Central Bank of Kenya

Invoice Creation



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

Please refer to the Section Logging Into Supplier Portal (Already Activated) in Activation Guides browser (Microsoft Edge or
Google Chrome) specific guides for additional information

If No

Please reach out to the Vendor Help desk to get information on how to activate your user account.

Please also view the Supplier Portal Activation Guides
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Step 1: Navigate to Supplier Portal

% 0O @ Incognito

© Oracle Fusion Cloud Applications X +

&« (& @ esal-test fa.s1519880.oraclecloudatcustomer.com

Q |:| £-‘21
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Central Bank of Kenya

Good morning, Supplier Contact!

Tools Others

Me Sales Supplier Portal

=
Supplier Portal Selec‘l‘ '|'he SU[!I!Iier
Portal Icon
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Step 2: Navigate to Invoice Section

[E Overview - Supplier Portal - Orac X +

<« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmuUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5
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Central Bank of Kenya

Supplier Portal
Search | Orders v | Order Number
Tasks e
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
« Manage Schedules Negotiation invitations 2

« Acknowledge Schedules in Spreadsheet 2 Orders opened 7

Receipts 4

‘ ’ Use the
Transaction Reports VeI'ﬁC(Jl
. Last 30 Days e ——
Shipmants PO Purchase Amount 360K KES ScrO" qu TO
« Manage Shipments Invoice Amount 100K KES
scroll down

+ Create ASN Invoice Price Variance Amount 0 KES
I Schedules Overdue or Due Today
« Create ASRN -

Agreements
« Manage Agreements
Channel Programs

« Manage Programs
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Step 3: Select Create Invoice

B overview - Supplier Portal - Orac X +

« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Last 30 Days '
Shipments 2
PO Purchase Amount

« Manage Shipments Invoice Amount
« Create ASN " ice Vari A
Il Schedules Overdue or Due Today Invoice Price Variance Amount
« Create ASBN B Negotiations Closing Soon
« Upload ASN or ASBN Invoices Overdue

« View Receipts

« View Returns

Supplier News

Contracts and Deliverables

« Manage Contracts

« Manage Deliverables B

Consigned Inventory

« Review Consumption Advices S e | e C.I. Creqte

Invoices and Payments °
Invoice
« Create Ifxoice S

« Create Invoice Without PO

« View Invoices

« View Payments
Negotiations

« View Active Negotiations

« Manage Responses

Auctions from Seller

asal-test.fa.s1519880.oraclecloudatcustomer.com/fsemUl/faces/FuseWelcom...

360K KES
100K KES
0 KES

Central Bank of Kenya

NB: All Invoices
should be

created against
a Purchase
Order
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Step 4: Initiate Search for PO to be invoiced

[E Create Invoice - Supplier Portal - X - v = X

& c @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 w Y 0O e H

Select Identifying PO to o=

N A
73 A%

RS (Y begin search for POs to

Central Bank of Kenya

be invoiced |
Create Invoice @ Invoice Actions v | Save || Save and Close ‘ Cancel

* Identifying PO v Remit-to Bank Account * Number ‘
Supplier CBK Supplier Unique Remittance & ) "7 Py [
\dentifier Date | dd-mmm-yyyy ] ;
Taxpayer ID [
pay Unique Remittance * e | Invoice o |
Identifier Check Digit Typ ‘
* Supplier Site v ‘
_— Invoice Currency |
Description |
Address Payment |

Attachments None == Currency

Supplier Tax Registration Number v

Tax Control Amount

Customer

Customer Taxpayer ID rams

Address |

Lines

View w Cancel L

Supplier portal guide- Google Chrome
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Step 5: Navigate to the Search Window

B Create Invoice - Supplier Portal - X 4 v - X
< C @ esal-testfas1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 e x 0@ : ‘
NB: If Purchase
Order appears
on the list, there
Is Nno need to

’Q'é‘/
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Create Invoice @ Invoice Actions v | Save || Save and Close | | Submit | Qancel}

Select Search

L KL R i KL Ond One C(]n
* Identifying PO v Remit-to Bank Account * Number .
Supplier CBK-PO-4 CBK S . & ) ) = p | C |< Th e
-PO-4... upplier Head Office Date | dd-mmm-yyyy ) .
T ID d
XPAYEriY | cBK-PO-4... CBK Supplier Head Office ; , re q uire
Type | Invoice v
* Supplier Site | CBK-PO-4... CBK Supplier Head Office RFOHOE CIFTSHEY Purchase Order
Address Payment
[ Currenc
CBK-PO-4... CBK Supplier Head Office v
Supplier Tax Registration Number
CBK-PO-4... CBK Supplier Head Office
CBK-PO-4... CBK Supplier Head Office
Customer
CBK-PO-4... CBK Supplier Head Office
Customer Taxpayer ID| oo o6 4 CBK Supplier Head Office
CBK-PO-4... CBK Supplier Head Office <
Lines Search... ~__
View w
asal-test fa.s1519880.oraclecloudatcustomer.com/fsemUl /faces/FuseWelcom -
o Select Search
.f_iw_u
Ea ™.
P X -3 v’ - -
ﬂ\-'f- Supplier portal guide- Google Chrome 8
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Step 6: Navigate to Advanced Search

& Create Invoice - Supplier Portal - X + v = X

« > cC

@ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Select
Advanced 1o

— ‘ navigate to the
more robust

** At least one is required

** Purchase Order ’ S edarc h P a g e

Search and Select: Identifying PO X

** Supplier ‘ ‘

Supplier Site ‘ \

\ Search ” Reset \

Purchase
Order

No rows to display

Supplier Supplier Site

o e

Suppli tal guide- Google Ch
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Step 7: Enter Search Criteria

Enter Purchase Order
[E Create Invoice - Supplier Portal - X + M - X Number
<« > C

@ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 N B | m p O C Te d by

choice in List Of Values

Search and Select: Identifying PO

4 Search

** Purchase Order‘ Starts with

.
e Supplier | Starts with

Supplier Ste | starts win Optional Use the Add
oron || Roset | Ada Feids v |-eors Fields button fo select
7 other Purchase Order
fields that would help
with the search.

Purchase
Order

No rows to display

Supplier Supplier Site

‘ oK “ Cancel ‘

Use the List Of Value o

select additional options
e.g. Ends With, Contains
efc.

Supplier portal guide- Google Chrome 10
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Step 8: Initiate the Search

E Create Invoice - Supplier Portal - X +

« > cC

@ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Search and Select: Identifying PO

4 Search

** Purchase Order ‘ Starts with

X

e

** At least one is required

% Supplier‘ Starts with

Supplier Site ‘ Starts with

Purchase
Order

No rows to display

Supplier

o e

Central Bank of Kenya

Select Search
button to evoke the
Search

Supplier portal guide- Google Chrome
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Step 9: Adjust the column widths as needed

E Create Invoice - Supplier Portal

X

+

<« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Search and Select: Identifying PO

4 Search

X

‘ Basic ‘

** At least one is required

** Purchase Order ‘ Starts with

v ‘ CBK

** Supplier‘ Starts with

v“ ‘

Supplier Site ‘ Starts with

‘

Purchase
Order

CBK-PO-4...
CBK-PO-4...
CBK-PO-4...
CBK-PO-4...
CBK-PO-4...
CBK-PO-4...

CBK-PO-4...

Central Bank of Kenya

'Search H Reset H Add Fields ¥ H Reorder ‘

& 7 Supplier Site

Head Office
Head Office
Head Office
Head Office

Head Office

‘?H Cancel ‘

Adjust the Column Width by selecting the space between the Column Titles

Supplier portal guide- Google Chrome
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Step 10: Select Purchase Order(s) to be invoiced

B Create Invoice - Supplier Portal - X + v = X

« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 2 Y 0O e :

Search and Select: Identifying PO X

4 Search ‘Eaj‘

** At least one is required

** Purchase Order‘ Starts with v‘ CBK
* Supplier‘ Starts with v‘ ‘
Supplier Site ‘ Starts with v ‘ ‘

‘ Search H Reset H Add Fields ¥ H Reorder ‘

Purchase Order Supplier Supplier Site

rieaa Offce Highlight the Purchase Order
Head Office _I_O be

CBK-P0O-4437 CBK Supplier

CBK-P0O-4436 CBK Supplier

CBK-PO-44I§3 CBK Supplier Head Office

CBK-P0-4438 CBK Supplier Head Office

CBK-P0-4434 CBK Supplier Head Office

CBK-P0O-4435 CBK Supplier Head Office

CBK-PO-4441 CBK Supplier Head Office

4 »

[ oK H Cancel ‘

Central Bank of Kenya

Select Ok to confirm the
Purchase Order select

Supplier portal guide- Google Chrome



Step 11: Data defaults from Purchasing Document

E Create Invoice - Supplier Portal - X +

| & (& @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmuUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

P 8
Bt TSl
Central Bank of Kenya

Create Invoice @

* Identifying PO I CBK-PO-4433 v Remit-to Bank Account
Supplier CBK Supplier Unique Remittance
Identifier

Taxpayer ID

Unique Remittance
Identifier Check Digit

* supplier Site | Head Office v
65 Kenyatta Avenue, 10101, Nairobi, 00100, Description
Address KE
Attachments
Supplier Tax Registration Number v
Tax Control Amount
Customer
* Customer Taxpayer ID | PO00611519E v Name
Address
Lines
View w Cancel Line

None ==

CENTRAL BANK OF KENYA

Q D QIS

Invoice Actions w Save Save and Close Submit ‘ Cancel

v * Number
* Date | dd-mmm-yyyy fe
* Type | Invoice v

Invoice Currency KES - Kenyan Shilling

Payment

Currency KES - Kenyan Shilling

Central Bank of Kenya

Supplier portal guide- Google Chrome
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Step 12: Select Remit to Bank Account

B Create Invoice - Supplier Portal - X + 4 = X

& C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 e v 0O e

Yo (

N TN PN
G O R
L

ot
S &~/

Select Remit-to Bank
Account from the List

Central Bank of Kenya

Create Invoice @ Invoice Actions v | Save || Save and Close || Submit ‘ Cancel

e X

Of Values
NB: Only Approved
Bank Accounts

W

* Identifying PO | CBK-P0-4433 v Remit-to Bank Account v * Number a p p eqar | N '|'h e ||S'|'
Supplier CBK Supplier Uni Remitt -
] N i i Citibank N A XXXXXX4680 R e p resen -|-S -|-h e B an k
‘axpayer

Unique Remittance
Identifier Check Digit

invoice Account to which

* Supplier Site | Head Office v SiaA RN o
— Description KES - Kenyan Shilling . . .
Address 65 Kenyatta Avenue, 10101, Nairobi, 00100, More... A B C B K W||| re r |'I' | nVO|Ce
KE KES - Kenyan Shilling
Attachments None == Currency
Supplier Tax Registration Number v D U e G I I I U nT
Tax Control Amount
Customer
* Customer Taxpayer ID | PO00611519E v Name: ‘GENTRALBANK OFKENYA
Address
Lines
View w

Y e S

By 'é"'i_u

PR ED
- ~
5 Sl

5 e B e

Central Bank of Kenya
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Step 13: Enter the Invoice Number

[E Create Invoice - Supplier Portal - X + v = X

& & @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 g * ¢ | e :

1;"/' L% O I:| L.‘

%

Central Bank of Kenya

Create Invoice @ ‘ Cancel Enter the Number
— s ' e (This represents your
- Identifying PO | CBK-P0-4433 v Remit-to Bank Account | XXXXXX4680 v * Number IINV123456 |n1_ern0| |n\/oice

Supplier CBK Supplier Unique Remltta'n.ce * Date | dd-mmm-yyyy r‘O
Identifier o [ N m b r
Taxpayer ID . . ¥ U e
Unique Remittance * e | Invoice v
X Identifier Check Digit Tvp
SUppherSie | Head offica M —_— Invoice Currency KES - Kenyan Shilling
65 Kenyatta Avenue, 10101, Nairobi, 00100, Description
Ridrens ie Payment s _ kenyan Shillin
Attachments None == Currency - Y iing
Supplier Tax Registration Number v
Tax Control Amount
Customer
* Customer Taxpayer ID | P000611519E v Hame: ‘CENTRALEANCOR KENA
Address
Lines
View w

Supplier portal guide- Google Chrome 16
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Step 14: Enter Invoice Date

E Create Invoice - Supplier Portal - X +

% = X
<« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 2 Y 0O e

Select Date (This
represents the
Invoice Date

* Identifying PO | CBK-P0O-4433 L Remit-to Bank Account | XXXXXX4680 ‘ v ‘ Example: 12-Jun-2023 :INV123456
Supplier CBK Supplier Unique Relrg;t;?ir;g * Date T;jd-mmm-yyyy #9
Taxpayer ID Unique Remittance < June v | 2023| A ‘ v >
Identifier Check Digit | N —
* Supplier Site | Head Office | v | S RO, SOE. D T B :
Address iﬁEKenyatIa Avenue, 10101, Nairobi, 00100, Description N B: O ne can Key N
28 29 30 31 1 2 3
) Attachments None == .
Supplier Tax Registration Number ‘ v ‘ 4 5 6 7 8 9 10 t h e d ate | n t h e
- o Tax Control Amount
" @ 13 14 15 16 17 | f
Examp e Tormat or
Customer 8 19 20 21 22 23 24
* Customer Taxpayer ID | PO00611519E v Name: [CENTRALBANKOL KENYA % B W e B t U Se th e Ca | e n d a r to
- Address Select the desired
Lines d ate
View w 4= B cancelLine

Supplier portal guide- Google Chrome 17
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Step 15: Select Type

E Create Invoice - Supplier Portal - X + Y a & SeleCT Type Of

&« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 e x 0O e : |n\/O|Ce ‘I'O be

created
Q |:| ;16

PITW AR .8

* Identifying PO | CBK-PO-4433 v Remit-to Bank Account | XXXXXX4680 ‘ v * Number | INV123456
Supplier CBK Supplier Unique Remittance *
\dentifier Date | 12-Jun-2023
Taxpayer ID . .
Unique Remittance * &
X Identifier Check Digit Type | Invoice . .
Supplier:Sits: | Head Office b .. Invoice Currency KES - Kenyan Shilling Ava I Ia b I e O pth n S
65 Kenyatta Avenue, 10101, Nairobi, 00100, Description
Address ¢ Payment 5 _kenyan Shillin
Attachments None == Currency ¥ g a re .
Supplier Tax Registration Number v
Tax Control Amount I nvo i ce
Customer Cred|t |V|em0
* Customer Taxpayer ID | P000611519E v Hame: ‘CENTRALEANCOR KENA Reta | N age Re | ease
Address
Lines
View w o= E cancellLine
.
b T
. P
¢ ﬁi 5
e i
e Pl Supplier portal guide- Google Chrome 18
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Step 16a: Add Attachment

[E Create Invoice - Supplier Portal - X + 4 = X

& C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl|/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 2 Y 0O e :

O R g*

Invoice Actions w Save Save and Close Submit ‘ Cancel

e KoL R
* Identifying PO | CBK-P0O-4433 v Remit-to Bank Account | XXXXXX4680 v * Number | INV123456
Supplier CBK Supplier Unique Remittance

Taxpayer ID X lde-mtifier Rt er S e | e CT Th e + | C O n
identifer Check Digt " Type Next to the

* Supplier Site | Head Office v B
. Description Invoice Currency KES - Kenvan
Address ﬁSEKenyatta Avenue, 10101, Nairobi, 00100, e Ai'i'q C h meni’s
Attachments None -ﬂ- Currency Y 9
Supplier Tax Registration Number v
Tax Control Amount
Customer
* Customer Taxpayer ID | P000611519E v Name: 'CENTRALBANICORKENI
Address
Lines

View w ofa B

asal-test.fa.s1519880.oraclecloudatcustomer.com/fsemUl /faces/FuseWelcom

Vg R e

» <> 2

[T T
Central Bank of Kenya
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Step 16b: Initiate the addition of the file from local
machine Select the Choose

File Button to Select
File fo the Invoice

[E Create Invoice - Supplier Portal - X + v = X

¢« > c

@ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

NB: Attach any and all
relevant documents for
the Invoice e.g. ETR
I —— Receipt, Invoice PDF

. Copy, etc

Attachments

‘Actions v ‘View v = X

Category * File Name or URL

From Supplier v Chse File | No file chosen

Description Attached By

Type

File v ‘

4

Rows Selected 1

‘Tﬂ‘ ‘ Cancel |

NB: More than one file
can be attached by
selecting the + Icon

Supplier portal guide- Google Chrome 20
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Step 16¢: Initiate the addition of the file from local
machine

Highlight File to be

uploaded
@ Open X
1 « Documents > CBK » v O O Search CBK
Organize ~ New folder =+ ™ O
A N 8 A
@ OneDrive e e e e e+t et ot s
W This PC @ DOC 23. STD PROPOSAL EVALUATION REPORT FOR PROCUREMENT OF GOO
B 3D Objects @ DOC 23. STD PROPOSAL EVALUATION REPORT FOR PROCUREMENT OF GOO
) @ EXAMPLE CRITEREA 1
I Desktop

@9 EXAMPLE CRITEREA 2

Sbequments @) EXAMPLE CRITEREA 3

¥ Downloads @ FORM OF TENDER FORM

usic -[Option 1-Demand Ban Gntee
DM @ FORM OF TENDER SECURITY-[O 1-Demand Bank G ]
& Pictures @ FORM OF TENDER-SECURING DECLARATION
B Videos @ MANUFACTURER’S AUTHORIZATION FORM
& OSDisk (C) @3 MPI March 2020-POSTED

MPI March 2020-POSTED v
¥ Network v K >
File name: | MPI March 2020-POSTED v | Al Files

Select Open to
qgen = upload the file

S lier portal guide- Google Chrome
Central Bank of Kenya upplier p gul g 21



Step 16d: Enter Attachment Description

Enter a meaningful
Description that
gives more
information on the
attfachment e.g.
Invoice Image

[E Create Invoice - Supplier Portal - X +

: € S>> C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Attachments

Actions v View v o X

Type Category * File Name or URL Title Description
File v From Supplier v | MPI March 2020-POSTED.docx | Update... MPI March 2020-POSTELC
Rows Selected 1

[OK Cancel

Select Ok when all
required attfachments have
been added

Supplier portal guide- Google Chrome 22
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Step 16e: Confirm the correct file(s) have been
uploaded

B Create Invoice - Supplier Portal - X 4 v = o X

&

> C @ esal-testfa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 e % 0O e H

Confirm File has
been uploaded

Attachments

el L X NB: Title will default
Type Category * File Name or URL Description Attached By

File v From Supplier v | MPI March 2020-POSTED.docx | Update... 7 MPI March 2020-POSTEC E Supplier Cont: ; fro m t h e n a m e Of t h e
: | uploaded file.

It can be updated as
required

Select Ok when all
If required the uploaded file can be required attachments have
changed by using the Update Button been added

2L Supplier portal guide- Google Chrome
Central Bank of Kenya upplier p gul g 23



Step 17 Confirm Attachments are added

[E Create Invoice - Supplier Portal - X + v = X

& c @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 r w 0O e :

{

Y %

R LR A Text Indicates

XY

AR &
e 2 -~
s /fI‘\ -

D L16

A% N that documents
Central Bank of Kenya h b
Create Invoice @ Invoice Actions v | Save || Save and Close || Submit ‘ Cancel O .I..I. O C h e d
f i p X AR ’ e a2 TIRW i X
* Identifying PO | CBK-P0O-4433 v Remit-to Bank Account | XXXXXX4680 v * Number | INV123456
Supplier CBK Supplier Unique Remittance * e
Identifier Bate| 122 "o
Taxpayer ID
PeYy Unique Remittance & Pvoice o
N Identifier Check Digit !
SUPpaeSIe | et aiics M _— Ip e Currency KES - Kenyan Shilling
65 Kenyatta Avenue, 10101, Nairobi, 00100, Description
il T Payment < _kenyan Shillin
Attachments MPI| March 2020-POSTED.docx == 3¢ Currency Y 9
Supplier Tax Registration Number v
Tax Control Amount
Customer
* Customer Taxpayer ID | P000611519E v Hents CENTRALEANORIENR
Address

Lines

View v == E. cance 3

Supplier portal guide- Google Chrome 24
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Step 18a: Add Lines to the Invoice

[E Create Invoice - Supplier Portal - X 4 v =
<« > C & esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl|/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 g * ¢ a e
Customer
* Customer Taxpayer ID | P000611519E = Name; 'CENTRAL BANKOFKENYA SeleCT i |COI’1 TO Add
e lines to the Invoice
Lines
View v o= %

Purchase Order

Consumption Advice

: * Number * Type Supplier Item Item Description Ship-to Location Tax Classifica
; * Number * Line * Schedule  Number Line
i No data to display.
st v
>
Summary Tax Lines
| View w
| Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amour
»
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amc¢ Y,
0.00 0.00

asal-test.fa.s1519880.oraclecloudatcustomer.com/fsemUl/faces/FuseWelcom...
|

Central Bank of Kenya
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Step 18b: Add Lines to the Invoice

E Create Invoice - Supplier Portal - X +

« > cC

@ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Select and Add: Purchase Orders

4 Search Advanced | Saved Search ’ v‘
** At least one is required
** Purchase Order ICBK-PO-4433 v ] ** Consumption Advice ’

** Creation Date ‘ dd-mmm-yyyy h:mm a

Search Results

View v i» Detach | SelectAll ‘

s
2 o | I I | —
Purchase Order Consumption Advice Supplier Item
Nu‘r)r?b F Item Description Ship-to Location Ordered
Number Line Schedule Number Line
CBK-P0O-4433 1 1 ‘ Provision of consult... Nairobi 1
] »

[ Apply ]@\ Cancel ]

Central Bank of Kenya

Select Search 1o
evoke the Search

Note: The

Purchase Order
has defaulted

Supplier portal guide- Google Chrome 26



Step 18c: Highlight Required Line(s) to be
'I'nm"cm and Apply Highlight Rows to be

a Create Invoice - Supplier Portal - X + | n VO i C e d

<« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5

Select and Add: Purchase Orders

4 Search [Agvanced Saved Search ‘ v‘

** At least one is required

** Purchase Order \ CBK-P0-4433 v I ** Consumption Advice ’ ‘

** Creation Date ’ dd-mmm-yyyy h:mm a e ‘ N
ote:

=T One can Use CTRL +
(Specific Lines) to select

Search Results

View v = Detach [ Select All ‘

I IC JC Il | |

Purchase Order Consumption Advice

lines not in Sequence
Shift + <Range of Lines>
Number Line P — Line e Item Description  Ship-to Location 6 can b e use d fO r I | nes | n
CBK-PO-4433 1 1 ‘ Provision of consult...  Nairobi Se quence

4

Supplier Item

Select Ok once
required line(s) have
been selected

Suppli tal guide- Google Ch
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Step 18d: Confirm or Enter Quantities to be billed

Enter
E Create Invoice - Supplier Portal - X e (C e
onfirm) the
<« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 Q e
- - uvantity fo
Lines be b|”ed
View v <= 3 [l | CancellLine |
umption Advice Availabl
Supplier Item Item Description Ship-to Location Tax Classification (;:zlaztit; Quantity Unit Price UQ * Amount
Line
Provision of consultancy se... | Nairobi lL‘ \ ‘ v | 1 1 50000 Numbers 50,000.00
50,000.00 N Ote :
< > One can partially or
Summary Tax Lines fully invoice the
View v Ordered Purchase
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amour _ O rd er Qu a ntities
4 >
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amr‘f =
50,000.00 0.00 0.00 0.00 0.00 50,00
Retainage |
0.00 o
it
&
hL L
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Step 18e: Confirm Invoice Details

[E Create Invoice - Supplier Portal - X + b - X
« 2> C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 r w 0O e H
Lines
vVewvw < X E ‘ Cancel Line
umption Advice Availabl
Supplier Item Item Description Ship-to Location Tax Classification (;:zl\:tit; Quantity Unit Price UOM * Amount
Line
Provision of consultancy se... | Nairobi IT‘ ‘ {j‘ 1 1 50000 Numbers 50,000.00 ReVi ew I Nnvo i ce
50,000.00 Details e.g. Lines
] >
to be Invoiced,
Summary Tax Lines
Totals,
View w
A Attachments, etc.
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amour _
4 >
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax
50,000.00 0.00
Retainage
0.00
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Step 19: Submit Invoice to the Bank

[E Create Invoice - Supplier Portal - X + v = X

< e @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 gl * ¢ | e :

Select Submit the
Invoice to CBK

x‘ "% ) 16

S O & Q D g.

s TR o
R B ey

Central Bank of Kenya

Create Invoice @

|
Identifying PO Remit-to Bank Account | XXXXXX4680 v * Number | INV123456
|

i R .5 2 T R

Supplier CBK Supplier Unique Remittance * [

|dentifier Date | 12-Jun-2023 ")
T ID ) [
axpayer Unique Remittance Type Invoice 1
Identifier Check Digit |
Supplier Site Invoice Currency KES - Kenyan Shilling [

irobi Description
Address 65 Kenyatta Avenue, 10101, Nairobi, 00100, Payment KES - Kenyan Shilling
KE Currency
Attachments MPI March 2020-POSTED.docx == 3¢

Supplier Tax Registration Number v |
Tax Control Amount 1
|
|
Customer ;

Name CENTRAL BANK OF KENYA
Customer Taxpayer ID

Address

Lines

|
|
|
View v <= 3 [EL | CancellLine
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Step 20: Invoice Submission Confirmation

[E Create Invoice - Supplier Portal - X + v — X

« > C @ esal-test.fa.s1519880.oraclecloudatcustomer.com/fscmU|/faces/FuseWelcome?_adf.ctrl-state=11u3ht0s00_5 2 v 0O e :

Once receipt of
confirmation, the

N o KL TR AR : 5 ¢ R Vi 5
Identifying PO CBK-PO-4433 Remit-to Bank Account  XXXXXX4680 Number INV123456 i nvo i Ce Wi I I b e
Supplier CBK Supplier Unique Remittance Identifier Date 12-Jun-2023 0
‘ TixGaver 1D Unique Remittance Identifier . Invoice aval Ia b I e to C B K
} pay Check Digit Tvp )
| Supplier Site  Head Office Description Invoice Currency KES Te am fo r revi eW’
| 65 Kenyatta Avenue, 10101, =
Address & Payment Currency KES
| Nairobi, 00100, KE Attachments MPI March 2020-POSTED.docx I d
‘ Supplier Tax Registration Number a p p rova a n
Tax Control Amount .
action.
Customer
Customer Taxpayer ID P000611519E Legal Entity CENTRAL BANK OF KENYA

| Address

Lines

View w
- J
Consumption .
asal-test.fa.s1519880.oraclecloudatcustomer.com/fsemUl /faces/FuseWelcom... Advira Cuinnliar Ham Lana w
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Additional Information &
Contacts




If you experience further challenges please write to us:

vendorhelpdesk@centralbank.go.ke

Central Bank of Kenya

Address: Haile Selassie Avenue

Mailing Address: P.O Box 60000 - 00200, Nairobi, Kenya

Tel / Fax: +254 20 286 0000

Phone: +254 20 286 1000, +254 20 286 3000, +254 709 081 000, +254 709

083 000

Credits:
Music by SoulProdMusic from_Pixabay
All stock footage provided by Videvo, downloaded from videvo.net
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