Central Bank of Kenya

Supplier Initiated
Change Order



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

© Oracle Fusion Cloud Applicatior X

&« @ https://esal-te 80.oraclecloudatcustomer.com

Central Bank of Kenya

Good evening, Supplier Contact!

Me Sales Supplier Portal Procurement Tools Others

+

Supplkr Portal

Select the Supplier

_ . Portal Icon
Things to Finish -

2 days ago X 2 days ago 2 days ago

Assianed ta Me (REMINDER) ACTION REQUIRED (REMINDER) ACTION REQUIRED (REMINDER) ACTION REQUIRED

You Are Invited to You Are Invited to You Are Invited to
7 Negotiation CBK- Negotiation CBK- Negotiation CBK-

NG-1039 (Cleaning NG-1040 (CURTAIN NG-1037 (Air Ticket >
Services) MATERIAL AND... Negotiation)

Croated ha 1

Yo
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Step 2: Navigate to Open Orders (Use one of the
below 3 Options

Select the Open
Orders number
hyperlink

<+

oraclecloudatcustomer.com

i N | _ _ | Suitable where the
Search | Orders v | Order Number ‘:\ goal is to update a
Tasl: e SpeCifiC PurChaSing

Ord; —
=
Requiring Attention - Recent Activity Transaction Baw®T(s
* Manage Orders Last 30 Days Last 30 D, D O C u l I I e nt
Nes Negotiation invitations 3 PO Purchase Amount 535K KES
les in Spreadsheet Orders opened 4

Series Schedules Overdue or Due Today
Value 4

Select Schedules
Overdue or Due today

hyperlink

« Manage Shipments

* Create ASN

W Schedules Overdue or Due Today

M Business Classifications Expiring
Negotiations Closing Soon

« Create ASBN
* Upload ASN or ASBN

« View Receipts

Suitable where the
goal is to update a
specific line

* View Returns s lier N
upplier News

Contracts and Deliverables

* Manage Contracts

* Manage Deliverables

Consigned Inventory

« Review Consumption Advices

Can be used to access both

Select Manage Orders

hyperlink the Purchasing Document &

Schedules
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Step 3a: Selecting a Specific Schedule to
perform a Change Order

e } ) Highlight the line to be
| amended and the

select the Actions

5% .
Central Bank of Kenya MenU Ond SeleCT Edlil
Manage Orders @ to start the Change
Order Process

4 Search : WSearch | Overdue and Due Today v
Sold-to Legal Entity v
Supplier Site v Yo Location Q
Order Status v
Line Description Overdue Schedules | Yes v

Search | Reset  Save...

Search Results

View v Format v K B F =" Detach

£ Site Line Line Description Ii::pller Schedule gt:g:::; UOM Zgﬂ"g Price Ordered Currency Status Ship-to Location g:?euested :
Export to Excel
Head Office 1 MICROWAVE WITH GRILL(25.0 1 1 Piece Piece 15,000.00 15,000.00 KES Open Nairobi 22-Jun-2023
Cancel Schedule
s ———— Head Office 1 PRINTING BANK/SUPERVISIOM 1 100 Piece Piece 10.00 1,000.00 KES Open Nairobi 22-Jun-2023
CBK-PO-6101 Head Office 1 Service contract lines included it 1 1 Monthly Monthly 7,540.00 7,540.00 KES Open Kisumu 22-Jun-2023
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Step 3b.i: Selecting a Purchasing Document
to create a Change Order

© Manage Orders - Supplier Port: X aF

oraclecloudatcustomer.com 8 = DOU bl e C”Ck On .I.he

Manage Orders @ Ol'del' ThGT YOU WiSh
to Create a Change
Order for

Headers  Schedules

4 Search Advanced VManage Watchlist | Saved Sea
Sold-to Legal Entity v Supplier Item
Supplier Site v Ship-to Location
Order
Line Description Overdue Schedules | Yes v
Search || Reset  Save...

Search Results

Actions v View v Format v P Ey

Order Supplier Site Line Description Ist::‘plier Schedule g 5 ::;;3 UoMm Egﬂng Price Ordered Currency Status Ship-to Location g:?euested :
CBK-! ‘075103 ~ Head Office 1 MICROWAVE WITH GRILL(25.0 1 1 Piece Piece 15,000.00 15,000.00 KES Open Nairobi 22-Jun-2023
CBK-P0O-6102 Head Office 1 PRINTING BANK/SUPERVISIOM 1 100 Piece Piece 10.00 1,000.00 KES Open Nairobi 22-Jun-2023
CBK-PO-6101 Head Office 1 Service contract lines included it 1 1 Monthly Monthly 7,540.00 7,540.00 KES Open Kisumu 22-Jun-2023
CBK-PO-6100 Head Office 1 Investor Classification Training 1 1 Piece Piece 30,000.00 30,000.00 KES Open Nairobi 23-Jun-2023

Columns Hidden 47

o
Central Bank of Kenya
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Step 3b.ii: Selecting a Purchasing Document
to create a Change Order

© Manage Orders - Supplier Port: X aF

Select Actions and
then Edit fo start the

O 8 oraclecloudatcustomer.com

oR ¢ Change Order
Central Bank of Kenya — Process
Purchase Order: CBK-PO-6103 (@) View PDF | | Actions ; H Refresh‘ ‘ |m

Edit

Main  Contract Terms Cancel Document

|
View Document Histo Ordered |
4 General o [
View Change History 1
. . |
Sold-to Legal Entity CENTRAL BANK OF KENYA Supplier CBK Supplier N Ordered 15  View Revision History ‘
Bill-to BU  CBK Business Unit Supplier Site  Head Office p— ” 0 6K 12K 18K [
Description ‘
Order CBK-PO-6103 Supplier Contact  Supplier Contact W Amount (KES) 1
Source Agreement |
|
Status Open Bill-to Location  Nairobi Supplier Order
View Details
Buyer Procurement Team Master Contract

Ship-to Location  Nairobi
Creation Date  27-Aug-2023

Terms  Notes and Attachments

Required G
Acknowledgment to Shinging Method Requires signature
Payment Terms Immediate Freight Terms 0
FOB Pay on receipt

Confirming order

4 Additional Information

Naliviar ¢a | Anatian  Nairahi P antave Dramnt
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Step 3c: Confirm the choice to create a
Change Order

Select Yes to inifiate the
Change Order creation
process.

Select No to prevent the
creation of a Change
@] (e[
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Step 4: Enter a description f

© Manage Orders - Supplier Port: X

7.,

’0’ e 1

A S )
Central Bank of Kenya

Edit Change Order: 1 ®

Change Order 1
* Description

Creation Date

Main

4 General ®

Sold-to Legal Entity
Bill-to BU

Order

Status

® Buyer

Creation Date

Terms  Notes and Attachments

Payment Terms

31-Aug-2023

oraclecloudatcustomer.com,

Status Incomplete Initiating Party

& - Amount Changed 0.00 KES Initiator

CENTRAL BANK OF KENYA Supplier CBK Supplier

CBK Business Unit * Supplier Site Head Office Description
CBK-PO-6103 Supplier Contact Supplier Contact
Agreement
Open Bill-to Location  Nairobi
Team, Procurement Master Contract
Default Ship-to Location  Nairobi

27-Aug-2023

Immediate Shipping Method

Ordered 15,000.00 KES

or the Change

Supplier

Supplier Contact

Enter a Description
for why the change
Order is been
raised e.g., delay in

delivery, change of
price, etc.

Requires signature

Central Bank of Kenya
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Step 5a: Update / Change Line Level Details

© Manage Orders - Supplier Port: X %

& ] O 68 = oraclecloudatcustomer.com

Ordered 15,000.00 KES

Bill-to BU CBK Business Unit * Supplier Site  Head Office Description
Order CBK-PO-6103 Supplier Contact Supplier Contact %
Status Open Agreement

Bill-to Location  Nairobi

s Buyer Team, Procurement Master Contract

Default Ship-to Location Nairobi
Creation Date  27-Aug-2023

Terms  Notes and Attachments

Line Quantity
and / or Base
Price can be
updated as
needed

Payment Terms Immediate Shipping Method Requires signature
Freight Terms

FOB

4 Additional Information

* Deliver to Location | Nairobi v
Lines  Schedules
o _ Please provide a
Actions v View v Format w 3 Ey Freeze » Detach
Change Reason to
* Line * Description Supplier Item Quantity UOM Price  Ordered * Locati Note to Supplier Change Reason Procurement Youth -

T provide additional

information for why
the change for the
specific lineis been

1 MICROWAVE WITH GRILI N 1| Piece 15,000.00 15,000.00 15,000.00 Nairobi

Columns Hidden 15

NB: the Sum of Quantities for the Schedules Tab for requested

2EL the specific line MUST Match the Quantities for the
bﬁﬁ Line in the Lines Tab

Central Bank of Kenya
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Step 5b: Update / Change Schedule Level Details

© Manage Orders - Supplier Portz X +

O 8 =

& &

Sold-to Legal Entity CENTRAL BANK OF KENYA
Bill-to BU CBK Business Unit
Order CBK-PO-6103
Status Open
* Buyer Team, Procurement

Creation Date  27-Aug-2023

Terms  Notes and Attachments

Payment Terms Immediate

4 Additional Information

* Deliver to Location | Nairobi

Lines  Schedules

Actions v View v Format v ) 4 » Ey

Line Description

1 MICROWAVE WITH GRILL(25.0 LITRES)

Columns Hidden 15

=" Detach

oraclecloudatcustomer.com
Supplier  CBK Supplier Ordered 15,000.00 KES
* Supplier Site  Head Office Description

Supplier Contact  Supplier Contact
Bill-to Location  Nairobi
Master Contract

Default Ship-to Location  Nairobi

Shipping Method Requires signature

Freight Terms
Pay on receipt
FOB

Confirming order

v Context Prompt v

Requested Promised
Delivery Date Delivery Date

14-Sep-2023 [ig

* Location Quantity UOM

Nairobi 1| Piece 22-Jun-2023

Change Reason

Yo
ey 'é"'_\a_
PR
N S A
2 et
KRS

Central Bank of Kenya

NB: the Sum of Quantities for the Schedules

Tab for the specific line MUST Match the
Quantities for the Line in the Lines Tab

Schedule Quantity
can be updated as
needed

Enter the Promised
Delivery Date to
indicate the Date
your company
intends to fulfil the
procured items

Please provide a
Change Reason to
provide additional
information for why the
change for the specific

line is been requested
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Step 6: Submit Change

© Manage Orders - Supplier Portz X
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Edit Change Order: 1 @

Change Order 1

+

* Description | Change Order

N\

Creation Date  31-Aug-2023

Main

4 General ®

Sold-to Legal Entity
Bill-to BU

Order

Status

* Buyer

Creation Date

Terms  Notes and Attachments

CENTRAL BANK OF KENYA
CBK Business Unit
CBK-PO-6103

Open

Team, Procurement

27-Aug-2023

Payment Terms Immediate

oraclecloudatcustomer.com

Status

Incomplete

Amount Changed 0.00 KES

Supplier
* Supplier Site

Supplier Contact
Bill-to Location

Default Ship-to Location

Shipping Method

CBK Supplier
Head Office

Supplier Contact

Nairobi

Nairobi

Order for Approval

NE @

Initiating Party  Supplier

Once all Changes to
be requested have
been reviewed and
confirmed, Select
Submit fo commit
r and send the
Change Order
request to the
Procurement team

Ordered 15,000.00 KES
Description

Requires signature

Central Bank of Kenya
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Step 7: Confirmation Submission of Change Order

© Manage Orders - Supplier Portz X +

O 6 oraclecloudatcustomer.com

U
e [l

Central Bank of Kenya

Purchase Order: CBK-PO-6103 @ « Confirmation X E@ ‘ Order Life Cycle
A et 4

[ ) The change order 1 for document Purchase Order number CBK-PO-6103 was submitted for approval

Main  Contract Terms

Rk

Ordered
4 General
Sold-to Legal Entity CENTRAL BANK OF KENYA Supplier CBK Supplier S I
Ordered 15,0000 KES e eC'I' 'I'O
Bill-to BU CBK Business Unit Supplier Site Head Office o

Description
Order CBK-PO-6103 Supplier Contact  Supplier Contact Source Agreement O C |< n OWI e d g e
Status  Open @ Bill-to Location  Nairobi Supplier Order f. -I-. f

View Details contirmartrion o

Buyer Procurement Team Master Contract

Ship-to Location  Nairobi
Creation Date  27-Aug-2023

submission of the
Terms  Notes and Attachments Cho nge Order

Required request fo the
Acknowledgment Requires signature
Payment Terms Immediate Freight Terms

: Procurement team

FOB Pay on receipt

Confirming order

4 Additional Information

Nalivar ta | aratinn  Nairnhi Cantavt Pramnt
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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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