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Is your user account already activated?

2

If Yes
Please use the link  https://myapplications.microsoft.com/?tenantId=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

https://myapplications.microsoft.com/?tenantId=centralbank.go.ke
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Welcome to the iSupplier activation portal 
guide for Central Bank of Kenya 
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Supplier Initiated 
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Step 1: Navigate to Supplier Portal

Select the Supplier
Portal Icon
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Step 2: Navigate to Open Orders (Use one of the 
below 3 Options Select the Open 

Orders number 
hyperlink

Select Schedules 
Overdue or Due today 
hyperlink

Select Manage Orders 
hyperlink

Suitable where the 
goal is to update a 

specific line

Suitable where the 
goal is to update a 
specific Purchasing 

Document

Can be used to access both 
the Purchasing Document & 

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

Highlight the line to be 
amended and the
select the Actions
Menu and Select Edit 
to start the Change 
Order Process



Supplier Portal guide-Supplier Initiated Change Order 7

Step 3b.i: Selecting a Purchasing Document  
to create a Change Order 

Double click on the
Order that you wish
to Create a Change 
Order for
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Step 3b.ii: Selecting a Purchasing Document  
to create a Change Order 

Select Actions and 
then Edit to start the 
Change Order 
Process
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Step 3c: Confirm the choice to create a 
Change Order

Select Yes to initiate the 
Change Order creation 
process.
Select No to prevent the 
creation of a Change 
Order 
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Step 4: Enter a description for the Change

Enter a Description
for why the change 
Order is been 
raised e.g., delay in 
delivery, change of 
price, etc.
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Step 5a: Update / Change Line Level Details

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

Please provide a 
Change Reason to 
provide additional 
information for why 
the change for the 
specific line is been 
requestedNB: the Sum of Quantities for the Schedules Tab for 

the specific line MUST Match the Quantities for the 
Line in the Lines Tab
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Step 5b: Update / Change Schedule Level Details

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

Schedule Quantity
can be updated as 
needed

NB: the Sum of Quantities for the Schedules 
Tab for the specific line MUST Match the 
Quantities for the Line in the Lines Tab



Supplier Portal guide-Supplier Initiated Change Order 13

Step 6: Submit Change Order for Approval

Once all Changes to 
be requested have 
been reviewed and 
confirmed, Select 
Submit to commit 
and send the
Change Order
request to the
Procurement team
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Step 7: Confirmation Submission of Change Order

Select Ok to 
acknowledge 
confirmation of 
submission of the 
Change Order 
request to the 
Procurement team
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Welcome to the iSupplier activation portal 
guide for Central Bank of Kenya 
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Additional Information & 
Contacts
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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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