Faln Comiomann > > > SEUOIIITE> Ten (3> Cronte Otyect
<) s Vet 95 vou WYE 3 Sanale ) [Canes]
Qa -I;;Lm?-] Oroes A S0 19 L0015 SO D COMIDXIIAN 303 1 $10 0 LSRLETEY X 53093 Stcts
Cim o R e e LT L L S
T T—— | A bechrnarn Cun w491 to avy Yot
[ IS A 3 Cormemarecaon Varan oot a 2 bor o boew st
h rere— ,.‘\,,;,,;__;,._“-A._:T;;‘..'.:S,.. Sl
o T —— 1 L e amrarge
Bty sratiany P sprmar A code ot Tt wmed by 3 Ierufictare o rerche 31 Masdty & mae
[~ WO | A o 15 dove (r0Bect 9306 368 50 011 Tt i L Chen MaOuL o
=3 A cotn 18 3¢ IS6G 8 13 emCHEERT T 3 G Fanm s
Aiis voer IV o3cms atat 3¢ 0Sect Arcams wbar corerets e ave 8 OTT sarsets
CArrs: st [P vanarts are e covTme e ot b o e proast

By this time the prepared technical bid document should already be saved in the local machine.

Select Browse to attach the bid document and attach and click on the Save button.

Collaboration on the Web
Favsies Sclings Hep Lopout

Create Version
i Cumert Pailr Colaboraion> > > SH00QITT2 > Tech Big > Technical 8 > Create Version
e To selact the requres S, choose Browse 310 Ben Szve.
wU stonz
S rees mg
O corzs sy
0 o AresrEo)
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The create document window appears as shown below.

Collaboration on the Web

Favortes  ‘Seinge  Help  Logowt

<0 urtest Pafi Colborston> > > 3000002772 > Tech i1sg > Create Document
ﬁm Emar e rame and 3 descripbon. Decde whethes or not you wintl 10 Uplons 3 J0cal e now of ke(. Then choose Mt
O couss FusLe : ;
() ,'C Nave [ Yacrnical B c

Dasatebons| Technical bid outlinng e 1echnical detats of he Terdet

&mu

PGP Docurmerts [ Yo arm oy alowed 10 oa PGP s i v documart

O Uighond Local Fde
() Crnane Foe Later

I el

Ensure “Upload Local File” is selected and Click on “Continue” button.

cFolders : i ’ Collaboration on the Web

foatesh S Favoeiies WAy Iwp Logodd

el Folder Tech_Bid ae
[ - Curest Path Cosbaraton> > > S0MNZIT> Tech_Bd
E vQ Dats wos saved
< soremzirn - o
vﬁé)n‘“ T sivve ety CRnQRs ainde, CAx Sive
e ¥ b e e 5
0 COLLAS (MU | Tech Bk !
O e spearEIn Seme ]
Autanzmnon Wille |
[0 [Wetmeatins | Anasianal Funcions 4] [Cance]

To coaata foboor cbjects, salect Craste. To Copy Of Gelto C0NCE Saloct I NOQUINed chjes and than choose Copy of Daate

Fomoe Contents Asuad FOX Package | Crasd gy |Cogry @i Hoomenieh

Marme | Current Version I
D%: | o maies)
L Chracn v [Tocmcafessgige® 0 | Keibwes WM12207 11305
] | Eaxsraied Tende Oug FOR ASSORTED CHEMICALS oof (BKE| | Mo Doty |96.122007 113604 |
[ [Ozmos Tern Tanser ooy | et Tech fies v . 030K L EmaDeen (1122007 14088

Documents are attached as shown (attach as many documents as needed) — PDF documents,
Zipped file documents

Click on the Save button to save the documents attached.

After uploading the Technical RFx documents, logout of the cFolder and go back to the RFx

Response in Supplier Portal and Click on Submit the RFx Response.
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3.9 SUBMITTING THE RFX RESPONSES
To submit the result, display the create response tab to view the screen below.

' Edn RFx Response:
' Read Only || Prnt Preview | | Check || Close || Save || Delete || Export | Import

RFx Response Number 6000000058  RFxNumber 5000000088  Status Saved  Sub
Total Value 2,_909..00;KES, RFx Response Version Number Active Version R

l ol A

REx Information ltems Notes and Attachments

:"mi

Summary  Tracking

The RFx response message appears as shown below:
Display RFx Response Screen

Display RFx Response:
(2o e piew [ | Tt

@ 57 e mapome (00D0053 yatereied

rasspome | ot || Vi || it |

§ thagiadl |

WX fteaponse Number SIOC00CKT  MPA Number 0000136 SWRS i Frocees nEx 000TTGA Metntiny Tee QDA SHIZA0 MPrOwess SUS FINT  To
WP Response Version Number Actwve Ve WP Version Nuster Ardwe v

AFx bformancn  fema  Noles and Akacheests  Samnmy Tracking

wensuspoms vernses | RN

w Vorwas Oveyvew
) vwesen Dot Vwsen Troe Crowsnd Ori Giveged O Ocrrent tatw
. Acsws Documesst 700 18 12275 2706 28 TEAE 14 WONOOTED 21 (02 018 1920
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4  Supplier Self Service

This process ensures online collaboration with the supplier for the acknowledgement of Purchase
Order, Confirmation for Services, Advance Shipping Notification (ASN) process and Invoicing

process.

4.1  Acknowledgment of Purchase Orders
The Supplier acknowledges the receipt of Purchase order online. To execute this function, go to

Purchase Order tab to view the screen below.

Acknowledgment of a Purchase Order is the same process for both a Goods Purchase Order and

a Service Purchase Order.

@ 4 - . & 7 ==t Kenya Electricity

KenGeﬂ .“. . e \ e : Ganeratng Company L

et \ yartes 1Y . . I Yoorre Na Nateaiu Rywn

ASTein  Seph Sk Pramt  Suspher Order Colaboration User e

POt B Vi PheaTae Purchiase Orden oAy ' UL

o Svpwr Onder Cottonsbon Ui » Purdem Orows > M) Pt Somen Cptoms v
*Supplier Self-Services HomelFinditep|FAQ|Logof 4 ‘;,"g'“ : : ; w A
b Find 4 List of Purchase Orders
< Qualifications List of Purchase Orders
< Qualifications Bt | Deownboind
5 R % Exemal .. MNumber  Name Date Total Va...  Status
A‘ 4100000056 1000000 PO 010320  1329.45KE New
e 4100000027 1000000 PO 06.1220.. 11.00KES Confrmed
Changed 4100000025 1000000 PO 06.1220.. 20.00KES Confirmed
i 4100000024 1000000... PO 061220 2200KES Confirmed
New 4100060023 1000000 PO 06.1220.. 30.00KES Confirmed
. < >

Click on the PO (External reference no.) with a “New” status.

The Purchase order opens as shown below.
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W Releate yen

Satew et Banpinr Orie Cotalumaton e | W
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o Sumter (i Cubamrmtan Lt ¢ Paciime Chides + A O Sereeey  Oyien &
v . - 2 v Vowrvww T T0i | Vi T TATT T1.00 wW N o i - =
"Buppliary Salr-Service s .‘ “”‘._c g " A
T L T L T s sy

Qs stions esing 4
v Qualificatinmne L Vrememnn | Cimptary Dossirmsumt P i | A it | Oweeiloma

Parvhnane Ordern Comtvmmanie ntlnm mivt Cothaibvorasion

Famnmemt furmmtion

Hank Date Twtims of Payment

Purehnes Ovdns 10 4400000068 Py et e O UHueamien v ™
"
et 1UO0B0OH Y0 z
femmim "o
Dule 0% 00 Joan
Wb St How Twrme ot Dubvery
Fallive O Docsmwms Vvt bmrn Locatien
. ~ -~ ~ -~ - Do KENYA
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Click on the Process button to begin the acknowledgement process for the PO.

@ § ' ) =~T  Kenya Electricity
KenGen _:: v NS : . Ganeratng Company Lid

lied \ R T— e N e rrre My Waatia Ryan

NS Yim 1T Purchiose Orden gl ' Tqyen M

¢ Svpwnr Ondr Codtonbon L * P Oroe > N Filt Somen Cptons v
» . o Home | Find | Help | FAQ | Lag off LS 4 :
Supplier Self-Services A ‘,..,S ; W,\
P Fied 4 Uit of Pocchiane Orden > Display Purchune Ovder > Process Purchase Ovder
= Qualifications Purchase Order: 4100000056

- Qualifications “28end| ElSave | Cancel|| Update Prices ||| & Print | Downlond

= Purchase Ordwen & Communication and Collaborntion
Al
Attachments
New
& fard Attachman
Changed 1 No Attachments Available

In Proness

New ‘ Beowan Uplood

Now
n Process T Ganersl Information
It FProcess
Basic Dota Terms of Payment
Confirmad
Orda P in i L]
Fanlully Confiimed Purchase LY 4100000056 sicmal s K
kD)
Hogooted Number 1000000030
Satsmittod Name PO
Subminind Date 01032018
Canceled Conbm .- 1 of Deliva
“ hitps//susaasapp kengen.int4 302/nwbe/ 7sap-chent=300&sap-language = l' L ) | v

Under Attachments section, any related document (invoices & delivery note or for Foreign

suppliers, shipping documents-airwaybill , bill of lading ) can be attached.

CONFIRMATION OF ITEMS ON THE PO

Under Items Overview section, the supplier confirms the items which are ready to be supplied

and reject those which cannot be supplied. Refer to screen below.
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@ ) . _ : - Kenya Electncity

Kanen -y & b Generating Company Ly

Viekoree M Natasha Ryan

A Srgher T Poess  Supoter Croer Cotaboratos User i

1 vy (1) ¥ U [T Parthase Ondery BT 0 Py oyt Té (0 ANty
¢ Sornr Oom Ctsbinshon Ui » Muthuaw Oy, » ~ e Somn Qo e
’ Subnisted
T e Ovarview ~

Ta De Claingd

€ Gontem ANl maems | B Rejoct AN Itoms | 10 Rusat All e

In Proceuy

Comploted Nu (onmn Ham  Reject Il-m Shont Text Produea PO Pure R Co Unl C.y8
Hom 1 (] @ Schodude A & B APlace 1 143M 0. 0O Place 00 K
= Confirmations b (V) (] Schadude A & B 2Plece 571004 0. 0O Plece 09 K
Al ) [V] L] Doitile wded mot AViece STO0KIO o Plecs 09 €
n Procens 4 (V] © E-Z Fit Single Pipe 1Plece 1236K10 1 Pioce 09 C
Completion Reported [8 (V] (] Consiant Swing Ty 2Pece 2660KI0. 2 Ploce 00 C
Rejocted 0 [ (3] Portabin vertlation 2Plece 2650K1 0, 2 Placa 0% €
Appraved 1 [V 1] Hant hold blowm 1Plece 950KE 0 1 Ploce 00 €
Cunceled 0 @ ) CLAME METER (0 1Plece 1426K1 0. 1 Ploce 00 €
¥ Invoices and Cradit Memose " @ ) ELECTRICIAM T8 1hiece 11A0KI 0. 1 Ploce 0D €
o o\ @ @ J WSULATION Res 1Plece 11.40KI 0. 1 Ploce 09 €
In Procens eBack V2 Foowarde
Document Sunt
Nat Value (Unconfiomed Mems) 1529 ASKES
“‘,::‘II’:"‘ Naot Value (Confirmad Hems) 0.00KES
RN Not Value (Total of all Memns) 1029 AL KES

Click on the “Confirm All Items” button OR “Reject All Items” button — to either confirm or

Reject Items OR Do one by one for each line item (Accept or Reject)

It checks the Green tick on the Confirm Item column or Red label on the Reject Item column as

shown above.

Click on the Update Prices button to update the prices of the Items you have confirmed. The

prices get updated removing the rejected items.
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([*%) et ¥ Famtm o e Yo Ma Ntstu Ryen

ASranidang L1l f ' T M Mevats NS i e Purchiose Orden SO Y A e re Ty M
¢ S Onder Cobtorsbon L * Puriam Orows > A Pt Somm  Cptoms v
> T i

v Find 4 List of Purchase Orders > Dioplay Purchase Order > Process Purchase Order -~
= Qualifications Purchase Order: 410000005 :
o B ) | ent | [lSave | Canced | Upde Pices. || Pins | Ouraniond
= Purchase Ordars o C ation and Collaborath -

Al

Attachments
Yorw
E AN Al achment

Changed @ No Attachmants Available

n Process

Yeow Beowso. Upload

Horw

In Process “ | Genoral Intormation =

in Process

Basic Data Torms of Paymont
Coufrmed ——= L orm's ’
Pastiaty Contimad Purchass Order 10 4100000056 e
30

Hajuetad Nusmbur 1000000030

Sutimratied Nome PO

Sutimmod Date 01032018

Cancoled

Stans In Process Tarms of Delivery
To Ba Cluifled
Fil LA o ST h 1 v
Stk A i

Click Send button — PO confirmation message sent to Purchaser.

Q) { - » < . 2 ) Kenya Electncity

KenGen ) T /4 Ganerstng Company L1
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e . bty I - w | Povcorre Me Netan e Ryan
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v Pucchase Orders | Croote ABN | Dinphay Hiatory | Dsaplay Document Flow (| & Prnt | Download

Communlcation st Collabiorathon
Houw
Changed

T Gnnmend Indarmation

_— Masio Data Torms of Payment

:'"'w Puschane Ovder 10 41000000846 Paymam in Dincount in %
" I pcnn

m .-.:.. h Numbes 1000000030 ”

Bontimed Natnn (5]

mamutty Cnmfirened Oale 01032010

Tajnetnd Bl Pantly Confismud Totmas of Dellvery

Hitinitted Fulluw On Ducsrmswms Incoterm Lounbon
St - A -~ -~ PR KENYA

e nbed BT Dt " ul'™ o N e
1 ) Lass 4 14 an

Confirmation document no. created and green message screen appears as above “ Your changes

have been adopted successtully”.
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Once an Acknowledgement of the Purchase Order has been done, the next is to either process an
Advance Shipping Notification (ASN) — for a Goods Purchase Order or process a Confirmation for

Services rendered.

4.2 Creating Advance Shipping Notification (ASN)

ASN is a document detailing the Items and quantities to be delivered to the customer.
After successful confirmation of receipt of Purchase Order, an advance shipping
notification should be processed for the goods to be delivered.

Select the Purchase order tab in Supplier Portal and select one from the list of Purchase
Orders with the status as “Confirmed’.

The Purchase Orders are listed as shown below.

@ o e e Kenya Electricity

KenGen } . " g Ganrating Company Ltd
Evnge b o e ) : r 3 X 5
Mecomn M. Natasha Ryan
ASTiobn  SooNc Tk PO Suppder Order Collsberatica User BN
o ' e i EZ5%) 3 Puchase Urdeny  Schardarg Agnaarent fekars
nnling @ulf @arvinne  1ONE|FsS| Helo | FAD) Logef A Yy
'Supplies Self-Services ireplfadlle ‘ kg ICADAN
} Fad ( LEloiPaias s
" Qalfieaioes Lstof chase O _
+ ke O % bomalfdo . Nonbe e 2 Tlde s
q HR00ECE 100000033 70 il cha WS Coofimed
ew Lo cog) 10000010 Gy BRET TOKES  Confemed
- 10000005 100000008 w0 Bexg ROKES  Confimed
i1 Pocess 410000004 100005 G R1xT UOKES  Corfimed
ke 41000000 1000000003 b g run SU00KES - Coelmed
han { )

Click on the External Reference no. to open the confirmed/acknowledged PO.
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Kenya Electricity

Kencen Ganermling Company Lid

([T Wty Taeotdn Paosruals Uew Iy Ve Na. Netasha Ryan

i Cayfumanr vous wal Coml Mees Wr iy MNasestm ban Arclesn Purchase Ordey W ) Aywriand [odassr IS O
‘Supphiur Befh.Barvican =1l VAG | Ly A PE
b Pl ¢ Las o Muntgse Crsan -n..-.m-—o{-
| Qeabloationm Furchase Order 4100000006
- Gusttcation Cruate AT | Cruplay vhuscry || Dptay Dscuavart M | (ot | Cowcscas.
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~
L
[ T Gevnat Soematon
Wit [ Tarves of Paprst
Wow Pucrase Ode O Yoo Fapract i Doy Tmossna %
Han
- S . fooea00se -
boPreens Newes 0
e et Cow e 0%
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Dawrem - P -~ ~ - cos SENYA
Sutnvemed " ¥ o v -
Dl v v
T B Ol
10 Ow Ouetunt
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© Shepprrg Wetihe stons
[ Hoew  Shon Ted LT PO Cusmry Fumase Od . Mesawd o CotrratOy. . Cotemmdier  Swen
- ' Schutin A & B 4Fece DOONES L uR ol P ece Camcwbod by
g1 ) 3 Sl A A B 2Pee DOOKES E LSl P Cancobnd by
10 B Gl ] Dustte et mee gt e gurres G Rl 9 0anes Kosxv AP N0adse  Covmed
BLaTE TN . £ P Snge Pipe Chain Clamy 10- 2 | Pace 1223rEs smxa I P WRIE ZaviTies
Comytares ’ Lotmmut Loy T g Cume 2Pmen 20N |enxn IMce s TaaTes
Dare L] Fertatme wavistar M wed. % ae Be 1P ENrFE WX 1Pwce W00 Confvmees
Costaratioea y PR T U— 1 P LRSS =) ¥osxEn 1 P RNaonun Tafmie
- - % MM METETS A T AN TEER " Fuce 14 KEE WXy P NOLINE  Owvivmed
t e 43 ’ AR bR 5 OGS U | 1 Pace 1 aaKes semu IMece OO Gawrmed -

Click on the Create ASN button.
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’ 1!, . TN Kenya Electricity

hnGen ) Ganerling Company Lid

([T Wuty Taeitde Paosouile Vw8 \wsoome Na. Netasha Ryan

AT Sughe AN gl Orow Cotabotion sy B
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‘Bupe e Tull Barvisse Vovm | Foud] Vsl | FAG LLiny 0 _-._.'_.9'""- - ’ W.
s Vout e Ui Retaet Doie & Dhntoy Facham Orie & Pivoss ABN =
Gumrtearer Doachay A W SM00000
Gustlastens o it Lnynond b Hawmsant [l heve 0 Cant | || AhMan || Domessns
Purvhune Oviers " Crvewuris stamt el Cofaboc ston
s Alacnements
S T AAL P v T
Jee gt e Aty Avsimen
e v phant
o
- Py Lontion B NI ML
ot 2000000030 Dwivery Dute rprtectt w2308 " hee
el rase ) e Cae LT LRt
St = 083 20 Manw of Taavapon ~f
Rt s Cramtent Tiarmpan 1 Come
B B aiatny
- v
e (s
ik {rop o (rees vore
Tose Swect Al Dasatert A | Propove Oummrewg Guaemes.
Shipping Mostestons L Omaertoe Pratut el Lot it Mas  Punbuse Order b Purstune Crone twet L
— " Do bte ol cvabin aps jon ’ .. X0 ' 2
~ » [ R » Pace «"000000% . o
aegannl n Corummt Suayy Ty ~evw [ Face 4120000020 ] o
e Cha e . Pt et s b t Pace S L] L)
Pemee - Voo b} A t —a— LR ) r .
(T rm— o CAAMr Wiy TEw (VA T W B ee omaTee . L
e = CLECTORAAN TEARNATION T Pace 4400000040 e o r
Conimatiion » IMIULAT IO W31 1 o Fase 0000000 " Bl s
| o ; " \ Fee 00000 1" ®r
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Fill in the Document Name (ASN).

Select & input the ~-Means of Transport & Transport ID Code/Vehicle Reg. No / Bill of Lading/

Invoice No:

Attach the necessary document in the Attachments section e.g. Delivery Note & invoice
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b oFind 4 Liataf Puchase Orowis > Ciaply Purkhase Ot > Fracess ASN
Qualifcations Divplay AGN: 3000000030 )
Qualifications | v dhaoas Desvered 10 Recpinnt | (1 Save || 5 G| || Frim || Davnioad |
Purchuse Ordary @ Communioution end Collaborstion
- Attachments
Mo A AtTALETIN
Chunged 8 Ho Altwcherimnts Avwtahin
In Process
Nuwe | Browes || Uploss|
Huw

oot al Infisination
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Nurritwer 000000010 Dullvwry Dulw (Exgaoted) 0003 3018 w1 18:00
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o S el =
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N i\ Kb mrnbed doimli o gy i o Plwse 100000008 4 8 NN
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Click on “Select All” button and Tick the Checkbox M under Item selection.

Click on Propose Outstanding Quantities to Propose the quantities to supply as per the PO. The
propose outstanding quantities will auto fill the quantity field with the quantities as per the PO,
but it’s possible to vary them.

KENGEN SAP SRM Suppliers Manual

Version 1



Amaab i B0 T Y Sunphier Ovder Cobabsoatian Lner

Kenya Electricity

Gerwrating Compary Lid

Vv M Nataste Ryen

e o] Comdl Mo Moy e i b ' Purr=ase (nder VA A Tus N
TBupnlier Belt-Borvioan e Find | FuipFAST G o - [sangit
[ 4 Llatof Purchasse Ordeis > Oty Pursh
Qualifications
Quaifications
Purshuse Ordery
., Attachments
New ) ASHE AL e
Changed o Altacherimnty Avesahin
In Process
| Drowss || Uplosd |
Chmmveal Infiimation -
Bayia Date Dullvary Information
Huritr 200000030 Gulluwry Dute (Exgmoted) 00 09 3018 1 18/00
Purtiatly Confirmed Name: ASN Shigping Date 01022010 =) 18:00
Ryt Date 01.03.2018 Mawns of Transport %]
Gubirmeneg E Crexied Trarapon 10 Godw
Prop— ol Lading
Cuncuted
To fin Clurifiad .
¥ Wl Sttt
T |h--amunpuha;_u||hnpmmg,aumnql
Ahipping Notifiostions Nurmioer Descrigton Produst Cuantity Unit of Mea | Purchase Orsec No. Purchase Order Item
ey 1 it pmrmboel v 0 Flwie 4100000088 4 o
~ 20 B2 Smgle Pips 0 Flace 4100000080 a w
Sutimateg 0 Camrotwd Beier 11 Comm 0 Fiaow 4100000080 ) o
T B Gt a0 Bttt wwiil i fan vaiin e o Flmcw 41000000668 L] o
In Process %0 [y — 0 Fluce 4100000008 T o
Campisted o LA M TR (MR T M T 0 Fiuve 4100000000 s o
Dot 70 ELEGTRIGIAN TEFMINATION o Plece 4100000050 L o
Genhemutions ) INSULATION MESISTANGE 1 0 Flece 4160000080 10 - 4
% VMK ST ) Ploie 4100000060 " o
100 CABLE THAGEIVLOGATON Mece 41000000568 |E] mw »

Kenya Electncity

Generating Company (1d

Arevition SROhe Tl PYocesssr Buppiler Order Coliberaton Uner

AvTweas S LIa

oo ared Do My Wi or ot znen bom Parsesn

Parchase Orders

Vioome M Natasha Ryan

by ooy Nothos

SHupniier Bel-Barvie "": V.“,’..:“,I "‘f-"~-€" p r«rw P P
» Eaet € Lint o Prtme Ontums » Dvupbey Mocrti
T - s O AN e Lt RIE0RD baimait iy
Dusrrcatsoos Deveday A 54 JTO000TIT
Purchese Onders SCopy | Camsay Comment Pl || o Feom  Downess |
~ Conreranseosiin aeid Caduboin ation -
R
I - R
| 933 fanis Dute Owtovery bntrervsace
loand e 2000000030 Cmmery Cate Geoes 6002008 18:08
[ RS- - ASN "hevvg Jew 1 03 20 1800
Nusi Do = g Aeans of Trarapont =]
SRS . o Toarapan O Cooe
i s 3
Faren e rAy——
[
PR Mo Onarvem
s vm——
= ‘.‘ Maveer Dot pmar Frodaa Deacey Pucctuis Ovae hc. Poctass Croe vam
" e own wrtns) e e vy pr— e r— «1003000we )
T B Chartt
b > . B2 70 agge Py (i (g, 1C - 1 P— #100000088 .
E P X Caresiost g Fubre Gultne FL 100000088 )
- Pt e S 2 P— *10030008 ?
,'__ o ) At rend | b 1 Ploca «100000088
a - LA LA TR AT M § P “toonocose .
Sitrumed u MESAN PESSANA T TOCL w1 1 Prace tooaooose .
o T aaing " e 100000 "
A P i e e *1ooo00Tee "
R o CADLE TRACLRUOGATUN " Pace 10000000 @
e
Ceerataens Fortne tviormeton
A A 4 C— e PesiCasn | Ay Tonpten b . e
) nttps//susqasapp. kengen. intd 2/nwbc/Tsap  clent- Mksap-language - .. L.. oo 1o (YT 122408 -

ASN document no. created and green message screen appears as above “ Your changes have been

adopted successtully”.
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4.3  List of Advance Shipping Notifications (ASNs)

To view the list of Advance Shipping Notifications, navigate to Supplier Order Collaboration User
= Shipping Notifications to sce the list of ASNs that have been sent to the Purchaser/ customer.

Kenys Elecinony

Gerwoanrg Company t i

ListofASHs

U Narter MNarw Dwie ey
------ ' A 07 20 Sort

...... ASN W07 2008 St

...... Ay Lot ane snd
AsN 12.00 2018 Sert

...... ' s 10,08 2018 sord

..... ' AN 1005 208 sent

...... ' Ay 2604 2018 Sert

...... ASN - wexdow bheay w0320 Serd
ASN - VONDON DLINOEFRS 00108 Serd
AN 2800 201

ASN - WNOOW BLINOE s AP UL

..... ar AN Veedow Siadets 0. Serd
....... AN oom Serd
....... ASeE BRANDED T-SHRTS 20 208 Zond

....... AsN 1700 208 oot

4.4  Notifications from Purchaser / Customer

When an ASN is processed and sent to the Purchaser, they will process a Goods Receipt as
evidence of receipt of goods delivered in their premises.

A Goods Receipt Note (GRN) is generated by the respective storekeeper you delivered the goods to
and the supplier is notified.

The Notifications from the purchaser are found under Supplier Order Collaboration User =
Notifications from the Purchaser

A Goods Receipt (GR) is an indication that goods have been received and can proceed to Invoice
the purchaser.
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The same status can is monitored from the PO level, by opening the Purchase order as per

screenshot above.
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Click on the Display Document Flow to see the flow of documents as per screenshot below
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R0 PO 1200 M 1064 KES
BOOON X Masrranco @ Corym 170020 AT ALKES

4.5 Creating Confirmation for Services

Once a Service PO has been received, an acknowledgment of the PO shall be submitted before

delivery date elapses.

The supplier Creates Confirmation for the services rendered and sends to the buyer. The

Confirmation generates a Service Entry Sheet (SES) in the buyer system.

The SES will be approved by the buyer/requestor of the service (KenGen) as a sign of acceptance

for the services rendered.

The status of the Service PO will change to “Accepted by the Customer” under Confirmations tab.
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List of Purchase Orders

KenGen
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Click on the External reference no of the PO with status “New”.
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Click on the Process button to acknowledge the receipt of the PO.
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Kanvye Electricnty
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Under Item Overview section ~ Click on the “Confirm All Items”, the confirm item column is

checked and turns Green.

Click on the Send Button to submit the document and a notification " Your changes have been

adopted successtully”.
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Suppliny Self-Services
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Confirmation Message shown as per screenshot above “ Your changes have been adopted

successtully”.

Creating Confirmation
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Kenya Electricity
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General Information (Basic data): Fill in the Document Name, Service Agent Name, and Service

Location.

Under Item Overview, Select the Items (checkbox M under Item selection) & propose quantities

as per the PO (under quantity column).

For Service POs, the quantity for a service is 1 AU (Activity Unit) or depends with how the PO

was initially generated.

Click on the Confirm button to submit the Confirmation.
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A confirmation message upon submission is indicated as per screenshot, and this creates a
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Service Entry Sheet (SES) in the KenGen system

4.6  Display List of Confirmations

This is a display of the confirmations for services that have been rendered with various status as

shown below.

Welzome S Kiprens Kirul Denses

Total Value
S00.00KES
100 DOKES

125.000 OKES
400.00KES

10,000.00KES

2077 91KES

10.000.00KES

15.000.00KES
20,000.00KES

15,000 00KES

<
(‘) - Kenya Electricity
KenGen N Generating Company Lid
frogs te o astms
Asminatason Bupphie Tam Froosss Supplier Order Colaboraton User Home Ffe and Auctom
seanze Cnsfirmanza s ar . e eger hoatimn fur
¢ Suppber Owiter Calintaration Uyer » Confammations > Al
= H Fintt | 4 " [ 4
< ame it o | AL og o - o
- Supplier Self-Services bt | I ‘ ,a-,'.:.‘
i b Uistof Confirmations
List of Confermations
e 2 Fant oW aT
P—— % Mumbder Name Date

2000000201 LIFT 20.072018
4000000200 LIFT MAINTENANCE 20072018
00000155 Ciganing Serdces 10.07 2018
000000177 FO tor Serdces 08.07 2018
4000000174 CLEANING SERVICE FOR M&Y 20052018
2000000163 Maintenance of Comps 12062018
000060140 CLEANING SERVICES MAY STIMA PLAZA 15052018
L000000074 INSTALL & COMMISION 06042018
2000000062 RILEY FALCON SERVICES 04.022018
4000 WINDOW BUNDER FITTINGS 28.032018
4000000053 SERVICE FITTING FOR BLINDERS 28032018

15,000 00KES

Full Speen  Options v

Status

Accopted by Cu
Accopted by Cu
Accapted by Co
Accepted by Cu
Rejected by Cus
Accepled by Cu
Accepted by Cu
Acceptad by Cu
Completion Rep
Accepled by Cu
Acceptad by Ca

The various status of the Confirmations is indicated as below:

Completion reported — newly created confirmation for a service awaiting approval by the

buyer/requestor of service KenGen).

Accepted by Customer — the customer (KenGen) has approved the Service Entry Sheet (SES) as

acceptance of services rendered ready for invoicing.
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4.7 Creating Invoice for Goods and Services
4.7.1 Creating an Invoice for Goods
An Invoice can be created when the goods have been received and a GRN generated by the

customer.
Open the list of POs under Purchase Orders tab and open the PO.

Adrieistrasan Buschier Tes Mocesetr Supplier Ortler Collaborslion User

Waicome: M Kogenna Kina Dennig

¢  Supcher Drder Colisboremen Leer » Foorase Odune » Al Full Sawen Cgtioms
o U CTRIR LU S TN 230 ~
Craate ASN | Dtaplay History  Display Document Flow || &) Print | Downioad
ree 3 C 000n and (
e
Geoeral Inforrnaton
_— " Basic Data Terms of Payment
Purchase Order 10 4100000253 Payment in Oays Discount in %
0
Number 1000000101
Mame: PO
Date: 30042018
Sans Confirmad Terms of Dolvery
Follow-0n Documants s i L ..
2 3 =
Shoping Gooas
Nott, Recegt 0

Click on the Display Document Flow button to view if a GRN has been generated from the
customer’s side.

Display Document flow

0,

Kenya Electricity

KenGen Genetating Company Lid
Freay o Be raben
Fenonalise Weloome Wr Kgreno Kine Dennia
Asinuttmtan Fepplmr Taek Mrocemsot Supplier Order Coltaboration Usar Home Rz ang Asciom
Purehase Oraurs
¢ Buppiler Ocoer Coilstomton User » Fiashase Crdse > A8 full Sawes Cotioms =
Al .
: %9 Find | Melp | FAQ | Log oft - - s w
Supplier Self-Services e ‘ .'w‘x.f." |- v
Change P UstolPurthase Droers > Oisgiay Purchase Drdar > Dispay Dotument Flow
Flotes Document Flow
— Baot o Dacuamant
5 Document Type.  Number Document Nams Decurmnent Date  Status Total Value
Ryrous Purchase Oroer 1000000101 FO 30.04.2018 Confumed 20.00KES
e Nipping Moat 3000000146 ASN 10.05.2018 Sent 0.00
005 Recsp! 40000600134 GR 1005.2018 New 20.00 KES

The document flow shows the stages the PO has undergone through, after the customer has

generated a Goods Receipt Note (GRN), then can create an Invoice.
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Click on the Goods Receipt in the Document Type column.

Q] .,'.:‘ - o x — ; - Kenya Electricity

KenGen . . & , ~ Generating Company Ltd
Ereeyy Por e et - " 3 ! N 3 §: _
- Waltome e Kgrona NKirui Deenis
ADTinuEEiT Supolier T Frocemor Supplier Order Cokaboration User Home R¥x a0d Avctiom
t L S Farchans Ovdars -
¢« Sueoplier Orow Colabounion s » Pwonem Oxdoa > AN Fult Saeen Ophom v
Al v Eind p ( {If -
—- > > oma | Find | Hep | A0 | Log of - S w ~
Supplier Self-Services o | ILog l o Y S . [ ¥
Changms P LigtofPuichaas Orders > Digglay Purchase Qider > Display Document Flow > Dispiay Goods Receipt
Froc Gonds Receipt: 4000000134
- v Accept | E)Craate invoice || Display Document Flow | | &Print
PR Cotes " General information
— Basic Data
Number. 4000000124
Name GR
Date 10052018
Status: New
Itam Ovarvew
Numoar Product Descripton Purcha. . Purchase Order kem Quanity 0 .. Goods Re
1 Senaet phones 41000 1 1Piece 1Piece
Desk top compede 21000 2 1Pece 1Plece
v

(‘) k. e, o - Kenya Electricity

K"'Gen b i = = ¢ : Ganerating Company Ltd

Waloome M Kigrons Wew Dewnis

AsminuEwton  Supplier Tas Piccemes  Sugplier Order CoZabacation User  Home  BFs st Audions

Purohase Onders

¢ Supgiier Deger CoIlMBOMSON User * Pachuse s > All Ful Soean  Opsons

Ap
4 . Home | Fma | Haip | FAQ | Log off A iV CAD &

" Supplior Seif-Services »1ind | Huip | FAT A S [SAH -

ange P LstotPurchase Orisss > Dinptay Purchase Orded > Dasplay Documant Flow > Display Goods Raceipt > Process involcs

Froces Process Wvoice: 5000000144

@wSend SiSave | XCancel || Updale Pricas | & Pnnt! Dowrsoad
PSyie Cumims * | Communication and Collaboration
Message 1o Purchaser
Anachments

T At

B No Atlachments Availatie

Browse No file selected. Upload |

Upload attachments in the attachments section: Related documents e.g. Delivery notes and

Scanned ETR can be attached to the Invoice.

Click on the Send button to submit the invoice to the customer for approval.
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You will receive a notification “Your changes have been adopted successtully”

Q: ® T > - _A ; R Kenya Electricity

KenGen : &8 50 ' =2 . e Ganerating Company Lid
Cnaegy %oe Ba iBuy " 2 A - . )
Pralcomm M Kiprens Hirul Desnis
i Tam Fo Suppher Quder Collabaraton User Heme BFn and dutticns
Furctave Crters
€ Sopplies Qowr Collaboaation Lser = Fuishewe Omsans » Al Foll Sonen  Omom v
an I | | | - o w
. — Home | Fing | Hedp | #4L | Log © - ~
Suppiior Sci{-Services R ) S8 ”

vrchase Order > Display Docume

P » ist of Puechase QOrders > Displa v > Dusplay Gooas Recept > Display invoice
x @into.  Your changes have basn adopted successfully
2 Display Invoice: 5000000144

Set Status | ) Copy | Create Credd Memo || Display Document Flow | G Pt Download

Communication and Collabofation

Geaeral Information
Basic Data Torms of Paymant
Number. 5000000142 Payment in Days DHscount In %
Name PO 30 0.000
Date 24072008 0 0.000
External Ratorence No 000000008041000 0
Stahuss Documenrt Sent
Stahss (New) Accupted by Customer -

4.7.2 Creating an Invoice for Services

Once your confirmation for services has been accepted by the Purchaser / customer, the
information shall be relayed to you on SUS, and you will open the tab of Confirmations, and view

the acceptance status

An Invoice can be created when the Service Entry Sheet (SES) for services rendered have been

approved by the customer.
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Open the list of confirmations under Confirmations tab.

- T
@ N Kenya Electricity
KenGen \ Gonaeating Coarsgary Lt
O e
hac a cemne ——iise - >y Arnicnee W Wigrome Kirwe Dernis
- Suppier Ovder Collwborsmon User Home M e dumiems
Catitumiatiane - o eerl e Messsge 1t e [ - ' ace Citbems batil g S el Hulooss O -
¢ Sumpee Oroe C - e T v . An Ul Borwes  Couuee -
“hi
_I; -e Supplier Self-Services Fiovme s s | Fiute | FVAA S0 o ‘ ::'""'"I - : ol W =
- ®  Lint of Corfirmatinns
e List of Confirmatons
" Moo > #ri || Dowsiieaa
- 9y Number Name Cate Totas Vaiue Stows
4000000201 LIFY 20072018 500 0OKES ACCopten by Cu
LIFT MANTENANCE 2007200 100 DONES Accepted by Cu
Clwaning Saraces 1007 208 124,000 DOKES Accepted by Cu
PO for Seracen 0ROT 2018 400 DOKES Acceptert by Cu
000¢ ra CLEANRG SERVICE FOR NAY 26 00 2018 10.000 OOKES Rejeciea by Cus
400000018 Mamtenance of Comps 12002018 2077 91xES Accopted by Tu
S100000 180 CLEANSIG BERVICES MAY STIMA PLAZA 1505 2018 10.000 OOKES Accapted Sy i
400000007 4 WISTALL & COMMISION 0n 042018 10,000 00KES Accepted by Cu
4000000062 RILEY FALCOMN SERVICES 04042018 20,000 O0KES Completion Rep
4000000059 WINDOW BLUNDER FITTINGS 28.03. 2018 15000 00KES Accoptea by Tu
4000000043 SERWCE MITTING FOR BLINDERS 20032018 15000 DOKES Actapted by Cu

Click on the confirmation number with status “Accepted by Customer”.

[rergy b Pa ramon
avorces  Famonssioe r Welz=—e Me Kprono Kine Denres
Asminineson Buppier Tas Frecamol Seppliee Order Collabocasion User Home ¥ ang Auctiens
Aameiean Comtrmanons Imseme o Crmet AMae= Vlmsasges trhanne aum = s Py - e 3 Somamet Nuinasss atriree
¢ Sueciie Oumer Colabownon Usr = Cenfemanoss » Al Full Soman  Cgtions v
" Homa | Find | Heip | 5AQ | L a lc}'" ‘ ~
g wne | Fiog ip | AL | Log &l - on
AR Supplier Seif-Services |Fnd} 1B Log ! l:‘”‘: B Eu!':'
Carculntt P Listol Conlmations > Display Confemation
“omplenon Amporied Confirmation: 4000000177
) Create iwoice || 7y Copy || Display Docurnent Flow ||| & Print’ | Download
s e *  Communication and Collaboration
Genaral information

Basic Data Servico Information

Confemation 4000000177 Serdce Agent Name CKM

Mame PO for Serices Serdce Location STIMA PLAZA

Date 0207.2018

Purchase Order No 4100000350

Sians Accepted by Custo

* em Overview
»5 Expand Al || v Collapze All v

Click on the “Create Invoice” button

KENGEN SAP SRM Suppliers Manual

Version 1



(‘) - RV — Kenya Electricity
KenGen .‘»‘ . ¢ - . £ : - - Generating Company Lid
Soergy s Bu cutnm " p o 3 — 2
Pealcomme My Migrome Weu Desnis
Asinurwian Fuppiier Tam Process Bugplior Ordor Cotabomation User o REw et Audions
Cartematiunm -
¢ Susoiier O C ormmcn Uses « Go . » A2 Pl Somen  Opsera
Al
Morme | Fing | Mnlp | FAQ | Log off - o i cAD
- Supplier Sell-Services izt l ,--.‘;{‘. [ DL P =
it P LstolConfimalions > Duapias Confimason » Process Fnwoice
16990 A Process invoice: 5000000145
L— wSend  ESave | MCancel || Update Prices. | O Print || Downdoad
-t - ation and Coll
Message to Purchaser
Attachments
Y el 35 Supphied IPa] s |
Browsa No fie selected, Uptoaa:
-

Related document can be attached to the Invoice.

Confirm the Net value of the invoice before sending to the customer for approval.

Click on “Send” button.
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Display Invoice
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4.7.3 View List of Invoices

The list of invoices generated by the supplier can be viewed by navigating to Supplier Order

Collaboration User = Invoices and Credit Memos tab

View List of Invoices as below

— (o=~
S —

o S — i ———- - —— ) — o

LR TR
Lt el vkt 30d Crack weed
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- g Movrs (e % 0 A
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rer PO o G 00 e oot See 140 K
s Machoascs o Lo 1208 2w Donarent et Janranes
e o 1200 2w ot New w0 o0 Ty
s o Corarart Sees 25000 0NT 6
v Ll [ mre f e AR S 2
] WINDCR SUNDEN PITTMOS Dot Som 15000 00k
] U VDR BLIROEIS & SERRACE FITTIVOS Dot See oo
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e orenen | P SIMRCRT) TABNTE & S 20 o Dot Sewt 0 0T
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4.8  Supplier Qualification Questionnaire

Supplier Qualification is the process in which the purchaser selects new suppliers that fulfill the

requirements to become vendors.

This process is accomplished by sending a questionnaire to potential suppliers/vendors so that
they can provide more information required e.g. Bank details, compliance to legal requirements
(certificates of registration, tax compliance certificates etc.) and other support documents for best

practices.

The suppliers will be sent a questionnaire and will access in the Supplier portal.

Navigate to Administration tab =» List of New Qualifications

\\ - o Kenya Electricty
KenGen . 2 4 Geteratng Compary Lig
Poow b 0 wree > T A 2.
ww Me Durwry Semwry

S .
new

" we

Lt of Naw Quadbcabers
Lwt af Kew Quaificatiana
O At Few
MNanw Coatbac On Déwdin Suns

1707 2810 Wwaee M W

N6 17282018 Now

A new qualification questionnaire is found under “New” tab, others could be in process or have

been submitted.

4.8.1 Two Qualification Questionnaires

1. Local Supplier On-boarding Master Data
2. Opverseas Supplier On-boarding Master Data

Click on the link of the questionnaire to open and respond accordingly by answering each

question.
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4.8.2 Questionnaire Display

0

KenGen

[Fomens | Next  Dimploy  Seve Prnt Preview  Close

Qualifcation Local Suppier On-board
Supplec Dummy SUS

» ——futi- -+ 2 - 3 f—m

Introduction  Local Suppdied
On-boarding
Ackditional Detn

Duls Privacy
Statemant

Introduction

Kindy prowde the Y for each

\ * Fieicks marked with an astedsk are mandatory

Dapay | Saw| Pant Preview | Close)

I .

In this

Thank you.

| Pawacus | Next

Response Status New

Submission Date: -

Deadine: 17.08.2018

0,

KenGen
Pravous | [Next | Display  Sawe | Prat Pravew  Cose

Qualificstion: Local Suppli

FH

Cn-board..

Suppler Dummy SUS

3 | 5

- 1] 2|
Introduction Local
Supplier On-
boarding
Additonal
Data

Data Pracy
Statement

1 Supplier On-boarding Additional Data

*1.1 Pleass provde Physical Address of your Ofice

\

(¥ File Name

Response Status: New

Submission Date: -

To add attachments, click the icon "Add Attachment”

File Name

Deadine: 17.08 2018

Flie Description

Click on the “Add Attachment”

the respective question.
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*1.2 Please Provde Bank Name for your Busingss

*1.3 Please Provde Bank Account for your Business

“1.4 Please provida your Bank Branch

[¥ File Name File Descrgption
To add attachments, cick the icon “Add Attachment”

[® File Name File Descrigtion
To add attachments, ciick the icon "Add Attachment”™

(¥ File Name File Descrigtion
To add attachments, chkck the icon "Add Attachment”

*1.5 Please provds Bank Branch Code

*1.6 Please attach the Latest Certified Bank Statement

[¥ File Name File Description
To add attachments, click the icon "Add Attachment”

(¥ File Name * File Description
To add sttachments, click the icon "Add Attachment”

*1.7 Please attach the centificate of ragistration kor your company

i Yes
(INo

Valid To. T 7 News Expres
lssued By:
¥ File Name Flle Dascription

To add attachments, click the icon “Add Attachment”
Cormment:
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¥ File Name File Description
To add sttachments, click the icon “Add Attachment™

Commant:

“1.8 Plaasa attach the PN canificata showing the tax numbar

(OYes Valid To: 1 7 Newsr Expires
(ONo
Issued By:
" File Name File Description
To add sttachments. click the icon "Add Attachment”
Comment:
[ *1.8 Please ottach the Tax Compli certricate showing wlicty period
Valid To: M [T Newer Expires
issund By
" File Name File Description

To add attachmaents, click the icon "Add Attachment™

Provous | Next| | Display || Sawe | Print Praiew | Ciose.

g 2 = ;- =
ot tan Lo Suppier  Data Privacy
Onborsding Smtement

Addaonal Data

Data Privacy Statement

7 1 hwe reed the Dotow dute privecy statvrnent st accept e teims

DATA PRVACY STATEMENT

1 Canbdeniie inkarnaton

To the uxlent duthunsed By he law The et iy wish, foom e 10 Time, in cormecton with work cumemg beted undar Bis
Agmamed 1o dacions confdumial inkematon o asch ot CConhdantisd Infoemation”) Esch party will use ressonstis sfiocis 1o
vt the doscioxum of sy of the other party’'s Corddential INonmabon (o thrd partss b & penod of ux () years wler the

|l of Bun A that the party'x cbb whudl Dot wpply %o adarrehion thal -

% not ", wanng of 10 witing and so matked with an appeoptate confidantissty gend sethin thirty (30) cays of
Wacioxum

15 alweanty I the reciphent DTy s possession ot e Bme of disclosure thereof,

45 or iater bacomes paet of the poblc domain thirmagh no Sult ol the moipeent gty

% rocened Bum e Sund party hwang no otiigetons of contdentiality 1o the diaciosing ety

49 independently developed by the recipsent Darty . Of

n reguired by law or reguiation 10 be dinciosed

N Ihe evert INST FACMNAOnN 15 required 1o be SSch sod pursuant 1o Sulsechion | and 10 the exten uthonz od by the fxw. the panty
Tequend 10 make (BCloswe snall Nokdy the other 10 0w 1R BTy 10 As5er whatewer exchsions Of exemplonsg may te avaiibie
10 0 under such tyw o reguiation

2 Dwta Progection

KenOen wil Use e NIOmason gived o your 3ppicanon purely for wposes 1N resSpect of wisch e appdcaton has Deen made
The sdnrahion you gwo us Wil Be kepl and youl will ot De drsciosed 10 Mt parbies withoot your ——
POOT CONSErt Excupt whore necesssty 10 condom faciual -'tumnuﬂ powded by you

3 Pubbcation and Confiennakty

Euch paty shal hold in cockdence for s (8) yews wflur the of thes Ag -y e mation
as corfidertal and otdaned from Pee ofver paty dunng the Course of e 2nggerrent

4 Candetale Declarnticon

Al

1 huntyy condinm that 50 the best of my the 1 hwe -y i cumwct and b | ealcoe thal
e frund (hatl | huve deltsratoly green Mise ot messteng srfurmaiion | en el £0 Se deagquukbed frum Arther comerston o §
Mt o e ¥ witPout cetics
= Sueerst |

—wa

Provous ot | Oaplay | Save | Print Prevew  Ciose

Accept [M] the data privacy statement and Submit the questionnaire

Use the “Previous” and “Next” to navigate the pages of the questionnaire
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