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OBJECTIVE

 Overview

 Access to SUS Portal & Supplier Registration

 Maintain/Update Company Data

 Supplier Qualification

 Notification of New Documents

 RFQ Response 

 Bid Response & cFolder

 SUS Collaboration:-

• Purchase Order Acknowledgement 

• Creation of Advance Shipping Notification (ASN)

• Confirmation of Services

• Create Invoice

• Tracking Follow-on Documents
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Where we are

Manual 
Tendering 
process



3

SUPPLIER SELF- REGISTRATION (SRM SUS)

 Is the process in which a supplier interested in doing  

business with KenGen registers by providing company 

data in an online form and sending the form to the 

buyer for approval

On receipt of the registration form, a notification 

containing  User ID and Initial password to access the 

Supplier Self Service Portal is sent.
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BENEFITS OF SUPPLIER SELF- SERVICE

 Ability for the suppliers to self register and become 

bidders

 Ability for the suppliers to acknowledge Purchase 

Orders.

 Ability to submit follow-on documents for  Goods and 

Services

 Ability to process Invoices online

 Ability to maintain up-to-date company information

 Improved visibility for suppliers
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SUPPLIER SELF- REGISTRATION (SRM SUS)

 Supplier registration – one time event - is done via the SAP Supplier 

Self Service (SUS) registration form

 Supplier goes to the site and registers via url: 

www.supplierregistration.kengen.co.ke or Links provided via the 

KenGen website

 Supplier gets a welcome page to start filling the company details

 Bidders Registering for Open/ Public Tenders – Automatic Login 

credentials sent via domain email provided during registration

 Registering for Restricted/Direct RFx – Requires approval to be able to 

participate in the bidding process



6

SUPPLIER REGISTRATION PAGE
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SUPPLIER REGISTRATION PAGE
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Sample Registration

Note: Click on the Public Tender Checkbox  if Registering for Public/ Open Tenders (RFx)
DO NOT check the checkbox  if for Restricted RFx
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Sample Registration

• Click on the Add button to select the Product categories
• Click on the Send button to submit the form – Registration submitted for approval
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SAP SUS LOGIN &

SUPPLIER RESPONSE TO RFx
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SUPPLIER LOGIN

• After Supplier registration, the supplier will be provided with;
• User / Supplier ID
• Password
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THE RFx RESPONSE

 Traditionally RFQs and Tenders have been done manually.

 Suppliers going forward will be responding to the bidding 

process via the e-Procurement Portal – SAP Supplier Self 

Service (SUS)

 The floating of RFx (Quotation and Tenders) shall be done 

online and therefore the Supplier shall be expected to 

submit the responses online.

 Suppliers will be required to login to SUS portal and find 

newly published RFx – Quotations and Tenders.
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THE RFx RESPONSE

SUS Portal RFx and Auctions Page
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THE RFx RESPONSE

• The supplier will view new Quotations and Tenders 
once they’re logged in to the portal and click on the 
RFx and Auctions tab.

• All RFx (All) and eAuctions (All) are listed here.
• Click on Refresh button to populate the new RFx on 

the list
• Select the new line item with a response status “No 

Bid Created” and click on the event number (RFx
No.)
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THE RFx RESPONSE

• Click on the Register button
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THE RFx RESPONSE
• Display RFx Screen

• Click “Participate” button to confirm that you will respond to the RFx
• Click on “Create Response” button to create a response to the 

particular RFx
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THE RFx RESPONSE
• Create RFx Response

• Navigate to;
• RFx Information tab - Fill in the Terms of Payment, Incoterm (if 

applicable) and Delivery location
• Items tab – You see the items list to quote the prices
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THE RFx RESPONSE
• Items tab

• 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
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THE RFx RESPONSE

• Under Notes and Attachments

Supplier is able to view any notes / remarks or 
attachments the Purchaser has made relevant to the 
RFx

The supplier can make any Notes and Attachments 
relevant to the RFx in general, or the particular items 
in the RFx

Supplier is able to view and can add any notes 
(bidder’s remarks) relevant to the RFx, for the specific 
items or general data, or attach documents e.g. 
brochures or technical data (can also be general data 
or specific to the items)
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THE RFx RESPONSE

 Attaching a document to the RFx



21

THE RFx RESPONSE
Under Summary tab – you are able to see your RFx Response number, the 
total number of notes and attachments, Total RFx Response value

 Click on the Check button to verify that there are no errors and keep 

refreshing for any changes.
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SUBMMITTING THE RFx RESPONSES

 Click on the Submit button

• Submit RFx response
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THE RFx RESPONSE

Save button- You can keep saving the document as 

you work on it. When you save, you have to go back to 

the RFx response and click on the Edit to continue 

working on it. (You can edit the document before the 

deadline has reached)

You can submit a document before the deadline of 

submission date. 

 If the deadline has reached, you CANNOT submit a 

Response. (Error as below)
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THE RFx RESPONSE

 No Submission of RFx response are permitted once the submission 

deadline has elapsed
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STATUS OF RFx RESPONSE

 Status of the RFx responses – Once the RFx has been submitted, it 

gives a Response number, and the status – “Submitted”

 You can also withdraw a response before deadline and be able to 

Re-Submit.
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TECHNICAL RFx RESPONSE & 

cFOLDERS
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TECHNICAL RFx RESPONSE

 Once you have filled your response and want to upload Technical 
documents, click on the “Technical RFx Response” to open the 
cFolder window to upload technical bids
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TECHNICAL RFx cFOLDER

Scroll down the page and 
Accept the License terms

Login with the Supplier 
ID and Password
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cFolder Screen

• S_ID>>Tech_Bid – Private Folder – Bidders upload private Tech Bid 
documents (PDF format)

• EXT AREA (Public) – External Area/Public folder – Purchaser’s share the 
Detailed Tender Document with potential bidders/suppliers

• Click on the Tech_Bid folder – To Upload Technical bids (PDF format)
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• Click on the Create button >> 
Select the relevant choice -
Documents
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Upload Attachments in cFolder

• Give the name of the document and the description

• Ensure “Upload Local File” is selected

• Click on “Continue” button
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Select Browse on the local file and attach and click on the Save button

Documents are attached as 
shown (you can attach as 
many documents as needed) 
– PDF documents, Zipped 
file documents

Click on the Save button to 
save the documents 
attached.

Upload Attachments in cFolder
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LOCATION OF RFx / TENDER DOCUMENT

• The Purchasers RFx / Tender document is located in the Collaboration 
folder – EXT AREA(PUBLIC).

• The COLLAB folder allows to view & create collaboration documents 
visible to ALL bidders/suppliers e.g Addendums, seeking clarifications
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LOCATION OF RFx / TENDER DOCUMENT

• The EXT AREA (Public) folder is where you will find the 

Tender / RFx Document.

• To access or download the RFx / Tender document, go to 

the EXT AREA (Public) folder and click on the RFx / Tender 

document stored by the purchaser

• Download and Save the document to your local machine

• After uploading the Technical RFx documents, logout of the 

cFolder and go back to the RFx Response in SUS and 

Submit the RFx Response.
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SUPPLIER SELF SERVICE  FOR PO

This is the process of ensuring online collaboration with 

the supplier for the Purchase Order Confirmation 

process, Advance Shipping Notification process, 

Confirmations for Services and the Invoicing process 
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CREATE CONFIRMATION OF PURCHASE ORDERS

 The Supplier acknowledges receipt of Purchase Orders online in 

this process - for Goods and/or Services.

 To execute this function go to the SUS Portal >> Purchase Order 

tab – as shown in the screen below 
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CREATE CONFIRMATION OF PURCHASE ORDERS

 You get a List of Purchase Orders

 Click on the PO (External reference no.) with a “New” status
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CREATE CONFIRMATION OF PURCHASE ORDERS

• Click on the Process button to process the PO – Acknowledging the 
receipt of the PO
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Process Purchase Order Screen

• Under Attachments section – Add any documents as you process the PO
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Process Purchase Order Screen
Confirmation of Items

• Click on the Confirm All Items button/ tab
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Process Purchase Order Screen

 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 tick on the Confirm Item column or 

label on the Reject Item column as shown below

Confirmation of Items
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Process Purchase Order Screen

 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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Process Purchase Order Screen

 Click Send button – PO confirmation message sent to Purchaser
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Process Purchase Order Screen: Confirmation of PO - Display
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CREATING ADVANCE SHIPPING 

NOTIFICATION (ASN) 
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CREATING ADVANCE SHIPPING NOTIFICATION (ASN) 

 After successful confirmation of receipt of Purchase Order, you 

shall process an Advance Shipping Notification (ASN) for the 

Goods you want to deliver. 

 ASN - This is a document detailing the Items and quantities to 

be delivered.

 Navigate to;

 Purchase Order in SAP SUS and select the relevant PO 

from the list of Purchase orders with the status as 

Confirmed.



47

CREATING ADVANCE SHIPPING NOTIFICATION (ASN) 
List of POs

• Click on confirmed PO
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CREATING ADVANCE SHIPPING NOTIFICATION (ASN): Click Create ASN button
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CREATING ADVANCE SHIPPING NOTIFICATION (ASN) 

• Document Name (ASN)
• Select  the Means of Transport & Transport ID Code/Bill of Lading



50

CREATING ADVANCE SHIPPING NOTIFICATION (ASN): Propose Quantities

• Click on “Select All” button – Tick the Checkbox  under Item selection
• Click on Propose Outstanding Quantities - Propose the quantities to supply as per the PO.
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CREATING ADVANCE SHIPPING NOTIFICATION (ASN) 

Process ASN screen

• To submit ASN, Click on the “Goods Delivered to Recipient”
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CREATING ADVANCE SHIPPING NOTIFICATION (ASN) 

• ASN document no. created and message screen appears as above 
“Your changes have been adopted successfully” 
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CREATE CONFIRMATIONS FOR SERVICES

PO
Acknowledgement

Create 
Confirmation Create Invoice

 Once a Service PO has been received by the supplier, an 

acknowledgment of the PO should be submitted before delivery 

date elapses

 For Service Procurement we use Confirmations – Supplier 

perform Confirmations for Services performed and sends back 

to the customer

 The next step is to Create Confirmation for the services 

rendered, and send to the customer. The Confirmation 

generates a Service Entry Sheet (SES) in the Back-End system

SES 
Approval
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CREATE CONFIRMATIONS FOR SERVICES

 Navigate to Purchase Order tab in SAP SUS and select the 

relevant PO from the list of Purchase orders with the status as 

“Confirmed”.

 Click on the Purchase Order no. create an acknowledgement
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CREATE CONFIRMATIONS FOR SERVICES

• Click on the Process button to acknowledge the PO and send back to the buyer
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CREATE CONFIRMATIONS FOR SERVICES

 Confirm All Items or Reject Items on the Item overview & Click on the Send button
 The Purchase Order acknowledgement is sent to buyer
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CREATE CONFIRMATIONS FOR SERVICES: Click “Create Confirmation” 

button
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CREATE CONFIRMATIONS FOR SERVICES

• Fill in the details in the Basic data field (Document Name, Service Agent Name and 
Service Location)

• Select the Items (checkbox  under Item selection) & propose quantities as per the 
PO (under quantity column)
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CREATE CONFIRMATIONS FOR SERVICES: Click on the “Confirm” button to submit
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• Confirmation Message – creates an SES (Service Entry Sheet) in the back-end system
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Display List of Confirmations

• Displays the confirmations done with various status as shown above
• The customer has to approve/accept to move to the next step
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SUS - CREATE INVOICES

FOR GOODS & SERVICES
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CREATE INVOICE - FOR SERVICE

 The next process after Confirmation has been accepted by the buyer is invoice creation.
 Note down that the status of the confirmation has changed
 Click on the Confirmation number with status “Accepted by customer”
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CREATE INVOICE - FOR SERVICE

• Click on the “Create Invoice” button
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CREATE INVOICE - FOR SERVICE

• Click “Send” button: Note Invoice number, a message can be added for purchaser (buyer)
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DISPLAY INVOICE
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Display Invoice Cont….
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THANK YOU


