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01 Introduction

The Central Bank of Kenya (CBK) is currently using Plexus ERP system in managing business
operations. The system is designed with an i-supplier portal that enables collaborative and

timely interaction with suppliers on procure to pay engagements from the comfort of their
workplaces or homes.

Consequently, this guideline is developed to assist prospective and existing suppliers to
navigate the CBK i-supplier portal. It covers core processes in procure to pay, ranging
from Supplier registration, participation in bids, Invoicing and payments.

Further assistance is available from our vendor management feam through the contacts
below:-

vendorhelpdesk@centralbank.go.ke

supplies@centralbank.go.ke

www.centralbank.go.ke
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Supplier Self-Registration Process

To participate in CBK bids a vendor is required to register (if not already registered) as a
prospective supplier using the link below which is also available in the CBK website.
CBK supplier registration link:

https://supplierregistration-centralbankgoke.msappproxy.net/fscmuUl/faces/PrcPosRegist
erSupplier?prcBuld=300000007466004

During the registration process, the vendor is advised to input the following
documents/detail;

Supplier Name

KRA PIN number
Contact Person/Name
Email address

Mobile Telephone Number

Attachments: Tax Compliance Certificate, AGPO (where necessary), Certificate of
Incorporation/Registration

www.centralbank.go.ke



Supplier Self-registration Process

Step One

Click on the Supplier registration link to open the page displayed on the left

% supphemegistration-centralbankgoke msappproxy.net/fscmUl/faces/PrcPosRegisterSupplier?prBuld=3000000074660048 afrloop=71938591565453628.. &, & @
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Supplier Self-registration Process

Step two

e Fillin your details correctly in the fields provided

* Note- Fields marked with * asterisks are mandatory and must be filled to progress
to the next stage
After filling your details click on “Next”

DHU-R-5 Reimles

* Tax Cwpanization Type | Copoiation L¥] [ © Tan Coustry | Kefya L l
Supphar Type | Supssei i I * Tanpeyer I | PHONIIR I
Coopornile Web Six Tz Regovh eSon Numdssl | PO0OIITTF
Alschmnts Nene 4 Hetw 1o Agpiave
F
Additional Information
" Sipplie Catepory | SerderuREC 50000 Wi & Sevioes il Mead-Ofcelira | w Empioyre Mumber L

Tour Contact information
Enief e Conmst informaton for COTUSCIBONS hgening e AepaTisen

l'h’erm W Sugmbe I

I “ LastHame | Cuds I

I Confm Ernil | darsd@amd ram I




Supplier Self-registration Process

Step three

Click on the Pencil

Ltiwn v e w Bwwal v o Crwis B3 Bkt

Lt

(hpaa Wy Ramver

Cotarar aitin !

Edit Cantact: Mr. Supplier Guide

Joks Thow [T ] B

icon to edit your
contact details
Fill in your cell
phone number in
the format
provided herein

Salutation | L Phong . v | | | [ | |
" First Hame | Mr Suppliod Illu:lhlla | 254 - :l':"Z'\A | Ao | _|_ ,|
Micidle Name | ype your email

® Last Name | Guida

Job Tithe

I « Adminisiralive conlact

4 User Account

Fax | -.:l | |

Email | doctadi@omail com

| FEgUeS] user Bccoant

address in the
respective field

Check the boxes
labeled
“*Administrative

R
Roles Contact” and
(1]
Actions v View v Format w x B . Detach Wrap RequeST User
1
Role Description Account
Suppliar ACCounis Hacavabla SDI!:IIILSI: Miw!l Invakcas and paymanis 1or tha Supplier Company. Prlmar}' tagke inchide Emmmlﬂ Invoica&s as wall a5 VMHI‘-‘IH | -
Suppliar Bidoad Sales reéprasentative mem a polanbial suppliar reasponsible Tor responading 1o regquasts Tor Quala, reguasts Tor propoEal, rea .

Suppliar Customear Sarvice Represantalive

Manages nbound purchase orders and communicalas shipmant aclivibes for Ineé supplier Company . Frimary lasks includ

Click “OK" then
“Next" to continue




Supplier Self-registration Process

Step four

 Review your details and click on “Register”

You will receive a notification that your registration request has been submitted

Certral Bank of Kenmya

Review Supplier Registration: SupplierGuideTest (3
Company Detads

Company  opgaiCudete!

ELUEN-§ Musber
Tax Cipenizabion Typs  Corporaion

Tan Couniry  Hanva
Buplini Teiw  Tutchan Toxpayw I PUOGSITINR
Corptents Vet e

Tax Fagidtation Nusbsr  POOOISIINF
W b Aoy

Additional Information

Supplier Cabepary  Bendern PR Ore-Gosdi-Woma & Senvot fof Head-OBoeSeinmi

Emroyee Bambsr

Dencrigtizn Amechad By Amached Date
Yo dala e Sapiay
Contacts

v Formsl w
Mirme

Guvde W Sumpie

Requast User
[y Berount Desaity
Cohumas badden T

+« Confirmation x

Your registration request was submitted. We'll send you email after your registration request is reviewed.




Accessing i-supplier portal

Open the email address you provided as your contact.
You will receive three emails.

The first email will inform you “Your registration request was Approved”

Supplier Registration Request 1494013 Was Approved D inbox x = I
esal-erpupgrade@centralbank.go.ke Z28PM (3minutesago] % & &
to doctad =

CBK Enterprise (CBK Business Unit)

Your Supplier Registration Request was Approved

Request Number 1494013

Request Date 15 April 2025
Requested By Guide, Mr. Supplier
Company SupplierGuideTest

L An ImageUser account information will be sent in a separate email.



Accessing the i-supplier portal

The second email will inform you “Supplier Contact User Account for CBK

Enterprise Was Created”

« O O @ =B @ ¢

2 of 9741 £ b
FYI: Supplier Contact User Account for CBK Enterprise Was Created » e - S &
esnl-orpupgrade@osntralbank.go.ke TIOR3 minuies sg0) oY & =y

L AT AT -

Supplier Contact User Account for CBK Enterprise Was Created

Datails
Agaifnes M, Suppiior Guide Suppling SupplicrChukcie Taut
Assigned Daie  15-ADI-2026 2:20 PM Buppiier Numbar 21007
Expiraticn Date 1fabbay. 2000 330 P
Task Humbar SC0308
Recommended Actions

Yoii warg grandad sccass io the suppiar appicaticn for COK Anterpins. A spparato amail w4l b sant 10 you with tha inetnection o accoas the aphication

Accons Uhe apgiicatnon

User Account Details

Asaianed Boles



Accessing the i-supplier portal

A o On & @ ! f.0f 9741
Central Bank of Kenya | Supplier Registration = bocs =)
noreply@aquera.com 2IPM (2minutesage) fr @ @

to doctadi »

Nama : Mr. Supplier Guide

Emall : doctadi@gmall.com

Username : docladigmail@sup.ceniralbank.go ke

To reset your password, pleasa use Microsoft's Sell Sarvica Password Reset Partal by clicking hare.
Aftar rasatting your passward, please log in using your Userame and Password through the link hare,
For assistance, raach out o the Vendor Halp Dask at vendorhalpdesk@cantralbank.go.ke.

Thank you!

This a-mail has baan sent by Aquera on bahalf of Cantral Bank of Kanya

The Third email is sent
by aguera.com on
behalf of Cenftral
Bank of Kenya(CBK).

It delivers three
important
requirements to
enable progression to
the next stages:

Username

Link o reset your
password

Link to access the
I-supplier portal

Click on the link to
reset your password




Accessing the i-supplier portal

e Type the username provided in the email and the CAPTCHA correctly in the

respective fields and click “Next”

&« > C 2% passwordreset.microsoftonline.com

Microsoft

Get back into your account

Who are you?

To recover your account, begin by entering your email or username and the characters in the picture or audio below.

S—
I Email or Username: T
| doctadigmail@sup.centralbank.go.ke I

Example: user@contoso.onmicrosoft.com or user@contoso.com

2

I-lERPSQ)(JWQ ] l
Frar e cnaraciere i me prcture or the words in the audio. *

Next Cancel




Accessing the i-supplier portal

Click on the field labeled “Email” to receive a code into your email.

Type the code in the appropriate field and click ‘Next’ to proceed.

Microsoft

Get back into your account

verification step 1 = verification step 2 = choose a new password

Please choaose the first contact method vwe should use Tor verification

(0] Email my alternate emall Youu will receive an emall containing a verification code a
address (do==esses o girrvall.esmm)

2} Text my mobile phone

_rZall my mobille phone m I

Microsoft

Get back into your account

verification step 1 = verification step 2 > choose a new password

Please choose the firat «

erbact myethhadd we shvauld uses Foar verilicatiomn:

@J‘ Email my altermate amail WVile've sent an emall mezsage contalning a verification code 1o your Inkbas.

0 Text my mobile phone
| AOZET |

T2 Call my mabile phone

et Are you having a problem #




Accessing the i-supplier portal

Type your Cell phone number in the respective field and click “Text”
* You will receive a code on your Cell phone.

* Type the code in the appropriate field and click “Next”

Microsoft Microsoft

Get back into your account Get back into your account

verification step 1+ » verification step 2 > choose a new password venification step 1+ > verification step 2 > choose a new password

Please choose the second contact method we should use for verification: Plegse choose the second contact method we should use for verification

® Text my mobile phone n erder to protect your account, we need you to enter your complete mabile ®) Text my mobile phone We've

19) below. You will then receive a text message with a

sont ol a bedd message containing a venlicatbon code to vour phone

—~ can be used to resel your passw .'.'-:|
S Call my mobile phone

2 Call my mobile phane

| SOn47T




Accessing the i-supplier portal

Set your preferred password in the field provided and confirm the same in the
second field. Click “Finish”

You will receive confirmation that ‘Your Password has been reset’.
You will also receive an email from Microsoft on behalf of CBK confirming the same.

Microsoft

Get back into your account

verification step 1+ > verification step 2 v' > choose a new password

* Enter new password:

........... Microsoft

ontirm new passworda:

Get back into your account

© VYour password has been reset
inish | Cancel




Accessing the i-supplier portal

ith2/v2.0/authorize?client_id=2793995e-0a7d-40d7-bd35-6968ba142197 &redirect_uri=https%3A%2F.. @G b g E} ‘,

B Microsoft

Sign in

doctadigmail@sup.centralbank.go.ke

Mo account? Create onel

Can't access your account?

C,E, Sign-in options

Back

@

oIy B

]

® O

e

Passwords and autofill »
History »
Downloads Ctrl+)
Bookmarks and lists >
Tab groups >
Extensions »

Delete browsing data... Ctri+Shift+Deal

Zoom - 100+ b

Print... Ctrl+P

Search with Google Lens

Translate...

Find and edit »
Cast, save, and share ¥
More tools H
Help H
Setfings

Exit

Go back to your
email and open the
noreply email
received earlier

Click on the link “To
access the portal
click “here”

Ensure it opens on
“Chrome” or
“*Microsoft Edge”
browser. The URL will
contain
“myapplications.micro
-soft.com”

Before signing in, click
on the three dots on
top right of your
bbrowser to access
settings and install “*My
Apps Secure Sign-in
Extension” on your
browser.




Accessing the i-supplier portal

G % chromewebstore.google.comy/search/My%20Apps%205ecure¥205ign-in%20Extension?utm_source=ext app_menu

£ chrome web store Q, My Apps Secure Sign-in Extension X

Discover Extensions  Themes

Type
| Extensions My Apps Secure Sign-in Extension
2.2 % (138) @
Themes |
My Apps ‘ My Apps Secure Sign-in Extension
Filter by

M Fentured avtensinns
&€ =+ ¢ %5 chromewebstoregooglecom/detal/my-apps-secure-sign-in-ex/ggjhpefojfobnicldnjipcipcfbgbhi?utm _source=ext app_menu

£~ chrome web store Q. Search extensions and themes

Discover  Extensions  Themes

ﬂ My Apps Secure Sign-in Extension

2.2% (138 ratings) < Share

Add to Chrome

Go to Extensions.

Search for *My Apps
Secure Sign-in
Extension™

Click on the “My Apps
Secure Sign-in
Extension” icon.

Click on YAdd to
Chrome” then click
“Add extension” on
the pop up.

You will receive a pop
up informing you the
extension has been
added to Chrome.




Accessing the i-supplier portal

I7utm_source=ext_app_menu ‘ﬁi’

Sign in to your apps faster and safer

| Your organization now offers a more
E convenient way to sign in to your websites

Easily manage your saved passwords and
shared team accounts

Sign in to get started

< doctadigmail@sup.centralbank.go.ke

o Microsoft

Enter password

Forgot my password

The Extension will
appear like a “broken
gear” icon on top
right on your browser.

Click on the “My Apps
Secure Sign-in
Extension” icon.

Click on *My apps
secure sign on”

Sign in to get Started
using your username
and the password that
you had previously
reset.




Accessing the i-supplier portal

=% Microsoft

doctadigmail@sup.centralbank.go.ke

Enter code

[1 We texted your phone +XXX XXXXXXX79. Please

enter the code to sign in.

590417

Don't ask again for 90 days
Having trouble? Sign in another way

More information

2% Microsoft
doctadigmail @sup.centralbank.go.ke

Protect your account

For a faster and safer way to sign in, your
organization requires you to use Microsoft
Authenticator.

Skip for now (3 times left)

After clicking on the
“Signin” a new
window will require
you to authenticate
the login with your cell
phone number by
sending a code to
your cell phone

Enter the code in the
appropriate field and
click Verify

On the next pop up
click on “Skip for now
(3 times left) and click
“Next”

You will receive a
confirmation that you
are now successfully
Signed in.

Close the Tab




Accessing the i-supplier portal

3 © % myspplications.microsoft.com =Y B & E Go the Previous tab
1 1 Seaieh & 7 (us by “myapplications.
microsoft.com’ and

Apps dashboard Widtns G comaiecin S Cumaiinvie refresh the tab

- There will be three

icons. Click on the
s Aoes e “Supplier portal icon
to access the CBK
z | MA sp ; i-supplier landing

Add-Ins My Apgs Secure Sign in Supplier Portsl pgge

Note. The landing

page might load

- a %3 supplierporal-centralbankgoke. meapparooyney fsem Ul Taces FuseWelcome?_ad! cirl- state=hi2gaegdp, 1 B_adl no-new-window-redirect =trueSe_afr,. £ B SlOle OS your
machine establishes
connection for the first
time.
Once page is
successfully loaded,

you Ccan now navigate
the portal to Manage

" -

Central Bank of Kenya

your Supplier profile,
participate in CBK bids,
and monitor activities
like Invoices and
payments.



04| Managing Supplier Profile

FOREWORD

® Inthe event vendor details require amendment, the supplier’s self-service
Administrator is enabled to make changes on the supplier profile in the portal.

® Changes insupplier’s profile may range from:
Supplier Name
Bank Account details

Contact person

Telephone number
® Email address etc.

® A change of Supplier's Name and Bank Account Number must be supported with
documentary prove which should be scanned and attached when submitting the
change request.

® Note: Once changes are done on the supplier profile, the administrator submits the
change request to CBK for approval. It is only after being approved that the changes
become effective.

www.centralbank.go.ke



Supplier Profile Change by Supplier

Navigate to Supplier Portal
Click on Supplier Portal Icon

Things to Finish




Supplier Profile Change by Supplier

Supplier Portal Overview page will be displayed.

Seanch | Crdéers w | Oecler Numbse

Reguiring Attention Recant Activity Tranzaction Repaorts

« hianage Orjers Lk 3 D &l %0 Dy
» Manage SChecules Meguitaion mviatons 3 B Purchass Amoun ST KES
» Akmowlenige Scheduies in Spreadches Cxtors crened i
Agreamants
o RAAOE AQPEemiat
4 »
¥ "

Chamnel Programs
v hanage Frograms

Shipments

» [anage ShipTenls
= Creade AT 3

= Cresgle AGHY

= Uclond ASH or ASON B Hestating Ciddag Bata
« View Receipls

= Wiy Retuims

Comratts and Daiiverabies Supplier News

« Liinage Conlracts

« hlaiiade Delaiilies



Supplier Profile Change by Supplier

Scroll up to find ‘Company Profile' section.
Click on ‘Manage Profile’

Supplier Portal

reate A
= Create ASBMN
- Upload ASN or ASBMN H MNegotiations Closing Soon

= Wiew Receipts
= “Wiew Retums

Contracts and Deliverables Supplier News

- MManage Contracts
- MManage Deliverables EI

Consigned Inventory
- Rewview Consumption Advices
Invoices and Payments

- Create Invoice

= Create Inwvoice WWithout PO
- Wiew Invoices

- Wiew Payments

MNegotiations

- Wiew sctive MNegotiations

- MManage Responsses

Auctions from Seller

- Wiew Aactive Seller Auctions
- MManage Seller Auction Bids

Qualifications and Work Experience

-  MManage Questionnaires

= Wiew Qualifcations

I Company Profile I

- Aanadge romke




Supplier Profile Change by Supplier

 The system will display a Company Profile page.
e Click “Edit" available on the top right-hand side of the Company Profile page.

:W.i .'_.‘ ~N O O
O op* @

Central Bank of Kenya

Edit | || Dome

Crganizagion Detals  Taxidentifers  Agoresses  Confacs  Paymenls  Business Cassfications  Prooucts and Senices

4 Ganeral
Cemmpany - Suppler Gue Tast Tax Ovganiceation Trpe  Comoration
Supplier Humber 21328 Stabus  Aciv
Supplier Typs  Suppéer Amachmants None
4 |dentification
D-UN-5 Humibed Katonal Insuranee Number
Customer Humber Corporate Web Sae
i
4 Corporate Profile
Year Established Chisl Executive Title
Mission Statement el Exaeutive Hams
Principal Titie
]
aar Principal Hame

4 Financial Profile
Current Frazal Yaar's Pedsntial Revanis
Freferrad Functicmal Cumncy

Fizcal Year End Month




Supplier Profile Change by Supplier

The System Will display Edit Profile Change Request.

X’f*
S

Central Bank of Kenya

Edit Profile Change Request: 643001 Detete Change Fiequest || Review Clanges

Change Description

i
|  OrganimsonDwdils Tatidenifies Adwesses Coniacs  Paymens  Gushess Clssficmions  Frocucts and Senvices
4 General
* Suppier Name | Suppber Guice Test Tux Organization Type | Corporation v
Supplirbumber 208 Tl ADe '
Supplter Type | Scppter v Attachments Mg
4 |dentification
D-UMH-5 Humbsr Kational Insurance Mumber .
|
Curstomer Humber . Corporate Web Sie
LN
4 Corporate Profile
Year Estabiished Chist Executive Title
Nission Satemem . Grwed Expcuinme Name
Principal Tite
Yuar Incorporated Bl b

4 Finaneial Profile



Supplier Profile Change by Supplier

Click on Contacts Tab
Note: For demonstration we are updating contact details. But any Supplier
information can be updated.

be 139

Central Bank of Kenya

Edit Profile Change Request: 643001 Delete Ghange Request || Review Changes | || Save | Saveand Close | Gancel

Changs Description

OQepanization Details  Talgentfers  Angresces ""3'!-“"!115 Business Cuassihcations.  Progucts and Seraces

4 (zeneral
" Supplier Name m{,&x-};: Tax Organization Type E&IIFI'.I'I'MHI -
Supphier Number 21328 Bumus Ao
Suppher Type swpm_ w Attachimants Noni 4=

4 |dentification

D-UHH-5 Numbsr Matsnal INSUFINGS Number
Eustomar Humber Carporats Web San
e
d CDI'FIEIFEHE Profile
Year Established Chinf Exscutres Tiia
Mizsion Sratement Chast Executrve Kame
Principad Tils

Yt Incorporated

i Flaanalal Feafila



Supplier Profile Change by Supplier

 The system will display a Contacts page.
 Create or Edit Contacts on Contacts Page.

T X

A TRV
Central Bank of Kenya

Edit Profile Change Roquest: 643001 Dokt Change Riqust | Rovw Changes ||| 52 | Samana Cisa | Canca

Changs Dasenption

#
Actions v Yiew w Fomat ¢ Siatus Adne v Fraers 5 Dedach
Name AT Job Tie A9 Emad AT Phone """‘mm‘“““ UserAecount  Status
Guide: M. Suppler dociadi@gmat.com [/ /] e

Columns Hidden 7



Supplier Profile Change by Supplier

Update the Contact Details (Phone, Mobile, Email etc).

Remove/Add Addresses to Contact in Contact Addresses section.

Edit Contact: Mr. Supplier Guide X
Salutation v Fhone v ‘ ‘
* First Name | Mr Supplier Mobile | 254 ¥ || 722 536999
Middle Name Fax v

* Last Name | Guide Email | doctadi@gmail.com
Job Title Status | Active v

/| Administrative contact

4 Contact Addresses

Actions w View v Format w x Freeze | Detach Wrap

Address Name Address Phone Address Purpose Status
P 0. BOX 00517 P 0. BOX 139,NAIROBI,00517 KE Ordering; Remit to; RFQ or Bidding  Active

Columns Hidden 5




Supplier Profile Change by Supplier

e Remove/Add Contact Role in User Account section of Contacts Page.

4 User Account

Account Status

User Name  doctadi@gmail.com

Roles DataAccess

Actions v View v Format v Freeze [g) Detach ¢/ Wrap

Role &7 Description

Supplier Accounts Receivable Specialist
Supplier Bidder

Supplier Customer Service Representative

4

Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in... A
Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, req... .

Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks includ... W

4




Supplier Profile Change by Supplier

Click "Ok”

4 User Account

Account Status

User Name doctadi@gmail.com

Roles Data Access

Actions v Vieww Fomatwy X [ Freeze 5| Detach Wrap
Role &7 Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as trackingin... 4
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, req. . .

Supplier Customer Senvice Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks includ... W

4 4




Supplier Profile Change by Supplier

e Click on Review Changes.

&

Central Bank of Kenya

Edit Profile Change Request: 643001 Deie Crange Request | Revew Changes | | Save | Saveand lose | Gance

Ghange Descnphon

Omganizafion Defals  TaxMdenlifies  Addmeses  Comback  Payment  Business Clacsiicafions  Producis and Senics

Afsy Vewy Fomdy 4 /0 Sous Adve v|  Frea S Detach
N AV lbTte AV Ema A Phone AORTISUEIIE  Userhccount St
Faide Mr Supplier dinctafigigmad com [/ /] Adve

Columns Hidden 7




Supplier Profile Change by Supplier

Verify all the details.
Click on “Submit”

| Review Changes

4 Contacts
Yiew v Fomal v Freaze 5 Detach
Name AV JbThe A9 Ema A9 Phow AAOSSE s Account Satis Detalls
§  GUos W Suober Doctaigora com ] [/} Aone i

Cofumns Hidden 7



Submitting Bids

Submitting
Bids




05| Steps to submitting bids

Step 1

Search and view Negotiations/
Responding to invited Negotiations

Step 3
Create response

Step 5
Attach and Upload documents

Step 7
Review & Submit

www.centralbank.go.ke

Step 2
Acknowledge Invitation

Step 4

Provide responses to the
Requirements

Step 6
Insert Price/Review/validate bid
responses

Step 8
Manage Response




Search and View Active Negotiations
(Tenders/RFQ’s)

 To start participating in a tender through the CBK i-Supplier Portal. Log in using your
registered credentials

b i f
L iy
A M B
Fom
Central Bank of Kenya

Good afternoon, Mr. Supplier Guide

Things to Finish




Search and View Active Negotiations

(Tenders/RFQ’s)

Once you are logged in to the Supplier profile account,

click on Supplier Portal then the Supplier Portal tile

ATIC Ao AT RS LAk LA

[ g |

Supplier Portal

= ACknowiedge SChedules in Spréadsheet

Agresments

= Manage AQreements

Channel Frograms

= Manage Programs
Shipments

= Manage Shipments

= Creale ASN

& Créale ASEMN

= Upload ASN Of ASEN

= View Recelpts

o View Relurns

Contracts and Deliverables

= Manage Contracts

« Manage Detverables
Consigned inventory

« Review Consumption Advices
Involces and Payments

= Create Involce
o Creale Invoice Without PO

= View Invoices

= View Paymanis

Negotiations

= Wiew Active Negolialions

= Manage Responses

Auctions fram Seller

= Vitw ACtve Seler Auctitns

= Manaoe Seller Auclion Blds

Then Click
the View
Active
Negotiation
link in the
Task Panel
on the left
side.
Important:
Negotiation
is aterm
used in the
Oracle ERP
System to
refer to
Tenders
and
Request for
Quotations.




Search and View Active Negotiations
(Tenders/RFQ’s)

All the ongoing Negotiations (Tenders and RFQ’s) will be listed and will contain the
following details;
Negotiation Number — The number of the bid (CBK-NG-XXXX);

Title — The name of the Negotiation
The Negotiation publishing dates and closure deadline
Acknowledge Participation

w
search Results
Acloes v View w Foimal w f Fress —_ Dstach Wrap Accapt Terms

Negatiation _ Tie Resposes Patcpate Messages PO sprmaien
CHIKCNG 1636 . PHOVISION OF AN AIRTICKET TO KISUMLU CBKAINTrin Tr_ 1Day2iHours  17-ApralEs41. 0 m ;E
CRE-NGAGSS  SUPPLY, DIELIVERY ANID INGTALLATION OF MEDICA| EOLIPMENT CAK Standard T fDay 23 Hours  A7-Apr2005 55 | 0 m _1-
CBE-NG-1634 SUPPLY AND DELWERY OF PHARMACEUTICAL DRUGS CBK Standard .. 1Day23Hours  17-Api-2025 %5. i f
CEK-NG-1633 PROVISION OF VIDEOGRAPHY AND LIVESTREMING SERVICES CBK Stamfard T.. 1 Day22Hours  17-Ap-2025 3% L _1_

Columns Hidden 4



Search and View Active Negotiations
(Tenders/RFQ’s)

Select the hyperlink of the Negotiation number you will be responding to. This will open

the negotiation;

Zearch Resulls

Acticns w View w Format w00 Freszo (o Divtach wrap  Accapr Tarms | Acknowlsdge Participation | Creats Response |
Negotistion Title Wes UM Rewaining  Close Date Raiponae. oS Messages V1w PDE 0o et
CHKNG-1655 - PROVISION OF AN AIRTICKET TO KISUMU CBKAILTIN T, 108y S Hours 17-Apr2028 4., - i
CEKNGESS  SUPPLY, DELIVERY AND INSTALLATION OF MEDHCAL EQUIPMENT COK SlangaraT.. 1Day23Hours  1T-Ap20ISEE.. 0 & m
CEKNG-1854  SUPPLY AND DELIVERY OF PHARMACELTICAL DRUGS CEBY Sancard T 10ay 33 Hours  1T-Aped0ss 35 b & m
CBK-HG-1653 | PROVISION CF VIDEOGRAPHY AND LIVESTREMING SERVICES CBKSngandT.. 10ay22Mours  11-Ap2018 32 I 5

Codumns Hidden 4

On the left side of the page, you can view the various sections contained in the
negotiation through the Table of Contents. After reviewing and would like to
participate, click Done

Tibslde ©f e ot Covar P

L ey
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Search and View Active Negotiations
(Tenders/RFQ’s)

Once you have
viewed the contents of
the Negofiation you
intend to participate,
highlight it (It will
appear in light blue),
then Click the button
Acknowledge
Participation

A pop up will appear
where you will select
Yes, include Note to
Buyer then click OK.

NB: Acknowledge
Participation

Note: By acknowledging
partficipation, you will be
able to receive automatic
e-mail notifications with
information on any
changes related to that
negoftiation.

www.centralbank.go.ke




Search and View Active Negotiations

(Tenders/RFQ’s)

Highlight the negofiation to participate in (It will appear in light blue), then Click the button
Create Response

" Magotiation

Titke
= NegoTaton Chose By | o0 mmam-yyy B
aarch Rasults
Actions w View w Fomal w50 Froat Detach Accept Tanm Ackn ge Pa Craats
Negotiation Titde wl'l!ﬂp:ﬂﬂnn

CHR-HG-1656 PROVISION OF AN AIRTICKET TO KIS UMLU

CHHNG-1855 SUPPLY, DELIVERY AND INSTALLATION OF MEDICAL EQUIPWENT
CBRNG-1654 SUPFLY AND DELIVERY OF PHARMACEUTICAL DRUGS
CRE-NG-1653 PROVISION CF VIDEQGRAPHY AND LIVESTREMING SERVICES

Columns Hidden 4

CEB¥ AlrTmin Tr.
CB¥ Standard T
CB¥ Stantand T

CBY Slandand T

Time
Remaining

1 Day' 23 Howrs
1 Dy 22 Hours
1 Day 22 Hours

| Dy 22 Mours

Dane

e Arabis Standard Time

Manage Watchiist = Saved Ssarch | Open Invitamons w

" |nvitation Recaived  Yes v
Response Submimed  HNo v

MNegonaton Open Since | 0Immm- vy

Your Wil

Closo Daba Responses Farticipate

T-Apr-2025 41
P - Apr2025 X5
1T-ApF-2025 2.5

1T 2025 32 1

a

Wt s

ang b5 Fag e

Search  Reset |

<]

[Fat]



Acknowledge Invitation (Tenders/RFQ’s)

Negotiations (Bids),
you will receive a
notification in the
email you provided

when registering.

The email will read,
‘You have been
invited to a
Negotiation
CBK-NG-1234’

This will be a prompt to
notify you of the
invitation and then
proceed to log info
your supplier portal to
e able to respond.




Acknowledge Invitation (Tenders/RFQ’s)

Log onto you supplier portal.

On the landing page, Click ‘Supplier Portal’ and select Supplier Portal tile.
Under recent Activities, you can Click on Negotiation Invitations.

Supplier Portal

fearch | Orders w | Qrder Number
Tasks o
Crders
Requiring Attention Recent Activity Transaction Reports
« Manage Ondars Last 30 Days Lazst 30 Davs

+ Manage Schedues l,,_.?,:,_ul,u., imilabes i I
» Acknowledge Scheduses in Spreadshest
Agresments
Mo data avallable
» Manage Agreements
# L
Channel Programs # i

« Manage Frograms

Shipments

® Manage Shipments
o Craabe A3

« Creabo ASEN

o Lpload ASM of ASEN B Megolistion Resporses [ Magolations Closieg Soon
= Whnw Redeipts



Acknowledge Invitation (Tenders/RFQ’s)

www.centralbank.go.ke

Highlight the relevant
negotiation you intend to
parficipate from the left and
click the button.
Acknowledge Participation.
Note: By acknowledging
participation, you will be able
to receive automatic e-mail
notifications with the
information on any changes
related to that the
negofiation.

Click the Notifications bell
icon on the top right, select
the corresponding
notification for the
negotiation invited, click on
the Actions button and select
the option ‘Accept Invitation’
or ‘Decline Invitation’ from
the drop-down menu.




Create Response

When you have accepted invitation. On the Enter the Response Validity Date which
selected/highlighted negotiation, click on Create is the price validity period by selecting
Response

on the calendar and time noting to
select AM/PM.

Enter the Reference Number

You will then click Next.

My Veww Farde [ + Dwben Acovzawsge Punegasen | Crs Biipotsd
Nagteken T4 mﬁu T o O s
AT PROVESON OF BN RTIONET T 051 CAsTamTr I MHam  TRANSTSE
CHEANG-TES SUPR(Y DELNERT AND IMSTAL LATION (F USTOCAL EXUPRENT T R T R T TR ) @ 7
CBCRG-HES SUPRLYARD DELVERY OF PRARMACEVTICAL DS (oM ST, IDHITHEN  TTARNSBE ™
WA ety Rin O WSRSG AR A LVEETR NS ERSVCTE Sirdw SRl T R ]

amameny Misees |



Provide Response to the Requirements

On the Requirements, you will
be required to provide
information by either
responding tfo the questions

with a Yes and/or attaching
the relevant supporting

documentation to each
question (Note: The
requirements questions will
vary depending on the item

being procured)

These questions are used for
evaluation process in
awarding the negofiation.
Read carefully and provide
relevant documents/
information.

The gquestions with Asterick*
are mandatory and have to
be responded to and if
required, include supporting
documents.




Attach and Upload Documents

Fitachments

hamr vemwe K
Trew * File Wama o URL
il w VL1 Cericae Of ICORDOMENR 2000

Rgws Selecid 1 Coiwmes Hden 1

Dacripton AcachedBy  Attached Duie

Co¥ois oo | WbindEcs Dupmerer W Sappler Gads 158062085 TSP

On the Requirements, you
may be required to attach
supporting documentation
Click the + button to add an
attachment. Click Choose
File button and select the file
on your computer that you
are required to upload or
aftach. Once the file is
uploaded, enter the
description.

To add more attachments,
click the + button and repeat
the same process for each
file.

To delete an uploaded file,
first select the file by clicking
on the appropriate row. The
selected row becomes
highlighted (in light blue).
Then, click the X icon.




Attach and Upload Documents

You can save your bid response and
come back later to add additional
information by clicking on Save or
- == Save and close. (Note: By saving
ey 10 S S i your bid for later does not mean
e s you have submitted. You must
click on Submit bid).

* Note: You have to submit your bid
before the closing date and fime.

" enpows hEarnea S | CAPORE 37 #0000

(= 1)

e Go to the Homepage, select

Manage Responses on the left.

Select the option Draft in the field
Response status and click on
Search. All your bid responses which

e are saved but not submitted will be
- - '"' listed. In the column Negotiation,
e o, B S G e T the negotiation number is displayed.
el 5 R T i e This will help in identifying the bid

i response that you intend to
complete.




Revise/Deleting a Draft Negotiation

sk e [ dentify the bid
38 0R 2 response that you

Cantral Bank of ey intend to continue to

complete and select it.

- . - e To proceed working on
J Seareh gmse| ok soutsoes oot v your draft bid response
: and complete it, click
. _ SR b ’ the option Revise.

- _. . To delete the draft
- response and create
_ a new draft bid response
Search Resuls from scratch, click the
‘t;“f“;f” N option Delete Draft.

E

Reorse TP jokmen  Nugoiaien Ttk

e :rrtﬂ CORHGEE]  PROVISION OF VIDECGHARHY ARD LIVESTREHNG SERVICES CER o 1. 10021 Hows

Colanes Hedom ©



Insert Bid Prices in the Lines

TR T TN L EedHp ] LYY A Y 1L G0 ) o S F

Py Setecied | o Mens:

Gond s

To proceed to enter the prices, click
on lines.

On each line of the negotiation, the
unit price to be captured should be
inclusive of all taxes and levies.

You can add affachments on the
Line Item level. Select the Line Item
(it will become highlighted in light
blue), then click the Edit icon.

Click the + button to add an
attachment. Click Choose File
button and select the file on your
computer that you are required to
upload/attach. Once the file is
uploaded, enter the description.

To add more attachments, click the
+ button and repeat the same
process for each file.




Validate the Negotiation

ey VA TR BT | e S A S e S o gl 7 O SRR (TSRS S B IR R

owd SeTEY | Cofese Mlanes

Grang Totaly

RPN D
Bappsingd bwogm 10000

«» Confirmation b4

Response 1290329 1o negotiation CBK-NG-15653 was validated without emors.

€ Error x

You must edit or revise values in any of the response fields to submit a response revision. (PON-2085083)

You can validate the bid
response prior to submission.
Click the Actions button and
select the option Validate from
the dropdown list.

The system will perform a
validation of the bid response.

If no errors are identified, you
can proceed with the
submission.

If the validation process identifies
an issue with the bid response,
an error message will pop up

and inform you what exactly is
not correct on the bid response
for your action.




Review and Submit

You can review your bid
response by clicking Review.
Then click on different Sections to
view the entered info.

Once you are satisfied your bid is

complete and your responses

have been validated, click on
I I Submit

——— : A confirmation message will pop
ol e Up on your screen informing you
that the bid response was

Faspoins okl Uil KM 1A A

submitted
" Earetion " You will also receive an
Response 129039 to negotiation CBK-NG-1653 was submitted. VWe'll notify you by email. q U'I'O mOhCO | |y generg'l‘ed e_mo”
| noftification confirming that the

bid response was submitted.
Click OK.



Manage Response - View Bid Responses for

active negotiations

To view your bid responses for the negotiations that you
participated, login to your Supplier profile and go to
“Supplier Portal”.

Click on “Manage Responses". You can use different Search
criteria. If you know the Negotiation Number, enter it in the
"Negotiation Title" field and click the Search button. Your bid
response for that negotiation will be displayed in the Search
Results.

You can also search your bid responses by selecting one of
the values in the dropdown list for the "Response Status":

Active — to see bid responses submitted for ongoing
negotiations;

Actlive or draft — to see both the submitted and draft
responses for ongoing negotiations;

Awarded - to see your awarded bid responses;
Disqualified — to see your bid responses which were
disqualified during the evaluation process;

Draft — to see the bid responses which were saved as
draft (not submitted);

Pending Award — to see your bid responses which are
awaiting an award decision.

Rejected — to see your bid responses that were not
awarded;

Resubmission required — to see your bid responses which
have to be resubmitted because the negotiations were
amended.

Click the button "Search" and all bid responses with that
status will be listed.




Manage Response - View Bid Responses for
active negotiations

Supplier Portal

« Acknowledge Schedules in Spreadsheet
Agreements

« Manage Agreements

Channel Programs

« Manage Programs

Shipments

« Manage Shipments

« Create ASN

« Create ASBN

« Upload ASN or ASBN
« View Receipts

« View Returns

Contracts and Deliverables

« Manage Contracts

« Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

« Create Invoice
« Create Invoice Without PO
« View Invoices

« View Payments

Negotiations

« View Active Negotiations

« Manage Responses

Auctions from Seller

« View Active Seller Auctions

« Manaae Seller Auction Bids

To view your bid response(s)
for the on-going (Active)
negotiafions, login to the
system, click on the Supplier
Portal icon and then View
Active Negotiations link. All
on-going negotiations will be
listed.




Manage Response - Create Response for active
negotiations

SR

>
A

Cirmtrpd Bank ol evys

Wi WA Lamnd Begrck  Cpes e

* The negotfiations for which you

i A created a draft or submitted a bid
B ] g o s s response will have the value 1 in
R — ' the column Your Responses. To
“‘;’__:_“‘_:""‘ Lo (Ao :.... — e open the bid response, click the
e e T TG - ——= number 1.
N m———— C7 The negotiations for which you
have not created a bid response
po e ‘l Yt F“"'5"’“'“5"*| will have value 0in the column
¥:§: fation 1R-IeTneaining Elone bare Respo:::sr. E:!ticipate Your Responses.

CBK AirfTrain Tr...

CBK Standard T. ..

CBK Standard T...

CBK Standard T...

1 Day 23 Hours
1 Day 22 Hours
1 Day 22 Hours

1 Day 22 Hours

17-Apr-2025 4:1. .

17-Apr-2025 3:5. ..

17-Apr-2025 3:5. ..

17-Apr-2025 3:2. ..




Manage Response - View Bid Responses for
active negotiations

* |n the column “Response Status”
you will see the status of your bid.
For a bid to be successfully

™ Negotiation Title

S — submitted, the status must show as
" g “Active”. Then, click on the
number displayed in the column
Search Results .
R i reponse e o “Response” and the system will
Aclions w Vibw w Format w57 Freuzs [y Ditdch Wirag Accupt Terms | Revise |

open your submitted bid.

Response g:;:"" Magatiation Hegotaton Tite

120039 At R -NG-1E53 PROWVZEION OF VIDEQGRAPHY AND LIVESTREMING SERVICES

Click on different Sections to view
the entered info. To revise the bid
response, click the Revise button.
The bid response will be open for

editing.

gl Sppee Cods T Ryfyseoy Memow  CERURP OO 3008 0000




Manage Response - Submit a Bid Response for
active negotiations

To view and edit the data entered in different sections of your bid response (Overview,
requirements or Lines), click on the appropriate step of the response. Once you
implemented the changes, click the Submit button to post your revised bid response.

Important: Make sure that you submit your bid after you edit/revise it.

3 3

]
| = &
e | [\
Pt v
&A&Q«&

Central Bank of Kenya

I —0—0—0
e Hear,

OvErview Hequwrmenls

Create Response (Quote 129040): Overview () Messages || Respond by Spreadshest | ¥ || Actions ¥

U 15-Apr-2025 6-26 PM
T » Arabia Standard Time
—— = r = ; = ———— g - i i

Tele  PROVISION OF VIDECGRAPHY AND LIVESTREMING SERVICES Timne Remaining 1 Day 20 Hours
Close Date  17-Ape-2025 325 PM

Ganeral
Supplier  Supplier Gusde Test WO, eererreresreseree
Megotiation Currency  KES ot el it

Wote to Buyer
Responsa Cumency KES i

Frice Precision 2 Decimais Madmun Attachmants None <

Response Valid Uil | 30-40r-2005 3,26 PM
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Manage Response - Revising a bid after a
negotiation is amended

Supplier Portal

You must acknowledge the

e amendment first and then you wiill
o e AR ; be able to resubmit your bid
R response.
s Click on the Supplmusttal icon
e i ' and then click on Manage
: :m i e, AR Reponses.
v Sovohi e In the Selection panel, select the
e ' option Resubmission required in
e the field Response Status.
| e varo Your bid responses that have to

be resubmitted for amended
negotiations will be listed in the
Search Results.

Click the negotiation for which
you wish to acknowledge the
amendment and resubmit your
bid response.




Manage Response - Acknowledging an
amendment

 The amended negotiation will
open. Click the button Actions,
then select the option Respond
and click on Acknowledge
Amendments.

A short description of the
changes in the amended
negotiation will be displayed in
the Amendment Description part.
Scroll to see more details of the
amended negotiation.

To acknowledge the
amendment, check the box in
front of the text "l have reviewed

the changes and | acknowledge
. amendment 1 for negotiafion
“CBK-NG- XXXXX" and click the
o 8 button Submit.

e [ ot !

I Uit Ol FASOE TIT oA N I




Manage Response — Warning message after
Acknowledging an amendment

* A warning message informing
you that you acknowledged the
amended version of the
negotiation and new bid
response will be created will

pPopup.

Select the option No, as you are
not going fo create new bid
response but revise the existing
one.

. Waming *®

The amendmnts 10 nepaiaiion CEK-MNG- 1A vwaené Aoknowibansd. vou Can Nos cTex a response. Do you want 10 Oontimue? (POR-J08E )

il Rark of Keeria

Click the option Actions and
select the option Revise.

Agaresd | MuogeWMERET Lnag et | Ao D0t RERe

™ Ragenaies T "' Reipeens TR S reon WOrE] v

[ ) Liew [scvipeae

Epaich Resuits

Fievsryg 2 ol FENOGTIE BUDPRICES ool £

ﬂm- Fovale Frewts |y Cwiadh e Erpn B Revine

e Megstiaion Tk Uensd
- Wagetimien  Hagerision Tee - Aoy Mgy S

m: (G- M5 PRyl OF DDOGARDH Y AND LT TR ST
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Manage Response — Submitting an
amended bid

» All responses submitted in the previous bid (Before amendment) of the negotiation will be
displayed and all the fields will be open for editing. Click on each section of the bid
response and you will be able to edit the info/data.

* Once your revised bid response is complete, click the Submit button.

* A confirmation message that your bid response is submitted will be displayed on your
screen.

la.!

ey |\:
¥ 1}:.1-""

Central Bank of Kenya

2 o—0
HEAiEw

Fequirements Lines.

messifes || Respond by Spreadshest | ¥ (| Actions ™ || Bad Mext

Vel TRl 6152 P

- Arabia Standard Time

2517
Time Remalining & Dave 70 Hows Close Date  24-Apr-2025 3.25 PM

« Confirmation X

Response 129042 to negotiation CBK-NG-1653,1 was submitted. We'll notify you by email.
OK

Line Description




Acknowledging Purchase Orders

 Once you are logged in to the Supplier profile account, click on “Supplier Portal” then the
“Supplier Portal icon”

Good afternoon, Mr. Supplier Guide

Suppdier Porta

Ihings to Finish




Acknowledging Purchase Orders

e Under Orders section
e Click on “Manage Orders”

Search | Orders v ! Order Number
Tasks i
Orders
Requiring Attention Recent Activity
Last 30 Days
* Manage Schedules Megatiation invitations 3

= Acknowledge Schedules in Spreadsheet Orders opened 3

Agreements
« Manage Agreements
Channel Programs

=« Manage Programs Transaction Reports

Last 30 Days
Shipments
PO Purchase Amount S7T5K KES

= Manage Shipments

= Create ASN
« Create ASBN
« Upiocad ASN or ASBN Il Negohations Closing Soon

» View Receipls



Acknowledging Purchase Orders

* The system will display a popup dialog box "Manage Orders*

e Search for “Pending Acknowledgement” from saved searches or search the required
Purchase Order based on search criteria such as Sold-to legal Entfity, Bill-to BU, Supplier Site,
Order, Status.

Manage Orders ()

Headers  Schedules

]
Y

Sold-to Legal Entty v Status
Bill-to BU v Include Closed Documents | Yes v
Supplier Site t Pending Acknowledgment | Yes ¥

Order

Searh H e H Save.




Acknowledging Purchase Orders

e Under Search Results
* The line depicting the required PO will appear
e Click on PO number

Manage Orders (0

T i

Headers Schedules

4 Search Agvanced | Manage watchlist| Saved Search ‘Pending Acknoviedgment v
Sold-to Legal Entity v Status v
Bill-to BU v Include Closed Documents | Yes v
Supplier Site v ‘ Pending Acknowledgmenl Yesv
Order
Search | Reset | Save..

Search Results

Acions v Viewv Fomaty /[0 [§  Freeze o Detach

Order Order Date  Description Supplier Ste ~ Buyer Orfred Curency Satus (e St

[\ CBK-PO-1029 }Hun-2ﬂ21 Akai Consultant Vemekar, Sanjay 30.00 KES Pending Su... 14-Jun-2021




Acknowledging Purchase Orders

» Click on "Acknowledge" button

Achnnwledga. View PDF Actions ¥ || Refresh

Main Conlract Terms

4 General
Sold-to Legal ;
- Y lie i
Entity CENTRAL BANK OF KENYA Supplier Supplier Guide Tes Ordered 575.000.00 KES
Bill-te BU CBK Business Unit Supplier Site P. O, BOX 00517 Provision of Video
Dascriotion Coverage and
Order CBR-PO-13272 Supplier Contact Mr. Supplier Guide s de e Livestreaming Services
du...
Ope i Source
Status Open Bill-to Location Nairobd Agreement
Buyer Anthony Mjuguna Ship-to Location  Nairobl Supplier Order
Creation Date 15-Apr-2025 Master Contract
Terms  Motes and Attachments
Required NG Shipping
Acknowledgment Method Requires signature
Payment Terms Immediate Freight Terms

FOoB Pay on receipt



Acknowledging Purchase Orders

The 'Acknowledge Document' page opens
Under General tab Enter Supplier Order Notes(Optional)
Under Terms tab Enter Acknowledgment Note(Optional)

Click Accept
Acknowledge Document (Purchase Order): CBK-PO-1029 Accept Reject ‘ | View POF | ‘ | Cancel
Main
4 General

Sold-to Legal Entity CENTRAL BANK OF KENYA Supplier Aaki Consutants Ordered 30.00 KES
B0 .
Order CBK-PO-1029 Supplier Site  Akai Consultant Description
Status Pending Supplier Acknoviedgment Supplier Contact - aaki consultants Source Agreement

Buyer Vemekar, Sanjay Bill-to Location  Nairobi

Supplier Order | PO101

Creation Date  14-Jun-2021

Ship-to Location  Kisumu Communication Method None
Master Contract
Terms  Noles and Alachments
Required Acknowledgment Document Payment Terms  Immediale Pay on receipt
Acknowledgment Due Date  21-Jun-2021 Shipping Method Confirming order
[Mknaw{edgment Note | Acknovdedged Freight Temns
- FOB




Acknowledging Purchase Orders

* The system will display warning Message ‘The document will be accepted. Do you want to
continue?

e Click “OK" and Click Done.
 The Purchase Order is acknowledged and notification is sent to the buyer.

Ay Warning b4

The document will be accepted. Do you want to continue? (PO-2055013)

m Cancel
B



)
07 Managing Contract Deliverables

FOREWORD
® The I-Supplier Portal allows a supplier to respond to contract deliverables by
confirming receipt of the contract, acknowledging/updating deliverables, and

reporting on tasks completed or milestones achieved.

® The |-Supplier portal is a repository of records where a supplier can monitor their
performance based on fulfilled deliverables against the terms of the contracts

® The system allows for tfracking of progress and uploading of documentation to
enhance interaction.

www.centralbank.go.ke



Managing Contract Deliverables

 Once you are logged in to the Supplier profile account,
e Click on “Supplier Portal”
e Click “Supplier Portal icon”

Things to Finish




Supplier Response to Coniracts Deliverables

Click on the *Manage Contracts”

d @ O Overview - Supplier Portal - Ora. % | = - 0 X
[ ] () (3 https//esal-test fa.s1519880.oraclecloudatcustomer.com/fsemUl faces/FuseWelcome?_adfctrl-state=1byoagi.. A o ] = @ ® P “f/'
a5k (% ] —
Orders

Requiring Attention Recent Activity

« Manage Crders Last 30 Days

» Manage Schedules

» Acknowledpe Schedules in Spreadshast
Agreements

« Manage Agreemenls No data available

Channel Programs

» Manage Programs Transaction Reports

Last 30 Days

Shipments

« Manage Shipmenls

« Creale ASH
« Create ASBN
« Upioad ASN or ASBN I Schedules Ovetduds of Dl Today No data available

» \iew Recelpis .
« iew Retums

Supplier News
Contracts and Deliverables -

v Mangge COnlraces
« Manags Daliverables

Consigned Inventory
= Review Consumplion Advices

Fittps/fesal-testfas1519880 oraclechoudatcustomercom/fsemUl facesFuseWelcome? adl ctrl-state=1byoaqgibcd S8fnd =T3B% 8% IB%IB 50 % 3B2 563 30%30%IBE. afrLoop=362224056538905# v

H P Type here to search » C ) ' [FEl Iy cloudy




Supplier Response to Coniracts Deliverables

Search for the Contract due for deliverables response.

‘?’ Im D E Manage Contracts - Supplier P % | ==

e G (0 (5] httpsy/fesal-test.fa.s1519880.oraclecloudatcustomer.com/TeemUifaces FuseWelcor

A B =Y
« ¥ e \' ‘;.
LHES

Central Bank of Kenya

Manage Contracls

|

4 Search
Number | Starts with ~ Amount | Equals w
Name ' Contalng Agreed Amount | Eguals w
Status | Equals v Type v
Payment Terms £ Source Document Number = Starls wilh «

Search | Reset

Search Results

Acions v Vieww 51 [y [ Detach

Number Name Status Type Start Date End Date Preview ﬂg::;zﬁtm
31001 Supply of Goods  Dralt Contract for Pro...  1-0ct-2023 31-Dec-2023 Gm =]

Columns Hidden &

H £ Type here to search




Supplier Response to Coniracts Deliverables

Open the contract and navigate to Deliverables.

B Mansgs Deliverables - Supplie© X ™ = o *
o -ty fa.c1519EE0 aracled " rcoritsomiilface a ®m &g -

£ i esal-testfas1519880.oracledoudatoustomercom/fseml) 3 N

H B TCM Delivery Centr.  [@] (P Portal  [E] Cracie OTube (O HER Manage Mentor [B) TCM &h Feed » | [E Reading list

» {

g
Y ‘
N

Central Bank of Kenya

Manage Deliverables ¢

4 Search Saved Search | My Deliverables v
Deliverable Name | Starts with v - Document Type | Equals | bt
Status | Equals v ~ Document Number | Starts with v .1999?
Due Date | Equals ~ || dd-mmm-yyyy fe
Type Equals v w

Search || Reset || Save..

Search Results
Actions w View w Formatw Freazs w

Deliverable Name Status Deliverable Type Document Type Document Number Due Date &% Farty Name

r Quality Cartificate Opan Contractual Supplier Contract 18002 15-Jan-2022 Marwal Enterprises

Columns Hidden 2




07 Supplier Response to Coniracts Deliverables

Click on the deliverable to open the “Edit deliverable window”

E Misnsar Oetroarabien - fupaier = +
& 3 QB esienfestStasiiisedecioudatutomercamfaemiulfsce ToseWelonme? safotr-stese s 1T 126w T2 Sootnd = SRR IEMSE S Biwine S 182 SEASRRARNIAA, pnloapa0a63851 3505658 LS 5

B appi ) TOM Celvery Cartr [ iPEame B Ovace DTt 20 Wi Marage Maeser [ T0M Ly Seanch  [B] tigais- scavewe. [t B 60d 00C5 B GO BOK - Eanr Cill Daves @ Sasgaytioom B0 Wektome i Pract S Tesd | Dugrens w [ Ressieg var

Edit Deliverable: Paper Quality Certificate

Waitee  Pagsi Cuslty Cenifcals St . Cipen -
Type Comtraciual Description  Enbar Descrpbons

Responails Pamy Typs Extmnal

Frmormal Parry Hame  Mansal Entarprisas
External Party Comtact  MARGARET MARGARET

betprosad Paaty Name  CEK Busnass Linie

Imtarnal Parey Comaer  MasBamanl Manichara
Requeste  Mwandi Vickor

Dedails  Aflechaeis  Fialud Hislory

Due Data Motifications
Dhse Dl 15-Lan. 2020

< Puinr in dan daie
DOnse Drate Diazenption
Parisd 4 Oays
Parind T Dayw s T change
‘Whan Al < Whnan dabaradia v svardan

Event Cosiedl Sared ~ Escalmp after dos date

I Additions| information

www.centralbank.go.ke



07 Supplier Response to Coniracts Deliverables

Msnsge Deliverabies - Supplies - X 4

% - o b
&« =2 C # esal-testfas1519880.araclecoudatoustomer.comy fsemlTaces/FuseWelcome? adfctri-state=171260wdn 72 S8md=438%1B%38%3 Baleh3B256%38%30%IB&_afrLoop=403638513505658 Qa B g H
3% Apps TCM Delivery Cantr_ I Bortal Cracle OTube (O HER Manage Mentor TCM Library Search E Sign In = pracle sop. BIMS BOK_DOCS GC3 a BOK - Test CAKDema @ Sangayszoom B Welcometo Project. &% Feed | Degreed » Feading list

Edit Deliverable: Paper Quality Certificate

Name Faper Quality Cenificate Status | Open vl

Type Contractual Description Enter Descriptions

Responsible Party Type Extamal

External Party Name Manwal Enterprizses
External Party Contact MARGARET MARGARET

Internal Party Name  CBK Business Unit
Intemal Party Contact  Mas@amani. Manickara)
Requester Mwanthi, Victor

Details  Attachments  Status History

Due Date Motifications

Due Date 19-Jan-2022 + Prior 1o due date

Due Date Description
Period 4 Days
Period 7 Days ¥ On status changs
When After ¥ When deliverabla is overdue

Event Contract Started — Escalate after due date

b Additional Information

www.centralbank.go.ke



07 Supplier Response to Coniracts Deliverables

Change the status to submitted.

B nunsge Deivenaries - fuppee =

LE - a x
€ 5 0 R essbrenin ST aniclerkudinountamar am ficmiiLfaces T Walcama?_nt oni sate 171 Badt T2 Shindet S TR TN Biahe NN IR INIBA afrl nop=d03A3RE 13508558 a & a @
Bt faes [M] TOM CobveryCrer. [ @ fornl (B Coscle O%ube O HERManage Memiwr  [B] TOM Ubrwy Seecs [ fge e cescese. B Bt [ ROk 0OCY [ 608 [ BOX- Tew [H) CEqCwme N Gejmdsmeem 0 Welnme o Peajec. £ Fred | Degreed w [ Fessing s

Edii Deliverable: Paper Quality Tertificate

Marne  Pagas Quabty Cendicate
Typa Conmacnial
Respousibls Paty Typn  Extarmal
Csfternal Party Mamd  Maeswal Drgepnses
Exrnmal Parry Conssey - MARTARET MARGARET
kiprral Party Mamis  DOF Businsis U
|nesmmal Parmy Cantsed  Maslamen! Manickars]
feqaevior  Mamanthl Vicie

Dreiails Allschsnesds Slatus Hislory

Due Date Notifications
Due Date 15-Jam.2022
Dnse Date Description

' Priot 02 St 200

Period 4 Daye

Petiod 7 Days ¥ Om ubabus change
Whan ARer " VWhan delverabiy i ovendus

Event Tastrac! Sarted — Escalois afier duw dats

[ Addiional bformation

www.centralbank.go.ke



Supplier Response to Coniracts Deliverables

Click on save and close.

Mansge Deliverabies - Supplie
£« > C

£ Apps [ TOM Delivery Cantr—

x

+

W esal-test fas1519880oraclecioudatoustomar.com/ feemUl/faces/FuseWelcomea?_adfctri-state=17126wd 72 58md=%38%3B%38%3 Blalee B IR25A% 38X IBRIBE_afrl oop=403638513505668

1P Bortal Oracle OTube (3 HER Manage Mentor TCM Libwary Search

Edit Deliverable: Paper Quality Certificate

Name Paper Quality Centificate

Status | Submitted v

Contractual Description

Type Enter Descriptions

Responsible Party Type Extemal

Sign in = oracle sup_. 8IS BOK_DOCS 603 [B) BOK-Test [B] CBKDemo Q) Sanjay'ssoom

a2 & & § i
& Feed| Degresd »

& Welzome to Project— Rmading list

External Party Name  Manwal Enterprises

MARGARET MARGARET

Notes | Enler notes

Extemal Party Contact

Internal Party Name  CBK Business Unit

Intemal Party Contact  Mas@amani. Manickara)
Reguester  Mwanthi, Victor

Details  Attachments  Status History

Due Date Motifications

Due Date 19-Jan-2022
Due Date Description

' Prior to due date

Period 4 Days
Period 7 Days ¥ On status changs
When After ¥ Whan daliverabls is overdue
Event Contract Started — Escalate after due date

b Additional Information

Save and Close || Cancel |

www.centralbank.go.ke




Supplier Response to Coniracts Deliverables

Click on done.

elnerables - Supplier M <+

®  esal-testfas1519880.oraclecoudatoustomer.comy feomll|/fa

W = o bt
B Foorat [B] CradeCTube (O HER Mansge Mentor

4 Search

Saved Search | My Deliverables »
Deliverable Name | Starts with v

Document Type | Equals v. | v
Status | Equals v - Document Number | Starts with v .1999?
Due Date | Equals w | dd-mmm-yyyy fa
Type Equals v -
Search -Rese: .Save,.,
Search Results
Actions w View w Fomat w rd W
Deliverable Mame Status Deliverable Type Document Type Document Number Due Date &% Party Name
Paper Quality Cartificate Submitted
Columns Hidden 2

Contractual Supplier Contract 19002

15-Jan-2022

Marwal Enterprises




08 Advance Shipping Notice (ASN)

FOREWORD

An Advance Shipping Notice (ASN) is an electronic notification of an upcoming delivery
which is sent directly from a supplier to the Procuring Entity, in advance of an incoming

shipment.

www.centralbank.go.ke



Navigating the Supplier Porial

* Log in to the Supplier Portal
e Select the Supplier Portal Icon

.\*?'

- S .
i
4
-

T N

Central Bank of Kenya

Good afternoon, Mr. Supplier Guide

Supplier Portal focls Othiers

oo

U -+

Supghien Peartd

Ihings to Finish

10 mintes ago o 18 ménuies apo E 20 MinuTes a0
ACTHOMN RECUIRED ACTION RECANRED ACTION REQUIRED

Yau Ara Inv




Create ASN

e Select Create ASN. e Enter the LPO number you have been awarded.

1B Crmee A - e Bl - ¢ % R

p—
Search | Qe v Orier Humnbsr
o
Tazks 4 Search Rupecad | Srved Baarta  Purhas g w
Crheta
) Raepuiring Attantion " Purzhase Griies - = ppber | CBE Seppier -
+ MAanage Sohoiues Wappier mem Dios Dats <
+ Acknoswieage Bohedules in Spresdshee
Agrsamarts
o Search Fasuls
+ Wanage Agragmenty PPRIERR] - i
Channel Programs
= Narn Desenptas Supplur dem Purchase Grses Fuschess Owler * Purchans Onder . noy
Lins Bkl .
» MaragR Peirgrama :
Bhipmients

B gl Curey Soon

e Select search

Advanced Seved Ssarch | Pasouss Oege

s -mqh.-urn-uwlcm.r-n - Supplier | Suppier Guide Tesl - ﬂ
—_—

Faspplied Nem |-F -




Select Lines to create ASN

 The LPO will populate.
Highlight the line of the LPO which you want to create an ASN.
» Select Create ASN.

Create ASN (@

b Search Advanced Saved Search | Purchase Order v

Search Results

View w | Create ASN @
) Item . Purchase Order Purchase Order Ordered
Item Description Supplier Item Purchase Order Line Schedule Due Date Quantity UOM Name
Provision of Vid... CBK-PO-13272 1 1 30-Apr-2025 1 Lot

Create ASN @

|
b Search Advanced Saved Search  Purchase Order v
Search Resu
e O)
b Item . Purchase Order Purchase Order Ordered
Item Description Supplier ltem Purchase Order Line Schedule Due Date Quantity UOM Name

Provision of Vid. .. CBR-PO-13272 1 1 30-Apr-2025 1 Lot




Initiate ASN and populate Header and Lines
Information

Enter the Shipment number i.e. the LPO Number.

Fill the Shipped date i.e. the dates the goods will be dispatched from your organization.
Enter the Receipt Date i.€. this indicates the date that the goods are expected to be
received by the Procuring Entity (CBK).

Enter any other information that is relevant in the person receiving the comments.

Enter Quantity of the goods to be delivered.

Packing Siip

Packagjing Code

Expected Recoipt Date | 10Apr202S 1.04 Pl - Special Handling Sode

Fraight Terms - Tare Wisight
Shipping Method L Targ Weeight LD -
Humbar of Bupplier Paaking Linits Ml Wiadght
Bill of Lading Hat Walght Lios -
Waybin Commants
o
4 Lines
Actions w View w Vs
Item . . - . . Ordered Ordered Received
Item Desciiphion Supplier Item  Purchase Order Quantity | UOM Name Ship-to Location Quantity Quantity UOM Quantity

b Provision of con CBK-PO-4441 1~ Numbers w Nairobi 1 MNumbers 0




Submitting the ASN

Once you have completed filing in the ASN Details.

Submit
A Pop-up message acknowledging that an Advance Shipping Nofice has been created

against an LPO will appear.

Select Ok and Close the Window.

Central Bank of Kenya

Create ASN Details (B

4 Header
* Snipmant lr_'uR.Pu.u'.".':a I Packing Slip
* Shipped Date  16-Apn2025 1104 PM Fa Packnging Cods
* Expected Recelpt Date  18-Apa2025 104 P M:r Spachal Handling Code
Fraight Teoms W Tisre Wakght
Shippeng Methoa * Tare Weight UOM -
Humber of Supplisr Packing Unit Mt Walght
B of Lading Nat Waight LOM w
Waylsin Comments

o Confirmation
ASMN CBE-PO-13272 was created. Mumber of lines: 1.

OK
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09  Invoice Creation

FOREWORD

® CBKi-supplier portal provides vendors with a functionality to create and submit
invoice for goods/services already delivered and received by the Bank.

® This functionality does not negate invoices generated by vendors from their own
systems. Vendor system generated invoices are supposed to be scanned and

attached as part of the invoice creation process.

® After submission of an Invoice, the vendor can monitor its progress by checking the
Invoice status.

® Submitted Invoices proceed to the CBK payment division which undertakes
validation, verification, matching and payment.

www.centralbank.go.ke



Invoice Creation

* Log in to the Supplier Portal
o Select the Supplier Portal Icon

Google Search = " Home - Netfilx » E Chatbot App = Al Chathaot g E Owacte Fusion Cloud Applicats = +

23 esal-test.fa.s1519880.craclecloudatcustomer.com/fsemUl/faces/FuseWelcome? _afrLoop=28454466350057 7 & _afrWindowMode=08_afrWwindowld=5Sicf8xp. ..

of Kenya

Good afternoon, Mr. Supplier Guide

Supplier Portal Tools Others

Supplier Portal

I'hings to Finish

519880 oraclecloudatoustomer.comy/feemUl/fac useWelcoma? afrloop=08454466350057 78 affWindowhMode=08 afrWindowld=5icfBxpact adf ctrl-state=ek3xiruah_ 18 alfrF5=168 afrMT=screa

== Q Search L i ﬁ “?‘ g g g C?‘ @ g @ ~ & T




Invoice Creation

Navigate to the Invoices Section

* From the main dashboard, look for the “Invoices” tab or section.
* Click on “Create Invoice” or “Submit Invoice,” depending on the available options.

Supplier Portal

= Marmge Sineoe NEqenEen MYEANGRS 3 PO Purchase Amcan| 575H KES

« Brknowhecdge Schedides in Spramsihes Ciders changsd of canceteg 1 Irvoace Amond 575K RES

At Circers opensd 1 Irveice Price Vanance Amount 0 KE3
Ripts 1

» Manage AmFesments
Channsl Programs
+ Manage Programs

Shipmants

» Wanage Shipmenls
+ Craate ASH 3

o Create ASEN

o Upioad ASN or ASEN B Hopttabons Clesng Soon
* W Fecpls

v Wit RElums

Caniracts and Celiverables Supplier News

+ Manage Comacs
* Wanage Deilverabies

Consigned inventary
v ity CONSUMphon ARGCES

Ivecdces and Payments

= IR Ivoe

« bl e Wihout PO
o Ve irmvcices
» View Fayments,

Megabatises

o Wiw ACtve MNegotatons
+ Manage Aespanses




Invoice Creation

Select Invoice Type

* Choose the appropriate invoice type (e.g., Standard Invoice, Credit Memo).

Central Bank of Kenya

Create Invoil

i B £ =
* lgantitying FO L Fiemit-to Bank Account . * Number
pplar - Supplet e st Unique Remittance identifier " Bate | dodmmmpyyy o
Tapayer (0. POOOOOREEH -
) Unique Remimancs idensifier Chack Digit Type | Imvoice e
* Supplier Site L
[t Dascription IFvice GLTENcY
Address
" v— Paymant Cusmency
Supplier Tax Registration Number S
— Tax Control Amount
Customar
Customer Tazpayer ID v e
Address
Lines
View' v Camcel Lind
Purchase Order Consumption Advice Avaliable &
" Humber * Type Supplier lem Item Description Ship-to Location Tax Classification Guantit Quantity Unit Price UOM
* Number * Line " Schedule  Number Line '
Mo oata in display

x5 _____________________________________________________________________________________ k



Invoice Creation

Googhe Search % | N Home - Hethi % | B Chatbo: App - Al Chathot % [B crestebmvoice - Suppler Forta. %+ . N
Enter Invoice Information

25 esal-test.fa 51519880 oraclecloudatcustomer. comyfsemlilfaces FuseWelcome?_afrloop=0B4544663500577 8. afrWincowMode=08&_afWindowld=5icf8xp... &

o Supplier Details: Ensure that your
supplier details are pre-filled or select
your company from the dropdown, if
required.

A=

Invoice Actions w Tave Save and Close

Invoice Number: Enter a unique

g
* identifying PO | CEH.PO-13272 v Remitdo Bank Account  Jwal5G780= v " Number | CEKANYT Invoice number as per your
Suppler Suppher Guide Tex Unkos Rtnce g, R s organization's guidelines.
Taxpayer ID  POODOOZEZZP ! .
, - aniter CheckDigh “hpe moce v Invoice Date: Input the date when
Suppller Site | B O, BOX 00517 - UL oy £€ . Kenven 5 - : . . . X
e DN | SNOICE i i T e the invoice is being raised.
Attachments None &= Currengy o= e ok
it Y P S Invoice Amount: Specify the total
amount for the invoice.
SR SR o = Nama  CENTRAL BANK OF KENYA Line Items: Add details for each line
| Caniral Bark of Kenya, Hade o . .
iy iy s item, including:
Description
B Cocalin Quantity
Wik i il Supplier liem Mo Discription Shploocson 3 Unit Price
" Number ° Line * Schedule  Number Line

B Qs L @ 2.8 e_‘ @l & @ :9 A8 Tax information (if applicable)




Invoice Creation

Attach Supporting Documents

» Use the aftachment feature to upload any necessary documents such as receipts or supporting
evidence for the invoice.

Googls Search * | N Home- Netfiix % | B chatbat App - Al Chathot # B create invoice - Supplier Portal % 4 -

23  esal-test fas1519880.oraclecloudatcustomer.com/fsemUl faces/FuseWelcome? _afrloop=98454466350057 78 afrWindowMode =08 afrWindowld=5icf8xp., &

Attachments

Actions » View w» 3= X

Category “ Flle Name or URL Attached By

From Supplier « Chopse File | MNo file chosen Mr. Supplier ¢

L] L ]
Rows Selected 1

=Q'5ﬂ*i-l!l"h L@ﬂ;gggqm@g? ~ B TS



Invoice Creation

Attach Supporting Documents

» Use the plus + symbol to attach more documents.

» Ensure you attach the vendor system generated Invoice at this point.

e = nefia i be Semcch = . Hewma - Piiiliz = B hatlsss S - AF Chatfini = H Creale racte - Smpdier Pk = + = fu | =

= . - 2 esal-testfas1 515880 oracledoud atoustomer comfsembli face s/ F useWeloome?_afr pop = 98454406 35005 T T8 afrWindowidode« 0 afriindowd=Siciqp [, v .

* Fiile Mame or URL Title Descripticn Attached

INWOICE CERAMND AND DELIWVERY HOTE

CEKDRNC! IMWCIGEE CRRIBAAT AN [ IYERY NOTE I":bl’l'.ll'.ﬂifﬂ] M Tiu,.‘phll

w
A E—————————— ¥

Mawe Sewstsa 1

m H G} Search L f 'n - g ! f ? ? g @ ~ & Fow -l-'::g;;



Invoice Creation

Review attachments

» Review aftachments. The plus “+" and “x” symbols allows you to add or remove attachments.

v 5 netitis- Google Search # | M Home - Netlix ® | B Chatbot App - Al Chatbat * View Invoices - Supplier Portal % & - a] *
= O 2% esal-test fa£1519880.craclecloudatcustomer.com/fscmUl/faces/FuseWelcome?_afrloop=98454466350057 78 afrWindowMode=08_ afrWindowld=SiclBxp.. Sa T . :
enitying PO CAK-FOMIAIT2 Remit-lo Bank Account | 3w43SA780.= - * Number | CERANVDT -
Supplier Supplier Guide Text Unique Remittance | oo Date  16.Apeat
Idantifier 2
Taxpayer D POOOOOZIIZP
Unigue Remittance
o Type
Supplier Site T BN O0SAT - Iduntifier Check Digit
Address P O, BOX 138, NAIROBI, 00517, KE Description | INVOICE for Suppiar Guide Teat it ‘:,mm’; iz il
— Ay N
INVOICE CREINVDT AND KES - Kenyan Shilling
Attachments __ i + Currency
Supplier Tax Registration Number v DELIVERY. NETE CRl/Oncn
Tax Controd Amount 575.,000.00
Customer
e o S - Mama CENTRAL BANK OF KENYA
Address
Lines
View w + E_ Cancel Lina
Purchase Order Consumption Advice -
* Number * Type Supplier tem Item Description Ship-to Location Tax Classifical
* Number * Line " Schedule  Number Line
No data 1o display,
Tradal -
L ¥
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction " Tax Status * Rate Name Percentage Per Unit Amount
o dala 1o display. -

(H B Q sen Lo _enafdes @ P Al T w UM



09  Invoice Creation

Review and Validate

» Check the invoice details for accuracy and completeness.
* Validate the invoice to ensure there are no errors.

Google Search £ N Home - Netfiix » B3 chatbot App - Al Chatbet = View Invoicos - Supplier Portal + -

23 esal-test.tas1519880.craclecloudatcustomer.com/AscmUlfaces/FuseWelcome?_afrLoop=98454466350057 7 & _afrwindowMode =08 afrWindowld=5ict8xp... &o

Salect and Add: Purchase Orders

4 Search Agvanced Saved Search | vf

== Al leaal ane 18 regulred

=* Purchase Order i CBK-PO-13272 . | ** consumption Advice |
== @reation Date | dd-mmimayyyy hmm a

Search || Rezet Save..

Search Results

View w _.'fnctm:h _mﬂll

z | : | Il |

Purchase Order Consumption Advice
Number Line Schedule Number Line

Supplier ltem

Number Itermn Description Ship-to Location

CBR-FPO-130. 1 1 Provielon of Video ... Mairot

“ 3} Search k= ﬂ ﬁ _? e :j g &;b @ @ @ o~ M oeh

www.centralbank.go.ke



Invoice Creation

Submit Invoice for Approval

* Once validated, submit the invoice.

* |f the items have been received against the Purchase order(PO) the invoice will be processed.

Google Search Ed " Homa « Motilb = E Chatbot App - Al Chatbot = E View Invoices - Suppliar Portal = -+ E

e esal-test.fas1519880.oraclecloudatcustomer.comyTsemUlfaces/FuseWelcome?_afrLoop=98454466350057 7 & _afrwindowhMode=08_alrWindowld=5ici8xp... &

of Kenya

& Actions - Save | Save and Closa

1 i PO 1327 i E!
gantifying FO CER-FO-13272 Remit-to Bank Account | 3wd356760-= |- Number | CBKINVOI

Su lier Supplier Guide Test
PP PRAE Unigque Remittance

CBK/AMNVDT Date 164
Taxpayer ID POO000ZZ2ZP identinNer
Unigue Reamitlance 01 Type Imvoloce
- 3 o Identifler ©heck Digit
I " 1
Suppliar She > invoice Currency KES - Kenyan Shilling
- Description | INVOICE for Supplier Guide Test
Address P O. BOX 130, NAIROBI, 00617, KE | : Fayment oo ionvan Shiling
: Attachments NVOICE CBRANVOT AND + % Currency 4
istration Number | - DELIWERY NOTE CBR/DNG
Tax Contral Amount 575.,000.00
omer TRApaysr 1D PO e Name CEMNTRAL BANK OF KENYA
Addrasn
» [ | cancelLine
Purchase Order Consumption Advice
Type Supplier ltem Itern Description Ship-to Location Tay
* Number * Line * Schedule Number Line
CBK-PO.., 1 1 Provision of Video Coverag. . Makrobi - |

Total

=l & Search [ Iﬁ ﬂ -_ ﬂ H ? G,l-l"' l? @ I;ﬂ' Ay TR




Invoice Creation

Monitor Invoice Status

o After submission, you can monitor the progress of your invoice by checking the “Invoice Status”

» G netflix - Google Search * H vome - tetlin ® | B chatbot App - Al Chatbat % B viewInvoices - Supplier Portal X - o 4
- (& 23 esal-test fa 51519880 oraclecloudatcustomer.com/fsecmUl faces/FuseWelcome?_afrloop=98454466350057 TR afrWindowiMode =08 _affWindowld=5icfBxp., &0 ¥ .

¥ {
. R e
I m
e B
s o
Central Bank of Kenya

View Invoices

4 Search Advanced | Saved Search | Al Invoices ~
Al least ane b8 req
** Involcs Murmber Consumption Advice
" Supplier v Invoice Status w
Supplier Site v Paid Status w
** Purchase Order CBH-PO-13272 Payment Number
Ssarch Resal | Save..
Search Results
Vieww 50 o Detach
Invoice Purchase Unpaid Invoice Invoice Payment
Number B D Order Supplier R Amount Amount Status  Number it
CEEANVDY E-Apf-2025 Standard CBE-PO-13272  Supplier Guide Test P. O. BOX D057 575.000.00 KES 575,000.00 KES

(E B Qs Lo oBCPEsAFR s cow 00



Invoice Creation

Dashboard info-lets

* More information is available on the dashboard info-lefs.
» Most of the info-let information is hyperlinked to enable drill down to the data source.

v G retlic - Google Search % | W Homn - Meti x| B chatbat App - Al Chatbat x B overdew - Supplier Portsl - 0n. X - = 4

= I %3 esal-test.fa.s1519880 oraclecloudatcustomer.comyfsemUlfaces/FuseWelcome? afrloop=284544663500577 8 alrWindowMeode=080 alrWindowld=5icfBxp.. So 1T 8 :

} 4 {

3 5% I
::.;’ ‘!.:-':
'&'o’ = \*-é{

Central Bank of Kenya

Supplier Portal

Search IDTIJI‘.'FE- '-"I Ordar Number
Tasks
Croers
Requiring Attention Recent Activity
= Manage Ordeis Last 30 Days
=« Manage Schodulas Nogohalon invisations 4
= Acknowledge Schedules in Spreadsheet Chders changed of cancedsd 1
Agresments Chgers. openad ]
Recepls ]

» Manage Agreements
Channel Programs

+ Monagoe Programs Transaction Reports

Last 30 Daya
Nremants PO Purchase Amount 5TEK KES
» Ilibtsrpe Shigrments Irrvgdce: Armount 575K KES
= Creale ASMN Invodoe Price Varance Amount 0 KEZ

« Cheate ASBN
« Lpiaad ASN or ASEMN W Nogotiatons Cisang Socnh

» Wiew Hecaipts

(H B Q sean Lo o oBaPde @ @ ~ e Tow BN
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09  Invoice Creation

Tips

® Familiarize yourself with the specific requirements of Central Bank of Kenya
regarding invoice creation.

® Ensure you have all necessary documentation and information before starting the
process to avoid delays.

® If you encounter any issues, contact;
© Client Procurement Contact: [supplies@centralboank.go.ke]

O IT Support: [vendorhelpdesk@centraloank.go.ke]

www.centralbank.go.ke
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