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Is your user account already activated?

If Yes

Please use the link https://myapplications.microsoft.com/?tenantld=centralbank.go.ke to login into the CBK Supplier Portal

If No

Please follow the steps in this guide to perform the activation of your user account.
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https://myapplications.microsoft.com/?tenantId=centralbank.go.ke

Welcome to the iSupplier activation porial

guide for Central Bank of Kenya

01 & 02 &2 03 3=

Hope you have This document is a step Once you follow all the

received an invitation by step guide that will steps as instructed in

email from Central take you through the this guide, your

Bank of Kenya for the activation process of organization will be

account activation. your organization on activated on the New
the Central Bank of iSupplier portal of the
Kenya New iSupplier Central Bank of Kenya.
portal.

gy

TR

;?ﬁ‘;/ Supplier Portal guide-Microsoft edge 3

A N ) 3
Central Bank of Kenya



Step 1

Check for an invitation email from Central Bank of Kenya in the mail you provided for the registration. The
email content would look similar as shown in the below screenshof, follow the steps as guided.

M Gmail

Compose

SN

Inbox 1
Starred
Snoozed

Sent

DV e % 0

Drafts

v More

Labels +

Q  Search mail = ® @

(_

& 0w 8 O & @ D >

John Doel invited you to access applications within their organization e B

Inbox x

Microsoft Invitations on behalf of centralbank.go.ke <invites@microsoft.com> 310PM (39 minutesago) Yy €

tome v

O Please only act on this email if you trust the individual and organization represented below. In rare cases, individuals
may receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Sender: John Doe (jogndoe@centralbank.go.ke)
Organization: centralbank.go.ke
Domain: centralbank.go.ke

If you accept this invitation, you'll be sent to https:/portal.azure.comy/#home.

Ac @ invitation

EE -

Central Bank of Kenya

Click on the
“Accept
Invitation” link.

Supplier Portal guide-Microsoft edge



Step 2

& Microsoft
&' Microsoft .

< edgesupplier@gmail.com

Create account Create a password

Looks like you don't have an account with us. We'll

_ Enter the password you would like to use with your
create one for you using edgesupplier@gmail.com. account.
LA LR LR L L) I >

1. Click on NEXT to
Create your
account.

3. Once you have
entered your
password, click on
Next.

2. You will be

prompted to create a
password .

e? f0 Supplier Portal guide-Microsoft edge 5]
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Step 3

You are now supposed to verify your email, Once you
have created your password, you will receive a
verification code on your email as shown in the below

screenshot

= M Gmail Q,  search mail = ® & e
/ Compose
- : 1-60of 6
? Compose o c 1)
& Primary © Promotions 2, Social D Inbox 9
d Inbox 3
¢ Starred Yr Starred
D ancesed [Get started with Gmail X @
® Snoozed
> Sent @ Customize your ® Change profile 2 Import contacts a
inbox image g and mail B Sent
| ) Drafts
s More Get Gmail for
0 o 2 [ Drafts
abels + v More
[ Microsoft acco... @ED Verify your email address - Microsoft account Verify your email address To fini.. 3:20PM ]
me, Samuel 2 Test - https:/teams.microsoft.com/l/meetup-join/19:meeting_M2QxOTBjNWULY;]. 315PM Labels +
Microsoft Invitatio. Patrick M. Muriithi invited you to access applications within their organization - P. 3:12PM
iSpring Support 2 Getting started with iSpring Cam Pro = 2:47PM

8 O ® 2 0 ¢ ®» D

Microsoft account
Verity your email address

To finish setting up your Microsoft account, we just need to make sure this em

To verify your email address use this Eecurity code: E l

If you didn't request this code, you can safely ignore thg

email. Someone else

Thanks,
The Microsoft account team

Central Bank of Kenya

Copy the security
code as shown.

Supplier Portal guide-Microsoft edge



Step 4

% .
Save password =. Microsoft

edgesupplier@g... ~ eeeessesses Z Edit
< edgesupplier@gmail.com
=. Microsoft e Keep tr_ack of all your Passwords in one
convenient location with password Ve ri e m a i I
manager fy

< edgesupplier@gmail.com

Verify email “ Never Enter the code we sent to

edgesupplier@gmail.com. If you didn't get the
email, check your junk folder or try again.

Enter the code we sent to b
edgesupplier@gmail.com. If you didn't get the
email, check your junk folder or try again.

9371|

Enter code

I would like infolilltion, tips, and offers about v like information, tips, and offers about

Microsoft produdililnd services. ft products and services.

Choosing Next means that ee to the Microsoft Services ) )

Agreement and privacy and statement Choosmg eans that you agree to the Microsoft Services
Agreement { vacy and cookies statement

have copied on the shown click Next
£ previous step. button.
SN I | guide-Microsoft ed
! Supplier Portal guide-Microsoft edge
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Step 5

Once you have entered the code on the previous step you will be required to solve a puzzle

s & chrmsupplier@gmail.com
B® Microsoft BS Microsoft 3

Create account

€& chrmsupplier@gmail.com € chrmsupplier@gmail.com :
i

Create account Create account ‘
|

|

Please solve the puzzle so we know Pick one square that shows two \

you're not a robot. identical objects. :

&
hex

Verification complete!

You've proven you're a human.

K Continue your action. /

After this you will be
prompted to accept the

—— L ——

terms and condition in the

You will click the NEXT button Solve the puzzle as required to next screen.
for the puzzle. complete the verification
Y {
25
L ';.;«: Supplier Portal guide-Microsoft edge
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Step 6

. s 1
Permission requested by: .

centralbank.go.ke
centralbank.go.ke

a" Microsoft

edgesupplier@gmail.com
By accepting, you allow this organization to:

More information required

v Receive your profile data
Your profile data means your name, email address, and Your organization needs more information to keep
photo

your account secure. Before making changes to your

\v Collect and log your activity security info you must complete multifactor

Your activity data means your access, usage, and content authentication.
associated with their apps and resources

v Use your profile data and activity data

This data may be used with your access and use of their ReOd @] nd Occep‘l'

apps and resources, as well as to create, control, and

administer an account according to their policies 'I'he Terms a r]d Learn more
You should only accept if you trust centralbank.go.ke. C on d |'|'|O NS dn d
centralbank.go.ke has not provided a link to their privacy )
click the Accept

statement for you to review. You can update these
Learn More bU'I"I'Oﬂ.

Use a different account

permissions at https://myaccount.microsoft.com/organizations

This resource is not shared by Microsoft.

Sl Once you click on Next you will
be taken to an additional
security verification.
Yo /
ik R
\i/ \3, Supplier Portal guide-Microsoft edge
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Step 7

If you encounter below screen, select ‘| want to set up a different method’ as shown below.

mysignins.microsoft.com

centralbank.go.ke

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Start by getting the app

Select the below e
.I.O Se.l. U p On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

| want to use a different authenticator app

Next

| want to set up a difﬂﬁjrent method ]

LTS
ii;? ; Supplier Portal guide-Microsoft edge 10
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Step 8

Select your authentication method as phone by selecting from the drop down as shown.

Choose a different method x

Choose a different method % Select the Phone
Which method would you like to use? Option.

Which method would you like to : Choose a method

Phon%

[ Cancel ] Authenticator app

Choose a method

g Supplier Portal guide-Microsoft edge 11
Central Bank of Kenya



Step 9

As an additional security verification you will be prompted to add your phone number as shown on the below screen

Additional security verification

1. Select the
Secure your account by adding phone verification to your password. View video to know how to r account COUﬂTI’y COde

/

Step 1: How should we contact you?

Authentication phone v

2. Add your phone
mobile number
accordingly.

Kenya (+254) v 729XXXXXX

Ve

Method

@ Send me a code by text message

O callme 3. Select the
option as text
message.

.

Your phone numbers will only be used for account security. Standard telephone and SMS charges will ap

ply.

be sent to your phone

Central Bank of Kenya

Supplier Portal guide-Microsoft edge
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Step 9...Continues

I Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 2: We've sent a text message to your phone at +254 729 XO0O0O(XX

When you receive the verification code, enter it here

| J

1. Enfter the Code

you have received
on your phone as a
text message.

Supplier Portal guide-Microsoft edge 13
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Step 9...Continues

This page will appear confirming your successful verification as shown below.

B® Microsoft

Additional security verification
Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 2: We've sent a text message to your phone at +254 729XXXXXX

[ Verification successful! ]

Central Bank of Kenya

Supplier Portal guide-Microsoft edge
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Step 10

After successful verification you will be routed to the apps dashboard as shown below

1

i3I My Apps v

Apps dashboard

Apps

N Apps

CBK_Supplier_Test

W v
y

Central Bank of Kenya

0 | A Welcome to Azure! - Microsoft /X | &% My Apps

G (A (3 https;//myapplications.microsoft.com

® Welcome to the improved app discovery view! If this view doesn't have functionality that you need, you can temporarily switch back to the previous view. Learn more

My Apps Secure Sign In

HR Addapps @ Create coll

5 Newtab

B Newwindow

2 NewInPrivate window  Ctrl+Shift+N
Zoom — 100% +

¥5 Favorites Ctrl+Shift+0

Collections Ctrl+Shift+Y

O History Ctrl+H

4 Downloads Ctrl+)

B Apps

[(3 Extensions

Y Microsoft Rewards

% Performance

O Alerts and tips

@ Print Ctrl+P

(G Web capture Ctrl+Shift+S

(3 Web select Ctrl+Shift+X

& share

('ﬁ Find on page Ctrl+F

AV Read aloud Ctrl+Shift+U

1. Click on
the 3 dofts.

2. Select
Extensions.

2

A v G

Extensions

‘e previou Customize your browser with
extensions

. Discover extensions, themes, and more that can make
J3 Add: you productive and help personalize your browser.

[' Open Microsoft Edge Add-ons website l ]
| = N
\J
G Manage extensions

3. Click on Open
Microsoft Edge Add on
website.

Created with i
CamPro evalu

‘o S
7 ES
view X
1S
gs

Supplier Portal guide-Microsoft edge




Step 11

Once you have clicked Microsoft Edge Add on website below screen will appear

1

i® Microsoft | Edge Add-ons

Help v Developers v All Microsoft

[ ‘ Q_ my apps secure sign in extensior| X ‘ ] Search results for "my apps secure sign in extension" 2 add-ons

& Home
Filter
2
O i
|
i Extensions ®
i Themes
| Categories
Productivity
| for more results
| Sort
| o Relevance

Top rated

Didn't find what you're looking for? Check the spelling, try new keywords, or se

My Apps Secure Sign-in Extension
% % % % ¥ (15) | Microsoft Corporation

My Apps Secure Sign-in Extension

pCloud Save
% % % % % (2) | PCLOUD

Save your favorite web images, videos, text and more to pCl

2

1. Type on search
box My Apps Secure
Sign-in Extension.

Central Bank of Kenya

2. Click on Get.

2

/] mlCTOSOnedge.ml(l’OSOn.COm/ addons/search/my%.Z20apps%Z2Usecure :;"JS\C}H Z20In%20extension
Edge Add-ons ﬁ Add “My Apps Secure Sign-in Extension” to Help v Dev
Microsoft Edge?
The extension can:
« Read and change all your data on all websites ST
{tension

re sign in extension X

Cancel

My Apps Sefure Sign-in Extension

* Kk ok k%

) | Microsoft Corporation

My Apps Sq P Sign-in Extension

pCloud
* kK

pCloud <y

) | PCLOUD

ite web images, videos, text and more to

Didn't find what you're Iq heck the spelling, try new keywords, or se

for more results

3. Click Add Extension.

Supplier Portal guide-Microsoft edge 16



Step 11...Continues

Sign-in Extension now has been added to Microsoft Edge browser @ as shown below.

im) | M. Welcome to Azure! - Microsoft # X [ .

< C ®

B Microsoft

Q_ my apps secure sign in extension

& Home
Filter

Type

O ai

) Extensions

) Themes

Categories

| Edge Add-ons

\7\ Productivity

Sort

o Relevance

) Top rated

) Most installed

Central Bank of Kenya

My Apps

X

< BB

() https://microsoftedge.microsoft.com/addons/search/my%20apps%20secure%20sign%20in%20extension

Search results for "my apps

2
®

pCloud

Microsoft Edge Add-ons -myar X | -+

A v B O w @
X

My Apps Secure Sign-in Extension has L
2 been added to Microsoft Edge
Use this extension by selecting this icon.

« Manage your extensions by clicking
Settings and more > Extensions.

To get your extensions, passwords, history, and more on all your
devices, turn on sync. Microsoft Privacy Statement

My Apps Secure Si¢ N

My Apps Secure Sign-hsmmesseres

pCloud Save
* % % % % (2) | PCLOUD o

Save your favorite web images, videos, text and more to pClou...

Didn't find what you're looking for? Check the spelling, try new keywords, or search the web

for more results.

Created with iSpring
CamPro evaluation version

1. Sign-in Extension
has now been

added o Microsoft
Edge. ™

Supplier Portal guide-Microsoft edge
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Step 12

Switch to my apps TAB to sign into the extension as shown ¢

1. Switch to My Apps

TAB. 2. Click on extension

icon.

O | A Welcome to Azure! - Microsoft /X g My Apps x |+ L . )
L S % (il e e
« O M (3 https://myapplications.microsoft.com
31 My Apps v L Search apps Extensions . E’s ; Q P, ES
(@ Welcome to the improved app discovery view! If this view doesn't have functionality that you need, you can temporarily switch back to the [ E My Bppesepes S b R ]lliew X @ Slgn in tO yOUf appS fa Stel' and Safer |
&3 Manage effensions vitch revious view X
& B
Apps dashboard @ Addt peoft sdgsAddions k @ Your organization now offers a more
= convenient way to sign in to your websites
Apps A llections
— o Q Easily manage your saved passwords and
S Fppd % settings = shared team accounts
- w
n ' B P Signin to ge&started
CBK_Supplier_Test My Apps Secure Sign In ik ! Settiy
4. click on Sign
ED 0
in and get
2 * started.
3. Select “My apps
secure Sign in
Extensions.
) {
Z
W b Supplier Portal guide-Microsoft edge 18
o § e pp g 8
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Step 13

Once you have clicked Sign in to get started below screen will appear to confirm
you have successfully been signed in

——
>4 D https://account.activedirectgry.v X + E Created with iSpring
h aaaaaaaaaaaaaaaaaaaaaaa
YO U O V e ectory.windowsazure.com/applications/ssoextensionlandingpage.aspx? S 7 o ) &
successfully signed a
IN ©
L 4
=
i
\
You are now signed in. NS
You may now close this window. o
o

Click here to close

this window.

et Supplier Portal guide-Microsoft edge 19
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Step 14

Once you have Signed In you are now ready to access the application.

< C & myapplications.microsoft.com » Y * O
Imported From |E e Chrome & iGoogle Lenovo Recommen...  £53 Apps 0 How Top-Performin... ﬂ Workspace - Oracle...
i3 My Apps v &2 Search apps & 7

D An improved app discovery view is available! Try it now. Return to new vic

Apps v ® & Edit

= List view

My Apps Secure Sign
In

Supplier Portal

CBK_Supplier_Test

Click on the Supplier
Portal App.

Central Bank of Kenya

Supplier Portal guide-Microsoft edge

20



Congratulations! You are now logged on CBK portal. Thank you for following the steps.

() https://suppliertest-centralbankgoke.msappproxy.net/fscmUl/faces/FuseWelcome? afrLoop=4701345537387038&_afrWindowMo

Central Bank of Kenya

Good afternoon, Edge Supplier!

Me Sales Supplier Portal lools Others

(e -

®= % _|_

Training Safety Incidents
Certificates Tracker

Supplier Portal guide-Microsoft edge 21




Access denied error

Supplier Portal guide-Microsoft edge 22
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Access denied error

(im) | M Welcome to Azure! - Microsoft /X I 2" My Apps X | [ Access Denied

Created with iSpring
CamPro evaluation version

@] ) ()  https://account.activedirectory.windowsazure.com/Interrupts/SigninAccessDenied.aspx ru=httpsMRa%2f%2faccount activedirecto A 18 & ] S

(¥) access denied

The user ID that you entered is not recognized. If this is a new account, it may take a few hours before you have access to services

Important: This page does not yet support signing in with a Microsoft account. If you have one already, try signing in again using an account assigned to you by yo
organization. If you don’t have one, please request a new work or school account from your admin, and then try again.

Sign out

If you get this error
Close the access
denied window.

©2023 Microsoft  Legal | Privacy

Yo /

i
TN,
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Click on My Apps Secure Sign In

x =+
@ myapplications.microsoft.com

My Apps

Click on My Apps |
AppS dashboard o B Add apps @ Create collection % Customize view
Secure Sign In

Apps

~ Apps

£53 Settings
CBK_Supplier_Test My Apps Secure Sign In

https://launcher. myapps.microsoft.com/api/signin/c3eea5e3-5aea-4e15-bc80-5ab44cf89b43?tenantld=7bc03988-1063-4a03-b76c-030695984be0

13:25
‘ 21°C Partly sunny ENG ?Z

= 21/03/2023 o
, B 2
./ ; lc- Q\’
Gy, A0
o~ s
ki o B A K,

Central Bank of Kenya
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~ You will be prompted to sign in - ;.
e R A F - 2
: B® Microsoft
Pick an account :
Yo
- SuPpIier Portarguide:Microsoft edge _25
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Once the sign in is successful you are now ready to access the My Supplier Application

< C @& myapplications.microsoft.com
Imported From [E @ Chrome & iGoogle Lenovo Recommen... i3 Apps ) How Top-Performin...
331 My Apps v L Search apps

:i:) An improved app discovery view is available! Try it now.

Apps v ®
CBK_Supplier_Test My Apps Secure Sign

In

Supplier Portal

2 w » 0O

B Workspace - Oracle...

ga 7

Return to new vit

& Edit = List view

Click on the Supplier
Portal App.

Supplier Portal guide-Microsoft edge
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Congratulations! You are now logged on CBK portal. Thank you for following the steps.

Central Bank of Kenya

Good evening,

Safety Incidents

Supplier Portal guide-Microsoft edge 27
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