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@R E ‘ SAP Supplier Relationship Management System

1. REGISTERING AS A SUPPLIER

In order for supplier tde able to do business with RERIREfirst step theyperformm is the
supplier selregistration.In thiscasethe supplier will be required to fill in@egistrationform
whichisviaallkh avail abl e olheddaEhé& prbvisle iswrandfesrdd to thefEC s
system, where it ianalysed If the registration request is approved, they are listed as potential
suppliers. They can then create permanent users for the employees incthripany and establish a

business relationship with the REC

1.1. Carry out initiategistration

To register, a supplier will proceed as follows.

Steps:

1. Use below URL for nesvu p p Iregigratibnsnto
REAhttps://spgportal.rea.local:8080/sap(bhDbiZjPTIWMCZKkPW1pbg==)/bc/bsp/srmsmc
/ros_ext/bspwdapplication.do#VIEW_ANCHREAS ATTACH

2. The supplier registration fan below will open.

72| Rural Electrification and Renewable Energy Corporation
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QEREC

Welcome to the Supplier Registration Page

SAP Supplier Relationship Management System

Welcome to REA supplier registration page.Read the mandatory requirements before registering.

* Fields marked with an asterisk are mandatory

General Company Information

Company Name* :

D-U-N-S Number:

Language : English v
Homepage:

Tax Jurisdiction Code:

Company/Business Reg.No." :

Director Name:

Director 1D No:

Physical Address
Country® :

Region:

District:

City* : / Zip Code" :
House Number: / Street:
Building: / Floor: / Room:

(<[]

Contact Details

Title: vl
First Name" :

Last Name® :

Department:

Function:

Product Categories *
No product categories selected
(Add|

Information

Mandatory Requirements

Vendor Category” : Local
IFMIS No:

E-PIN Certificate No* :
TCC No*:
TCC expiry date”* :

AGPO Special category group: [
AGPO Certificate No:

AGPO Certificate Exp Date:

Postal address
PO Box:

Other City: / Zip Code:
Other Country:
Communication

Phone Number® : / Extension:

Fax Number: / Extension:
E-Mail* :

Phone Number" : / Extension:

Fax Number: / Extension:

E-Mail* :

Language® : English
Country* :

1. Must be registered or be incorporated, Certificate of registration/incorporation must be attached.

2. Only E-Mail addresses registered on the company's domain will be accepled.

3. Must have registered offices of Business premises.

4. Must provide a valid tax compliance certificate with the revenue authority evidenced by attachment of Tax Compliance Certificate.

[<1l<]

5. Attachment of AGPO certificate in mandatory requirement list in registration page, when one is registering under the special category (Youth, Women or

PWD)

6. Attachment of E-Pin Centificated with both VAT & Income Tax obligations in mandatory requirement list in registration page.

7. CR 12 for limited company & copy of Directors IDs

<} Rural Electrification and Renewable Energy Corporation
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Attachments

Here you can upload documents required as mandatory. System allows only pdf attachments.

System allows only PDF attachments.
Description:

Browse... Add Attachment
Comment

Here you can enter a comment

Data Privacy Statement and Terms and Conditions

[ | have read the data privacy statement and accept the terms

[ | have read the terms and conditions and accept the terms

| G9Send | | Undo Entries |

3. Fill the registratin form as shown belownder General Company Informai

General Company Information

Company Name" : @omm«v LIMITED \ Vendor Category” : @' E]\
D-U-N-S Number: NA IFMIS No: IFMIS/00000....

Language" Engish V] E-PIN Certificate No* : PO09BTSTST.....

Homepage: WWW.YY.COKE TCCNo': T00000090Y...

Tax Jurisdiction Code: TCC expiry date” : 28.01.2018 s
Currency: vl AGPO Special category group: | [

Company/Business RegNo.": | REG/0007/2098 AGPO Certificate No:

Director Name: EMER J.J x AGPO Certificate Exp Date: B

Director 1D No: W /

4. Enter the following information under Physical Address, Postal Addre
and Communication as showmlow;

“8 Rural Electrification and Renewable Energy Corporation
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Physical Address
Country* :

Region:

District:

City" : / Zip Code" :
House Number: / Street:
Building: / Floor: / Room:

SAP Supplier Relationship Management System

ffen B

NAIROBI vl
SOUTHC
NAIROBI
0001 KIMATHISTREET

QIGHRISE 002 456 /

5. Enter Contact Details as showwn below

Contact Details

Titie:

First Name® :
Last Name' :
Academic Title:
Department:
Function:

i A
JOHN
EMER
Dr.

SALES

<]

WKETING j

Implementation

Postal address
PO Box:

Other City: / Zip Code:

Other Country:
Communication

Phone Number* : / Extension:
Fax Number: / Extension:
E-Mail* :

Phone Number" : / Extension:
Fax Number: / Extension:
E-Mail* :

Language':

Country* :

07898989...
NA
emer@yy.co.xe
English

Kenya

<) Rural Electrification and Renewable Energy Corporation




@R E< : SAP Supplier Relationship Management System
Implementation

6 . Click RPaluwctcbtegomies’ ' as shown bel ow.

Product Categories *

No product categories selected

[$Add |

7. Select the required field in product categories as shown below.

Selection of Product Categories

Select the product categories you can supply

Find: | Go

Available Product Categories
L Expand All »T Collapse All

Category Name
[ B Materials

[ * Material group 1
[ * Material group 2
[ [~ ® Transformers ]
[~ ® Surge Diverters
8 . Cl i ¢ k o attacht@Gereqoirededocimeht® ° t o
Attachments

Here you can upload documents required as mandatory. System allows only pdf attachments.

System allows only PDF attachments.

Description:

' Add Attachment

Rural Electrification and Renewable Energy Corporation
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C DER E C SAP Supplier Relationship Management System

9. Select required file and click on ' Open’
[’ TAX COMPLIANCE CERTIFICATE 05/08/2017 10:36 PDF File 1459 KB ]
£ Supplier Profile 194092017 09:33 PDF File 460 KB
| test_file 13/08/2017 19:30 Text Document 1KB
TAX COMPLIAMCE CERTIFICATE w | All Files (~.%) B

10. Click on ‘ Awndelowt t achment’ as sho
Attachments

Here you can upload documents required as mandatory. System allows only pdf attachments.

System allows only PDF attachments.

Description:

C:\Users\user\Desktop\T¢ Browse... | Add Attachment |

11. The file successfully uploaded will appear as shown below

File Name Description
'ﬂ [TAXCOMPLIANCECERTIFICATE.pdf ] TAXCOMPLIANCECERTIFICATE

12. Enter a comment in the comment box as shown below

Comment

Here you can enter a comment

[YES WE GAN. ;--oocineeai |]

13. Select data privacstatementand terms and conditions checkboxes

y& Rural Electrifiation and Renewable Energy Corporation
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Data Privacy Statement and Terms and Conditions

| have read the data privacy statement and accept the terms

| have read the terms and conditions and accept the terms

‘®@Send || Undo Entries \

14.Registration request will be forwarded to the Purchasing organization and the
following message confirms that thiegistrationrequest has been rexved

SAPg

Thank you.

Your request for registration has been sent to REA. You will be sent logon credintials once approved

1.2. Create Supplie@dministratoraccount

I f the supplier’s registration request was approv
Two separate #nails will be receively the supplier. The first-enail contains both a initial user

ID and a link; the secondreail contains a password. When the supplier follows the link, they will

need the user ID as welb the passwordtologonto RERECp pl i er’ s system where t
able to proceed to the next steps. In cabe tegistrationrequest was rejected, the potential

supplier is notified, in which case they cannot create an administrator account.

The administrator in the SABupplierLife Cycle Management is responsible for managing
employees within the supplier corapy and is able to:

Create new employees for the supplier company
Retrieve a list of employees for the supplier company
Create new user accounts for employees

Assign roles to user accounts

Lock user accounts

Unlock user accounts

Delete user accounts

Rural Electrification and Renewable Energy Corporation
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CER E C SAP Supplier Relationship Management System

Typical activities for the administrator are the overall employee maintenance, the
user account maintenance of the supplier company.

To create an dministrator account, the supplier will proceed as follows.

Steps:

1. Login to link provided iemailduring registration. There will be twemails.The first
email contains confirmation message, link and user name like iaxtamplebelow.

Dear Mr. JOHN EMER,

Username

We are pleased to welcomg/you as supplier YY COMPANY LIMITED.
The user ID[IFVJIWWML7VMD|has been generated for you.

Please click the following URL to log on to the system with this user ID
within the next 20 days:
(http://spqportal.rea.local:8081/sap/bc/bsp/srmsmc/ros_ext_2?sap-dient=200&sap-user=IFVJWWML7VMD)

Admin login:

2. Click on the link. Log enindow pops up as shown below

User: * [IFvowwmL7vMD x|
\ Password: * [ |
Language: {Engish v
..... &2 cfs sl [] Accessibility
, [ Logon]
— 'S Change Passw ord

3. The second email contains password for log on.

Rural Electrification and Renewable Energy Corporation
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Within the next 20 days you can log on as supplier YY COMPANY LIMITED with
the user ID you have already received and the following password:
ZAs82A\UW#

4. Enter the passwordontainedin the second email.

User: * [[FVJWWML7VMD |
Passw ord: * [eeececesce |
Language: [ English v
[] Accessibility
Log On
Change Passw ord

5. Confirm the supplier contact details and create administrator account as shown below

Contact Details

Title: Phone Number / Extension: 07898989

First Name: Fax Number / Extension: NA

Last Name: E-Mail: emer@yy.co.ke
Academic Title: Language: English
Department: Country: Kenya
Function:

Create Your Administrator Account

User* :
Password" :
Confirm Password* :

6. Enter user name angasswordas shown below

10N Rumal Electrification and Renewable Energy Corporation
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Create Your Administrator Account

User” : emer
Password” : ecccce
Confirm Password” : ccccos ~

7. Change date format, Decimal format and select time zone as shown below

Formats and Settings

Date Format: DD.MM.YYYY v
Decimal Format: 1,234,567.89 v
Time Zone: UTC+03 v

8. Check the datprivacy boxandc | i ¢ k'’ * #@mas showa below.

Data Privacy Statement

| have read the data privacy statement and accept the terms

 Create || Undo Entries | | Close

9. After the administrator account has been created successfully login again ass
shown below.

WIRECIIII N M T VIR O | D spapaatal rea kil X [

NetWeaver Proces

[Your administrator account has been created. ]

Flaase continge hote: Logn

Floase save & copy of s liek for huleee peocassing

Close

| i i

ikH Rural Electrification and Renewable Energy Corporation

e



C DER E C SAP Supplier Relationship Management System

1.3. Create a contad®erson

A contact person is aindividualin the supplier company with whom RERE(C deal
directly with in terms of addressimguestionnairesforms and all other services that
maybe required from the supplier.

Steps:

1. Log n to the portal withbelow credentials
https://spgportal.rea.local:8080/sap/bc/bsp/srmsmc/s3q_ext?saent=2
00 User name: XXXXXX
Password: XXxXxxx

2. The supplier data maintenannce screen opens as shown below.

;_.” :' Supplier Data Maintenance

b Qualifications

b Tasks

< Employees
Create Employee
List of Employees

Start Page
= Find Qualification
Find Qualification: |

Own Data
¥ Company
b Company

3. Sel eptl o'y@reé atass esthown bel ow.

{78 Rural Electrification and Renewable Energy Corporation
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= Employees

Create Employee %|| Messages

List of Employees @ Information: User creation only possible for existing and accepted contact persons
Own Data
= Company
b Company © Contact Details
Title: lJ
Academic Title: v
First Name" :
Last Name* :
Function:
Department:
Language® : v
E-Mail* :
Country* : / Phone Number* : / 1]

Extension:

4. Enter the required information as shown below

Title: o Iil\

Academic Title: Eng. i:

First Name* : JOHN

Last Name™ : EER

Function: SALES

Department: SALES...

Language” : English [~

E-Mail”: john@yy.coke

SSE.T?: ﬂf Phone Number* : @nya ';V _u?muuol

5. Read the a@ta privacystatementand select the check box as shown below

= Data Privacy Statement

Yes, | have read the data privacy statement and accept the terms.

[Customizing Information:

You can enter your own data privacy statement here.

The text can, for example, state that the users agree to their data being saved and used.

You can maintain a text for the data privacy statement in transaction SE61. In Customizing, you can make settings so that
this text is used as your data privacy statement.]

6. Click on =~ Cshevamlbeww button as

ikefRural Electrification and Renewable Energy Corporation
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Start Page > Create Employee

= Messages

| Information: User creation only possible for existing and accepted contact persons

7. Employees successfullgreatedas confirmed by the message below, after which it
has to be approved by REC

Start Page > Create Employee > Display Employee
Edit |

= Messages

[ﬂ Information: Employee was created; editing currently not possible (pending approval}]

1.4. Change Employee data

1. Log in to the portal withbelow credentials
https://spgportal.rea.local:8080/sap/bc/bsp/srmsmc/s3qg_ext?sapert=2

00 User name: XXXXXX

Password: xxxxxx

0 \4; \ B )] '\l J g : 4 M i o | "
User: * | PSHEGU| x]
Password: * {ooooooooooo ]
! Language: |Engish - |
" [ ] Accessibiity
', [ iogon]

Change Passw ord

¥

8 Rural Electrification and Renewable Energy Corporation
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2. The screen below will lbsplayed

E:' ;I Supplier Data Maintenance

[ Qualifications

> Tasks

< Employees
Create Employee
List of Employees

Start Page

= Find Qualification

Find Qualification: ||

Own Data
< Company
> Company
3. Select 'Listoffkp | oyees’ and the | ist of employees
&':' Supplier Data Maintenance Home | Find | He
b Qalicators Start Page > List of Employees
D Tasks
< Employees = List of Employees
Create Employee , = =
. ; Actions Status Employee Name User E-Mail Address
Own Dala [ Unlocked Prof. Or. Pauline Shegu ~~ PSHEGU psewe@rea.coke
< Company 8 3 DB Unlocked Ms. Eng. Jeff Wambua JWAMBUA  jwambua@beast.de.com
b Company 8 3 DB unocked pshegu pshegu PSHEGUI  psewe@reacoke
Pending Approval  Mr. JOHN EER john@yy.coke
4. Sel ect the employee you wish teditchange,

button. The employee details will be displayed as shown below.

E! ':' Supplier Data Maintenance

= Qualifications
New
In Process
Submitted (4)
To Be Clarified
=~ Tasks
New
Submitted (2)
To Be Clarified
Completed
= Employees
Create Employee
List of Employees
Own Data
= Company
= Company
Attachments
Company Data
Certificates

Start Page = List of Employees > Display Employee

= Contact Details

Title:
Academic Title:
First Name™ :
Last Name™ :
Function:
Department:
Language™ :
E-Mail™ -

Country™ : / Phone Number™ :

Extension:
Country: / Fax Number: /
Extension:

=  User Details

[~]
=2
pshegu
pshegu
English [~]
psewe@rea.co.ke
J [~
[]

sap 44
5
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5. Enter new information in thee ~Contact De
= Contact Details =
Title: .

Academic Title: @ % YO .
. Eng. S i

First Name* : pshegu PICtu e

Last Name” : pshegu 8 Here

Function: Sales and Marketing

Department: Sales

Language” : English i]

E-Mail* : psewe@rea.co.ke

Country” : / Phone Number” : | [EYiv-is—_ «

Extension: - _]

Country: / Fax Number: /

v
Extension: \ —J/

6. Enter user details as shown below

= User Details

User:

john
Password: P T I

Confirm Password: oooeee

Date Format: DD.MM.YY Y'Y V|
Decimal Format: 1,234,567.89 ~|
Time Zone: uUTC+03 o

7. Asgin new roles to themployeeby selecting the Check boxes as shd&fow

Roles
Role Mame
-_|7. SAP SEM PPS: RFx Respondent
[+~ SAP SRM: Bidder
[~ Employee Administrator
[+~ Product Categories Expert
[+ Qualification Expert
[+ Supplier Master Data Manager
[~ Supplier Task Processor
= cFolders User
8. Select the check boxesider Not i fi cati on tab’ as shown bel

il58 Rural Electrification and Renewable Energy Corporation
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Notifications

E-Mail Notification
Notification About Qualification Request
Notification About Changes to Supplier Data
Notification About Changes to Contact Persons
Notification About Task

~
2
2

9. Click on "~ Save ‘Button as shown bel ow

Start Page > List of Employees > Display Employee > Edit Employee

Contact Details

Title: Mr. i~ Your
Academic Title: Eng. ] i

First Name® : john P fetubes
Last Name~ : emer| x Here
Function: Sales and Marketing

Department: Sales

Language” : English ZJ

E-Mail” : john@emer.co.ke

Country” : / Phone Number® : / Kenya v

Extension:

10. The Employee data is successfully changed as confirmed by the message below.

Start Page > List of Employees > Display Employee
|Edit| | Display Changes

= Messages

lu Information: Employee was changed; editing currently not possible (pending approval) ]

2. SUPPLIER QUALIFICCATION RESPONSE

In order for a one to qualify as a supplier to REREC a qualification process consisting of
several steps must be completed.

The potential supplier initially receives a questionnaire containing general questions as
well as questions relating to the product categories they offer. Once you have been
qualified as a supplier, they may be asked to provide certain qualification details, for
example specific certificates, on a recurring basis.

{8 Rural Electrification and Renewable Energy Corporation

e



@R E( : SAP Supplier Relationship Management System

In addition to the regular qualification process, they might be invited to participate in
qualifications for special projects. Here, purchasers would like to qualify only a subset
of suppliers. If you are primarily sp equalized in a certain product category, for
instance, they might be asked to participate in such a process.

2.1. Creating andubmittingresponses.

If a qualification request which consists of one or several questionnaires is issued to a supplier,
they can easily access itthme list ofnew qualifications, where it automatically appeaiigheyalso
receive an email for each qualification request. From this, they can directly accesedpective
qualification request.

When the supplier has filled in the responses, they siilangualification responsehichis sent

to the purchaser at REREiQe, where it will be processed. They can see all qualification
responses they have completed and sent to the purchaser in the list of Submitted qualifications.
They can display the qufidiation responses, buhey can no longer change them.

Steps:

1. Login with new username and

password. User name: XXXXXX

Password: XXXXXXX

User * [PSHEGU| x|
‘ Password: * [ecccecscces '

Language iBigish -
[ ] Accessibiity

'1 :

Change Passw ord

2. Cl i ck On Qudlcationasishosvie relow.

iksfRural Electrification and Renella Energy Corporation
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==_-' :' Supplier Data Maintenance

< Qualifications

Start Page
New
In Process = Find Qualification
Submitted

Find Qualification:
To Be Cilarified -

3. Open the Qualificatioguestionnaireas shown below.

r_.:";' Supplier Data Maintenance

Home | Find | Help |

v Qualiications Start Page > List of New Qualifications
New (1)
In Process = List of New Qualifications
Submitted (4) =
To Be Clarified i
@ Tasks Name CreatedOn  Deadline Status
New (S QUALIFICATION TEMPLATE 01/09/2018 012012018 New
4. Respond to the qualification questionnaire as shown below
Introduction
1S SECTION 1
Mandatory requirements
ﬂ Is your company registered? \
If 'yes" attach registration certificate
OYes _7 File Name File Description
O No To add attachments, click the icon "Add Attachment"

(® Not Applicable

1.2 What is your turn-over for the most recent quarter?

) over 1000000 | ¥ File Name*
) 500000-1000000

() 250000-500000
My Aannnnn 200NN

File Description
To add attachments, click the icon "Add Attachment"

5. Red the Data Privacgtatemenf mar k t he ¢ he c khutor.

and

c |

il*N Rural Electrification and Renewable Energy Corporation
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Data Privacy Statement

es. I have read the data privacy statement and accept the terms.

Customizing Information:

You can enter your own data privacy statement here.

The text can, for example, state that the users agree to their data being saved and used.

You can maintain a text for the data privacy statement in transaction SE61. In Customizing, you can make settings so that this text
is used as your data privacy statement.

Display || Save || Print Preview | Close

Zlll8Rural Electrification and Renewable Energy Corporation
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3. SUPPLIER TASK MANAGEMENT

In Activity Management, the supplier administrator can create tasks that enable them to
collaborate with internaemployees. Tasks allow one to break related activities down into smaller
units. They can assign tasks to a processor and define a due date.

3.1. Create task
1. Login with new user namandpassword and click on

“l ogin’ User name: XXXXXX

Password: xxxxx

User * [[PS!-EGL‘ ' x| ]

Password: * [6..........

Language [Ehéisﬁ -
[] Accessibiity

Change Passw ord

-~
2. Click on "~ Tasks'’ as shown bell ow
:_5»':' Supplier Data Maintenance Home |
b Quiatlicaors Stant Page > New
¥ Tasks
New (1) List of New Tasks
Submitted (2}
) -
To Be Clarified © Refresh
Completed Name Processor Created On Due Date  Status
b Employees Task test Prof. Dr. Pauline Shegu 0110972018 01/09/2018 New
< Company
¥ Company

748 Rural Electrification and Renewable Energy Corporation
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3. Click on Task name to open it.

Start Page > New
= List of New Tasks
© Refresh
Name Processor Created On Due Date = Status
(Task test... Prof. Dr. Pauling Shegu 01/09/2018  01/09/2018 New |

4. Readhe Task Descriptioandrespond by submitting as shown below

~Start Pé'é > New > Task Details

“ Task Details

Name: Task test...

Due Date: 01/09/2018

Status: New

Priority: Very High

Description: [This is test scenario for employee task management.............. ]

= Communication

Communication with Purchaser: 09.01.2018 11:59:14 (UTC+3)
Sent by Buyer Buyer (Purchaser)
Message:
Please Respond to this.........c.ccccceeeees

5. The task is successfully submitted to the Purchaser as seen below

wvwars g 03\4 FANYLEYY T 1 QOonN VLA T o Juviimuweg
< Tasks
s = Messages
Submitted (3) [n Information: ~ Task with name "Task test..." was submitted ]
To Be Clarified
Completed

z#A Rural Electrification and Renewable Energy Corporation
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3.2. Submission oAttachmentgAdd Attachment)

Sometimes a supplier may be required to submit attachments as requestedRE@RE
this case the attachments will Isenttogether with the response from the supplier. To
submit an attachment, the suppli@roceedsas follows

Steps:

1. Login with new user namand password and click on

“l'ogin” User name: XXXXXX

Password: Xxxxxxx

User *
Password: *
Language

Change Password

SAP
Copyright © 2017 SAP SE. All nights reserved —
2. Click on "~ Attachment’ under Company
&':' Supplier Data Maintenance Home | Find | Help | Log €
b ?’almcam Start Page > Attachments
b Tasks
b Employees List of Attachments
Description:
Flie Name: Browse... | Add Attachment
L)
Status  Name Description Uploaded By Uploaded On/Al  File Size
3 Updated ConfiglorAccDepeAccount pdf - ConfiglorAccDeprAccount  Purchasing - No reply 208 kB

7¢H Rural Electrification and Renewable Energy Corporation
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3. Enter the attachmerdescriptionas shown below
Start Page > Attachments

= List of Attachments i

Description: [TESTATTACHMENT...]] X
File Name: Browse... ,W,Ana,@@@i
)
Status Name Description Uploaded By Uploaded On/At * File Size
@ Updated ConfigforAccDeprAccount.pdf ConfigforAccDeprAccount  Purchasing - No reply 298 kB
4 . Click on "Browse’ to upload the document
[ TAX COMPLIANCE CERTIFICATE 05/09/2017 10:36 PDF File 149 KB
U test_file 13/09/2017 19:30 Text Document 1KB
e: |TAXCOMPLIANCE CERTIFICATE v| |AII Files (*%) v|
o
5. Click AddAt t achment’ as shown bel ow
“  List of Attachments
Description:
File Name: Browse... | Add Attachment
=N
Status Name Description Uploaded By
Deleted (Pending Approval) ConfigforAccDeprAccount.pdf ConfigforAccDeprAccount  Purchasing - No reply
New (Pending Approval)  TAX COMPLIANCE CERTIFICATE.pdf TEST ATTACHMENT....  Pauline Shegu

2Z8 Rural Electrification and Renewable Energy Corporation
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3.3. Delete an Attachment

Steps:

1. Login with new user namand password and clickn

“l'ogin” User name: XXXXXX

Password: XXXXXXX

SAP NetWeaver

User: * | PSHEGU| x|
Password: * csccscsssse []
Language: [English -
[] Accessibiity
i Log On |

Change Passw ord

2. Select h e ‘' At 'wuraer@ompeanytthen click on Deletmnsshown below

‘._.5" g Supplier Data Maintenance Home | Find | Help | Log ¢
b Qualiicaions Start Page > Attachments
b Tasks
b Employees *  List of Attachments -
Y zmpany Description:
@ Company ;
b File Name: Browse...  Add Attachment
Company Data
Certificates 3
Product Categories Status Name Description Uploaded By Uploaded On/At File Size
pdamd[Ccnhg!orAchtp'Arme ol ConfiglorAccDeprAccount  Purchasing - No reply mu}
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4. SUPPLIER MAINTENNANCE OF COMPANY DATA

Keeping your supplier data up tlateis essential. This is because as a supplierymyaywish
to change things like company address or other details.

Several functions are avalile inthe supplier data maintenance area for the supplier company.
The changes the supplier makestteir supplier master data are monitored by the purchasing
company, that is, REEGnd have to bepprovedfor them to take effect.

4.1. Change suppliatata.
1. Click on " Company data’ as shown bel ow

@ Company

Attachments . Nnpany Neoe: RO e Your Iogo

D-U-N-S Number

Language’ = g here
Homepage:

Tax Jurisdiction Code:

Currency. Kenyan Shilling v|

Physical Address

2. Cl i ¢k o shownbketbw t '’ button as

:L-' :' Supplier Data Maintenance

P Qualifications

art Page > Company Data
b Tasks m

P Employees

b Company = General Company Information

: Co::tZi:Twwcnxs Company Name": pauline silicon beasts
Company Data D-U-N-S Number:
Certificates Language” : Engish l]
Product Categories Homepage:

3. Enter new company information under General company informaticahasnbelow

2458 Rural Electrification and Renella Energy Corporation
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b’ Supplier Data Maintenance

b Qualifications

b Tasks

b Employees

b Company

< Company
Attachments
Company Data
Certificates
Product Categories

Start Page > Company Data
|Save | Display

= General Company Information

Company Name* :
D-U-N-S Number:
Language® :
Homepage:

Tax Jurisdiction Code:
Currency:

b

&w Silcon Limited
DUNS0002
English

<]

www.silcon.co.ke

T0009000]

\[d I

Qnyan Shilling

4. Enter the required information under Physical Address as shown below.

=  Physical Address

Country® ©

Region:

District:

City* : / Zip Code* ;
Housa Mumibear: / Straat:
Street Suffix:

Streal Prefix:

Building: / Floor: / Room:

fK/e_nra
COAST
SOUTH C
nalrobi
0003
L]

u
&lﬂ’RISE

URBAM

ooz

35252

=)

[~]

Postal address

FO Box:
Oither Country:
Other City: / Zip Code:

o001 /

5. Enter new information under Communication tab.

= Communication

Phone Number
070899999999 +254
New Line
Fax Number
B No result found

| New Line |
E-Mail Address
info@yysilcon.co.ke]

New Line

Extension

Extension

Country
Kenya

Country

Standard Number
1 @ o

Standard Number

Standard E-Mail Address

x @

6. Enter Bank and Tax Details.
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= Bank and Tax Details
Country Bank Key Account Number Control Key Bank Reference Account Holder IBAN SWIFT Cod

Kenya |~| ooo10 01 Commercial Emer john| x
New Line
Tax Type Tax Number
Kenya: Tax number ﬂ P051234567K i
[v] i |

7. Click save button as shown below.
age > Company Data
Save Display

= General Company Information

4.2. CertificateManagement

Certifiate management is important in ordes be able to upload certificates and to be alerted
about certificates that have never been provided by your company.

Steps:
1. Click on "~ Certificate’ as shown bel
;i-' :' N Supplier Data Maintenance
P Qualifications Start Page
P Tasks
P Employees © Find Qualification
: gggz::; Find Qualification: | 2

Attachments
Company Data

Certificates

Product Categories

2. Click on "Upload Certificate | ¢ o n
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SAPg Supplier Data Maintenance Home | Find | Help | Log
b Qualifications Start Page > Certificates
b Tasks
b Employees © Certificates
= Com,
st Certificate ValidTo | Expires In Status A..
Attachments 190 (ERTHICATE Mandatory Certificate Mis. .. o @
(v y Dat
v oo Mandatory Certificate Mis... . ®
Certificates
Product Categories TN S maopiion Mandatory Certificate Mis... o ®
p FoleTresment 12/31/...  Permanently Valid o ®

3. Enter the required information as shown below

t__ll D Supplier Data Maintenance

¥ Quafications Start Page > Certificates > Upload Certificate

b Tasks | Upload Certificate |

b Employees 2= =

< Company “ Certificates : ISO CERTIFICATE

= Company
Attachments Certificate Name" : Test Cert... Comment: TEST COMMENT...]
Company Data Issued By:
Certificates 4 RERS

Valid To" : 01/25/2018 6]
[~ Never Expires

Product Categories

File Description:
lle Name: Browse...

4. Enter file name and Description, browtken upload the Certificate.

Start Page > Certificates > Upload Certificate

| Upload Certificate |

“ Certificates : ISO CERTIFICATE

Certificate Name” : [Test Cert... ] Comment: TEST COMMENT....
Issued By: KEBS
Valid To" : 01/25/2018 (&}

[~ Never Expires

File Description: [TEST CERT.] X
File Name: C:\Users\user\D{_ Browse... |

7N Rural Electrification and Renewable Energy Corporation
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5. Click on Upl oad Certif

Start Page > Cerdificates > Upload Certificate
Upload Certificate

i cate’ as shown

= Certificates : ISO CERTIFICATE

Certificate Name™ :

Test Cert... Comment: TEST COMMENT..
Issued By: KEBS
Valid To" : 01/25/2018 ig]

[ Never Expires
File Description:

TEST CERT...
File Name:

C:\Users\user\De: Browse...

6. The certificatés successfully uploaded.
Start Page > Certificates

= Messages

[v Certificate has been created; still pending approval ]

= Certificates

Certificate

Valid To  ExpiresIn
< S0 CERTIFICATE

Status A.

01/25/...  Less than 1 Month Pending Approval  [¥
Test Cert...

01/25/...  Lessthan 1 Month Pending Approval 2

<{08 Rural Electrification and Renewable Energy Corporation
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4.3. Amend ProducCategory

A supplier may wish to supply a differembpluct category or add another category to the
ones they supply. As such the supplier maintains the new categagnbyndingthe
existing categories.

Steps:
1. Login with new user namand password and click on
“l'ogin” User name: XXXXXX

Password: Xxxxxxx

no R
]

.~ AR s B AR E o oo ) A I
SAP NetWWeaver

User. * \PSHEGY x|
Password: * [ooooooooooo !
Language: [Englsh _¥|
. [] Accessibiity
, [ LogOn]
Change Password
i g
2. Click on " Product Categories’’ under
-i Pg Supplier Data Maintenance Home | Find | Help | Log
b Satn Start Page > List of Product Categories
b Tasks Submit| |Reset
b Employees - ==
¥ Conpart = Listof Product Categories =
®: Compuy [9Add New Product Categories
Attachments E
Company Data Category Name Status Actions
Certificates MMO1 Tran ]
e :
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3. Click on "Add New ProductCategi es’ as shown bel ow.

SAPg Supplier Data Maintenance Home | Find | Help | Log €

b Qualiications Start Page > List of Product Categories

b Tasks Submit| | Reset
b Employees
< Company List of Product Categories =
© ompany [DMdNewProowCalegoﬂes]
Attachments
Company Data Category Name Status Actions
Larpoaes MMO1 Transformers i |
Product Categories
: MMO08 Cables s |

4. Enter the new product categories by selecting the check boxes as shown below.

Selection of Product Categories
Select the product categories you can supply

Find:

Available Product Categories
rL Expand All »T Collapse All

Category Name
[ = Materials

[ = Material group 1
[ = Material group 2
| | ® Transformers
[v] & Surge Diverters
v ® Circuit breakers
5. Click Ok button at the bottom of the
O ® Other Line Hardware
M| » Books
W ® Files

4Back 1 2 3 Forwardp

Cancel

<¥A Rural Electrification and Renewaliteergy Corporation
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6. Cl i ck ° Shovnbeiow.’ button as

art Page > List of Product Categories
Reset

List of Product Categories

[® Add New Product Categories

Category Name Status Actions
Circuit breakers Mew D
MMO1 Transformers i |
MMO8 Cables y |
Surge Diverters New =53

4.4. Delete Product categories
A supplier may delete sonmroductcategories that the no longevishesto supply.

Steps:

1. Click on the Trash can (delete icon) on the right side of the window as shown below.

Start Page > List of Product Categories
Submit| | Reset

List of Product Categories
[ Add New Product Categories

Category Mame Status Actions
Circuit breakers New )
MMO1 Transformers ﬂ
MMOE Cables

Surge Diverters Mew 73]

2. Click = Shovwnhbelow.’ Button as

Start Page > List of Product Categories
=

= List of Product Categories
(3 Add New Product Categories
Category Name

Circuit breakers

Status Actions
New (In Approval)

MMO1 Transformers Marked for Deletion )
MMO8 Cables i
Surge Diverters

New (In Approval)

<€) Rural Electrification and Renewable Energy Corporation
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3. The action is successfytgrformedas confirmed by the message below.

Start Page > List of Product Categories
| Submit| |Reset|

= Messages

[n Information:  Your product categories have been saved and are pending approval ]

| Partner

Rural Electrification and Renewable Energy Corporation
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5. RFX RESPONSE

RFx response involvesspondingto bids thatwill have been advertised by RERECthis
case, the supplier logs into the system using their credentials then they can locate the bid
item to respond to.

Steps:
1. Loginto the portal with the following link:

http://spgportal.rea.local:8081/sap/bc/nwbc/srm?sap-client=200

2. Enter the Log on credentials as shown
below: User: XXXXXXXXXX

Password: XXXXXXXXXX

SAP NetWeaver

System suQ
Client: * 200
User: * Temp_regqﬂ X
Password: * [oooooooooo )
Language [English v ‘
Accessibility
Change Password
w Copyright © 2018 SAP SE All rights reserved.
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3. C k

I i c on ~ RFx and Auctions

<

« Work Overview eRFxs AI(57) Published (12) Ended (0) Compieted (0)
eAuctions All (0) Published (0) Ended (0) Completed (0)

> Personalzation
eRFxs - All
v Create Documents
Show Quick Crileria Manienance
« Extemal Contact Person
v Central Functions
View. [Standard View] v Creale Response Display Event | Display Response Print Praviow Refresh |~ Expod |
«» Dsplay Company Dala
\’: Event Number  Event Dascripbon Event Typa Eveni Status StatDate EndDale  Resper
v Sarvicas R
1000000574 ~ PUR_CLO5_EN 050120180916 Open Tender-Two Part  Publshed 06.012018
* Personaization 1000000570  REA2017.20180T/570 Open Tender-Two Part  Published 03012018 220000

4. Click on event number of thee Rfx to be responded to in order to open it.

View. [Standard View) v Create Response Display Event | Display Response Print Preview ﬁeftesh ‘ Export %

¥ EventNumber  Event Description Event Type Event Status  Start Date  End Date Respon
1000000590 REA/2017-2018/0T/590 Open Tender-Two Part  Published 10.01.2018
1000000570 REA/2017-2019/0T/570 Open Tender-Two Part  Published 03.01.2018 220000
1000000556 RFC-2017/18 Open Tender-Two Part  Published 22122017 220000
1000000541 REA/OT/2017-2019/541 Open Tender-Two Part  Published 15122017 220000,

5. Ckk on "~ Register’ as shown bel ow.
RFx Access Restricted

RFx Name REAR017-2018/0T/590 RFx No. 1000000590 Submission Deadline 10.01.2018 09:00:00 Time Zone UTC+3
Close Window Refresh

@ You must register to participate in the bidding process

Tender Fee Payment Details
Tender Fee: 1.000,00 KES
Submission Deadline: 00:00:00

<ol Rural Electrification and Renewable Energy Corporation
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6 . Click on “Pay Tender Fee’' as shown bel ow

RFx Access Restricted

RFx Name REA/2017-2018/0T/590 RFx No. 1000000590 Submission Deadline 10.01.2018 09:00:00 Time Zone UTC+3

Close Window | | Pay Tender Fee Refresh

ﬂ Pay tender fee to access the RFx

Tender Fee Payment Details
Tender Fee: 1.000,00 KES
Submission Deadline: 00:00:00
7. Clickon'Paytende Fee' button in the payment gateway

Tender Fee - Dummy Payment Gateway

Tender Fee Payment Details

Tender Fee Amount: 300 00
Pay Tender Fee |]

8. Click on " Go to RFx’ button as shown belo
RFx Access Restricted

RFx Name REAZ017-2018/0T/590 RFx No. 1000000590 Submission Deadline 10.01.2018 09:00:00 Time Zone UTC+3
Close Window Golo RFx | Refrash

Q Tender fee payment successful, access to RFx has been granted

Tender Fee Payment Details

Tender Fee: 1.000,00 KES

Submission Deadline: 00:00:00

<¥4 Rural Electrification and Renewable Energy Corporation
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9. Clickn ~ Participate’ button as shown bel ow.
Display RFx: pan side pai
Print Preview Technical RFx =~ Close |Pamcpals|DoNaPamcoﬁo Tentative | Create Response  Export | System Information @
Create Memory Snapshot | Related Links

RFx Number 1000000590  RFxName REA2017-2018/0T/580  RFX Status Publshed RFx Start Date

Submission Deadline 10.01.2018 09:00:00 UTC+3  Remaining Time 0 Days 00:17:54 RFx Owner RFC User for PID RFx Version Number 1
RFx Version Type Active Version

RFX Information  jems  Notes and Attachments
RFx Parameters  Questions  Noles and Attachments

10. Click on" Create Response’ button as show
Display RFx :
Print Preview Technical RFx :Ck:s& Do Mot Participate | Tentative W Export || System Information
Rﬂla'[adli‘lks*_

ﬁ You have been registered. You will be informed of RFx changes

RFx Number 1000000580 RFx Name REA/2017-2018/0T/500 RFX Status Published RFx Start Date
Submission Deadline 10.01.2018 09:00:00 UTC+3 Remaining Time 0 Days 00:16:43 RFx Owner RFC User for
RFx Version Type Active Version

RFX Information  jems  Notes and Attachments

11. Cl i ¢ k oshownbkeldtwe ms '’ tab as

RFx Information Noles and Altachments ~ Summary  Tracking
Basic Data  Questions  Notes and Attachments

Event Parameters g ey 3
Valdity Peniod. -
Currency. | Kenyan Shilling Status and Statistics
Target Value of RFx Response: 000 KES Created On: 10,01 2018 08:44:30 UTC+3
Terms of Payment: P Created By: M. Dr. regq1 empi

Last Processed On:  10.01.2018 08:44:30 UTC+3

12.Scroll to the right and enter the price for each item.
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RFx Information Items Notes and Attachments Summary Tracking

ue
) Product Category Product Category Description Required Quantity Submitted Quantity Unit Price Currency
MMO1 Transformers 10,00 10,00 NO 5000 KES

MMO1 Transformers 2,00 200 NO KES

13. Click on " Notes and Attachment’ to view a

RFx Information ltems  Notes and Attachments ~ Summary  Tracking

Basic Data  Questions

w Notes
Clear
Category Description
. Conditions of Participation -Empty-
RFx/Auction Text -Empty-
Bidder's Remarks -Empty-
Purchaser's Remarks -Empty-

14. Click on "Technical RRespone t ab as shown bel ow.

Create RFx Response
 Submit | | Read Only || Print Preview | | Check | [ Technical RFx Response || Close || save || Export ||

RFx Response Number 2200000521 RFx Number 1000000590 Status In Process Submis
Opening Date 10.01.2018 09:00:00 UTC+3 Remaining Time 0 Days 00:11:16 RFx Owner
RFx Response Version Number Active Version RFx Version Number 1

RFx Information ltems  Notes and Attachments ~ Summary  Tracking
Basic Data  Questions  Notes and Attachments

15. Enter user name anpasswordnthepopup wi ndow as shown bel ow and

<i*BRural Electrification and Renewable Energy Corporation
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Windows Security x

iexplore

The server srqqgas.rea.local is asking for your user name and
password. The server reports that it is from SAP NetWeaver
Application Server [SRQ/200].

Warning: Your user name and password will be sent using
basic authentication on a connection that isn‘t secure.

emp_regql

[] Remember my credentials

16. On the resulting windowglickon ~ Ext er nal Ar ea’ Fol der as show
20 eve RGO To save any changes made. cick Save.
2 couanoranon e

Choose an object 1o dispiary the folder otpects. To copy objects, select the required objects and then chocse Copy.
Folder Contens

[ames -
Di%mf ER DOCUMEN

17. Click on tender Document to open it.
Choose an object to display the folder objects. To copy objects, select the required objects and then choose Copy.

Foider Contenls [Copy] [Copy 25 Bookmark] [A

Name Curtent Version Read Sttus Changedby | Changed
| | ; Puchaser (1001201
Classic 08:34:44
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18. Click on company nanfielder as shown below.

2
I Ql Folder EXTERNAL AREA
@irecnnicai Detais Current Path:  Collaboration > ... > EXTERNAL AREA
[VLI EMP REGQ1 l To save any changes made, click Save
Tech Bid ——
[ coLLABORATION el [EXTERNALAREA |
ﬁ Subscribe D
| EXTERNAL AREA
Authorization | Read |
19. Click on ~Technical Bi d’ folder as shown
o eme rEGOY To save any changes made, cick Save
o et Nare [Toch 89 1
2 ExrErNAL AREA i O
Autmorzation [Wiite
0 [Notifications| [Aaaional Functions 4][Cancel
To create foider objects, select Creafe. To Copy or delete objects, select the required objects and then choose Capy of Devete
Fokdes Contents , [Upioas POX Paciage] [Create] [Cogy] [Copy as Bookmar
[Names. Current Version Read status Changed by |changed on
Emgty
20. Click on “Create’ tab as shown bel ow.
@) emp REGQ1 To save any changes made, ciick Save
© rech Bid :
2 COLLABORATION Name  |Tech Bd .
2 EXTERNAL AREA : O
Authorization Lwﬂ |
= [Nobnications| [Asdional Funcions 4)Cancel]
To create foider objects, selact Create. To copy or delete objects, select the required objects and then choose Copy or Delete
FoorConens | ‘  [pmaroruiay| (Gese) Goal [
[Name-, Current Version Red  status Changed by ot
Emgly
21.Sel ect "Document’ as shown bel ow.
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What do you want to create?
Olroder ~ Afolderis used o structure the collaboration and is also a container for storing objects.
[ e | A bookmark can be linked to any Web site. |
@0 0iscussion A discussion s a communication forum about a collaboration, a folder or a foder object.
Bocumen) A document can contain any file in different versions.
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22. Enter the document namenddescription as shown below.
Create Document

Navigation:  Folder Overview
Current Path:  Collaboration> ... > .. > EMP_REGO1 > Tech Bid > Create Document

Create Document
Enter the name and a description. Decide whether or not you want to upload a local file now or later. Then choose Next

*

Name| BID RESPONSE
Description|(BID RESPONSE..............} |

23. Scroll down and c¢click “~continue’ to uploa
Subscribe [

PGP Documents [ you are only allowed to use PGP files in this document.

® Upload Local File
O Create File Later

(Coune ]

24. After selecting the fil&shoosesave.

[E2 Rotifications) [Additional Funcions 4] Cancel]

To create foider objects, select Create. To copy or delete objects, select the required objects and then choose Copy or Delete

| Folder Contents _ [Upload POX Package| [Create] [Copy] [Copy
Namea~ Current Version Read  Status Changed by
[ @0 respoNSE BID RESPONSE pdf (151KB e

25. Logput and close thevindow as shown below.

Refresh  Search  Favortes Selings Help  Logout

Folder Tech_Bid Help

Current Path: Callaboration . > > EMP_REGQ1 > Tech_Bid

Foider

“%f Rural Electrification and Renewable Energy Corporation
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26 . Click on "~ Submit’ Button as shown bel ow.

Create RFx Response
j"Read Only I Print Preview | | Check Ciosel\'Save':i Ex

RFx Response Number 2200000521 RFx Number 1000000590 Status In Process Su
Opening Date 10.01.2018 09:00:00 UTC+3 Remaining Time 0 Days 00:11:16 RFx O
RFx Response Version Number Active Version RFx Version Number 1

RFx Information items  Notes and Attachments ~ Summary  Tracking
Basic Data  Questions  Notes and Attachments

27.The RFx Response is sutbeal successfully as shown below. Thlasponse will
be submitted to REREQ@ further processing.

Display RFx Response:

% ‘ " Technical RFx Responsei | Close ] Export v System Information Create M¢

p RFx response 2200000521 submilted]

RFx Response Number 2200000521 RFx Number 1000000590 Status In Process Subr
Opening Date 10.01.2018 09:00:00 UTC+3 Remaining Time 0 Days 00:11:16 RFx Owi
RFx Response Version Number Active Version RFx Version Number 1

RFx Information ltems  Notes and Attachments ~ Summary  Tracking
Basic Data  Questions  Notes and Attachments
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6. SUPPLIER SELAV/BER

Supplierselfserviceis the ofprocessensuring online collaboration with theupplierfor
the Purchase Order Confirmation process, advance shipping notification process and
invoicingprocess Supplier Self Service involves the following main activities.

- Creation of purchas®rderResponse

- Confirmation of Quantities to be supplied

- Creation of Advance8hippingNotification (for goods)

- Creation of Service Entry Sheet (for services)

- Acceptance of GoodReceiptNote

- Creation of Inoice

- Creation of Credit Memo.

6.1. Create Purchas@rderResponse for Materials

If a supplier happens to ®uccessfulrom the outcome of the biddingrocessREREC

will engage them in a contract after which the supplier will be given a purchase.ord
This purchase order will be sendttee supplier in an electronic form and as such the

supplier will only access it online lnggingonto the supplier portal.

Steps:
1. Login to the Portal with the following linkttp://spgportal.rea.local:80
81/sap/bc/bsp/sap/srmsus?saplient=200

2. Enter the login credentials ass shown below:

& Mo switch to HTTPS occurred, so it is not secure to send a

passw ord
Sy stent suQ
Client: * 200
User: * 1101630 |
Password: * @'
Language: |Eng|i5h -

"] Accessibility
Log On

Rural Electrification and Renewable Energy Corporation
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3. Cl i ¢ k BurchaseNdemnwds shown dbedow.
Supplier Self-Services disdiod Weld g A RTA U R l ;»".,rﬁ/: »
b Find 4 List of Purchase Orders
< Purchase Orders List of New Purchase Orders
All
&# Print || Download
Ne o Print ]
od % Extemal ... Number  Name Date Total V... Status
R 450000025 100000... PO 05.01.2... 254.000,0C New
Confirmed 450000025 100000... PO 0501.2... 20,000,001 New
Partially Confirmed 450000025¢ 100000... PO 05.01.2... 650,00KES New
Rejected 450000024¢ 100000... PO 05.01.2... 650,00KES New
Canceled 450000024¢ 100000... PO 04.01.2... 6.750,00K New
4, Click on " Purchase Order’ number as
4 List of Purchase Orders
List of New Purchase Orders
|—H_} Prii‘lt] l .I.:lownl.uad.]
% External ... Number MName Date Total V... Status
[ 4500000257 100000... PO ] 10.01.2... 570.000,0C New
| 450000025: 100000... PO 05.01.2... 254.000,0C New
450000025: 100000... PO 05.01.2... 20.000,00} New
450000025( 100000... PO 05.01.2... 650,00 KES New
5. Click oshownbPelowcess' tab as
4 List of Purchase Orders > Display Purchase Order
Purchase Order: 4500000257
[& Process iDisplay Document Flow | | fqunloac_!
“ Communication and Collaboration
“  General Information
Basic Data Terms of Payment
Purchase Order ID: 4500000257 Paymentin... Discountin %

Number: 1000000677

“Is8 Rural Electrification and Renewable Energy Corporation
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6. Enter Message to tieurchasemas shown below

4 List of Purchase Orders > Display Purchase Order > Process Purchase Order
Purchase Order: 4500000257
@Send | [EJSave |Cancel | Update Prices | Download

/ Communication and Collaboration

Message to Purchaser

TEST MESSAGE TO THE
PURCHASER........c..serrssssssiass |

Attachments

&’ Add Attachment
B No Attachments Available

7. Scroll down and cliconfirmA | | |l t ems’ under Helowem overview as sh

= Item Overview -

(€ Confirm Al items || & Reject Al Items || & Reset All items |

Nu... C.. R.. Short Text Product PO Q... | Purch... | R... | Confi... | Unit... |C... | S.
1 &. . Transformers 1,00each 570.000,C 1... 1,00 each g e (if P
Net Value (Unconfirmed Ite... 570.000,00KES
Net Value (Confirmed Items) 0,00KES

Net Value (Total of all tems)  570.000,00 KES

8. Click ~Send’ button as shown bel ow

4 List of Purchase Orders > Display Purchase Order > Process Purchase Order
Purchase Order: 4500000257
(2Send] EJsave ||Cancel || | Update Prices | | | Download |

7 Communication and Collaboration 5

Message to Purchaser

TEST MESSAGE TO THE
PURCHASER.......ccccccoieiiiiiinens

Attachments

“¥8 Rural Electrification and Renewable Energy Corporation
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9. The purchase OrddResponsés successfully sent to the purchaser as confirmed by
the message as shown below;

4 List of Purchase Orders > Display Purchase Order

| Info:  Your changes have been adopted successfully

6.2. Creation ofAdwancedShipping Notification

After successfutonfirmation of receipt of Purchase Order, the supplier priticessan advance

shipping notification for the goods they want to deliver. To do this, the supplieproceed as
follows.

1. Afterlogonglickon * Create ASN’' tab as shown bel ow

Purchase Order: 4500000257
[Create ASN]| Display History || Display Document Flow | | Download |

= | Communication and Collaboration

General Information

Basic Data Terms of Payment
Purchase Order ID: 4500000257 Payment in ... Discount in %
Number: 1000000677
Mama: PO
Date: 10.01.2018

Terms of Delivery
2. Scroll down and enter thguantitiesunder Iltem Overview as shown below
= Item Overview
Select All || Deselect All || Propose Outstanding Quantities

Number Description Product Qua... Unit... Purchase Order No.  Purchase Order It... ..
10 Transformers each 4500000257 1 ar

~  Partner Information

Partner Nu... Name Street H.. P... City T... Fax E-mail
Sold-to ... 159 Rural Electrif...
Ship-To ... 159 REA-Bonded...

“k8 Rural Electrification and Renewable Energy Corporation
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3. Scrol |l up and click on Goods Delivered t

4 List of Purchase Orders > Display Purchase Order > Process ASN

Display ASN: 3000000305
(2 Goods Delivered to Recipient || [ElSave || 3 Cancel | | | & Print || Download |

= General Information

Basic Data Delivery Information
Number: 3000000305 Delivery Date (Ex10.01.2018 M 13:00
Name: ASN Shipping Date:  10.01.2018 @ 13:00
Date: 10.01.2018 Means of Transp1 v
Status: Created Transport ID Cod

Bill of Lading:

4. The ASN is successfully sent to the Purchaser as confirmed by the message shown below

4 List of Purchase Orders > Display Purchase Order > Display ASN

(@ Info:  Your changes have been adopted successfully]

6.3. Acceptance of GoodgeceipiNote

When RREGeceie s t he goods after suptdgéresio’ s del i ver:
the supplier indicating the goodsavebeen received. The supplier will be able to
accesghis from the portal.

Steps:

1. After log on, click on "Goods Receljpe w’ under rbhoRuicHasegsat i ons f
shown below.

= Notifications from Purchaser
Goods Receipt - All
[Goods Receipt - New
Cancellation of Goods Receipt - All
Cancellation of Goods Receipt - New
Return Delivery - All
Return Delivery - New

“B Rural Electrification and Renewable Energy Corporation
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2. Click on Goods Recelpamberunder list of new Goods Receipts to videtails

4 Goods Receipt List

List of New Goods Receipts
1,:, Print '1
% Number Name Date Status
[ 40000004 GR | 04.01... New
40000004 GR 04.01... New
| 4000000z GR 10.10... New
3. Click oshownbklowwept’' tab as

4 Goods Receipt List > Display Goods Receipt
Goods Receipt: 4000000450

 [EICreate Invoice | | | Display Document Flow | | | & Print
“  General Information

Basic Data

Number: 4000000450
Name: GR

Date: 04.01.2018
Status: New

6.4. Creation of Invoice

The supplier will be able toreateinvoices following delivery of goods or services.
Steps:

1. Click on sho@nbaedowt e | nvoice’ as

S[08 Rural Eletrification and Renewable Energy Corporation
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4 Goods Receipt List > Display Goods Receipt

B Info: Your changes have been adopted successfully
Goods Receipt: 4000000450

[ E)Create Invoice || | Display Document Flow | | | & Print |

=  General Information

Basic Data
Number: 4000000450
Name: GR
Date: 04.01.2018
Status:

Document Rea:

2. Enter message to thmurchaselin the comment box as shown below

Process Invoice: 5105600402

@Send || [E]Save | % Cancel | | Update Prices | | | & Print | Download |

~  Communication and Collaboration

Message to Purchaser

TEST MESSAGE....... on0mmmem00s0nmsame0s .

3. Cl i ¢ck o nshowrelawd ' button as

4 Goods Receipt List > Display Goods Receipt > Process Invoice
Process Invoice: 5105600402
[(=send ] Elsave || 3 Cancel | | | Update Prices | | | & Print || Download |

= Communication and Collaboration

Message to Purchaser
TEST MESSAGE..................

4. The invoice is successfully sent to the purchaser as confirmed bgahsage
shown below

4 Goods Receipt List > Display Goods Receipt > Display Invoi

B Info: Your changes have been adopted successfully
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6.5. Creation of Credit Memo
The spplier will also be able to create credit memos. A credit memo witirbatedby the

supplier in case REREe@rnsitemsor if an error was made len the supplier was billing REREC
this case, the supplier can issueradit memo to adjust the RERECopen balanceCreditmemos have
the opposite effect of invoices ardeate a negative balance on REREC account .

Steps:

1. Click on "Create Cretitemo’ tab as shown bel ow;

Display Invoice: 5105600402
Set Status | | [ Copy [Create Credit Memo] | | Display Document Flow | | | & Print| Download

= Communication and Collaboration

Message to Purchaser
TEST MESSAGE...........ccoovuieeunne

2. Enter message to tHeurchasein the comment box as shawbelow

Edit Credit Memo: 5105600403

Send 'Save Cancel | Update Prices | ' & Print Download

Communication and Collaboration

Message to Purchaser
[fEST MESSAGE FOR CREDIT MEMO......

3. Click ~Send’ button as shown bel ow.

Edit Credit Memo: 5105600403
: Save | Cancel | | | Update Prices | | | & Print | Download

-~ Communication and Collaboration

4. The credit memo is created successfully as confirmed by the message shown below

<74 Rural Electrification and Renewable Energy Corporation
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4 Goods Receipt List > Display Goods Receipt > Display Invoice > Display Credit Memo

[a Info:  Your changes have been adopted successfully

Display Credit Memo : 5105600403
' Set Status | | Display Document Flow | | | & Print| Download |

=~ Communication and Collaboration

6.6. Create Responder Service Purchagerder

A supplier who has beerontractedby RERE provide a service will also access the purchase
order online and be able to creater@sponsethe same way.

Steps:

1. Logn to the portal with thefollowinglink;
http://spgportal.rea.local:80 81/sap/bc/bsp/sap/srmsus?salent=200

2. Login with the required credentials

- SAP NetWeaver

{3\ No switch to HTTPS occurred, soitis not secure to send a
passw ord

System suQ

Clent * 200

User * 1101630 1
Passw ord: * o

Language: [Engish v
[ ] Accessbity
Change Passw ord

Rural Electrification and Renewable Energy Corporation
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3.Click on "PWNewhtasedOsgbkrnyg'the pueleshase orders | i st
- : ' Find | Help | FAQ | Log off VOO T £ =7

Supplier Self-Services foms | Fnd [T EAGH Log o ‘.‘»s":‘h;y ' ¢

b Find 4 List of Purchase Orders

2 Purchese Orders List of New Purchase Orders
2 ‘-frl'hul [ Download
New Qb
Changed ‘Exlomal R... Number Name Date
th Brocess 1000000695 PO 18.01.2018
Confirmed 4500000277 1000000692 PO 18.01.2018
Partially Confirmed 4500000260 1000000680 PO 16.01.2018
Rejected 0010002720 1000000679 PO 12.01.2018
Canceled 4500000259 1000000678 PO 12.01.2018

4. Click on Purchase Orddumberas shown above to display it as below.

i i Home | Find | Help | FAQ | Log off \ o iy
Supplier Self-Services | I Help I'teg ;\’&’m :
I Find 4 List of Purchase Orders > Display Purchase Order
= Purchase Orders Purchase Order: 4500000284
':” ‘[Z’Process || Display Document Flow| | | Download
ew
Changed =~  Communication and Collaboration
In Process o
Confirmed =  General Information
Partially Gonfirmed —
Rejected Basic Data
Canceled
= Shipping Notifications Purchase Order ID- 4500000284
f‘”D Number: 1000000695
5 Click on " Process'’
b Find 4 List of Purchase Orders > Display Purchase Order
<
Purchase Orders Purchase Order: 4500000284
All gomm [ 1
[ Process | Display Document Flow | | | Download
New 2 :
Changed “ Communication and Collaboration
In Process
Confirmed “  General Information
Partially Confirmed —
Rejected Basic Data

6. Enter message to the purchaser in the comment box
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Purchase Order: 4500000284
@Send | [G]Save Cancel | Update Prices | Download

/ Communication and Collaboration

Moaugo to Purchaser
est Message.... |

Attachments

& Add Attachment
B No Attachments Available

7. Scrol | down and click on “confirm al/l I t ems’

“  Item Overview

 Confirm All items || @ Reject All ltems || & Reset Al ltems | | | % Expand All || »* Collapse All

N... C. R. Short Text Product POQ... Purch.. R.. Confi.. Unto.. C.. S.
- 1 & & Service ltem 1,000Ac 1.960.00 1... 1,000 Activ.... 1. 1.
.- 11 L.T-Pole dressing 35018 49 00eac 1.960.00 49,00 each I
Net Value (Unconfirmed Items) 1.960 000,00 KES
Net Value (Confirmed ltems) 0,00KES
Net Value (Total of all ltems) 1.960.000,00 KES

8. Click ~send’

4 List of Purchase Orders > Display Purchase Order > Process Purchase Order
Purchase Order: 4500000284
(@Send] Eisave | Cancel | | |Update Prices | | | Download

/ Communication and Collaboration

9. Click “Create Confirmation’

SN Rural Electrification and Renewable Energy Corporation




G’R E C SAP Supplier Relationship Management System

4 List of Purchase Orders > DsplayPtxd{as;Q'aet
B Info:  Your changes have been adopted successfully

Purchase Order: 4500000284

‘DlsphyHlslorstphyDoamelowl Download

Communication and Collaboration

“  General Information

Basic Data Terms of Payment
Purchase Order ID- 4500000284 Payment in Days  Discount in %
Number 1000000695

10. Enter message in the comment box

4 List of Purchase Orders > Display Purchase Order > Process Confirmation
Confirmation: 4000000464

| Confirm || (] Save | % Cancel || &Print || Download |
=

Communication and Collaboration

Message to Purchaser
[ Testmessage ............... )

11. Enter the quantity as shown below

=

Item Overview

% Expand Al | " Collapse All| || Select All|| Deselect All| || 83Propose Outstanding Quantities || Update Prices |

Nu... Status Pro... Pro... LineType Descrption Qua... Unit... Qua.. Open Net.. I
1 In Process Service ltem 0,00KE E ™
11 In Process 35018 Ser... Standar... L.T-Pole dressing D each

49,00e 49,00e 0,00KE B[
Net Value 0,00KES

12. Click “Confirm’
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Confirmation: 4000000464
(Zontm) s X orct | B9 Do

“ Communication and Collaboration

Message to Purchaser
Test message
Attachments
& Add Attachment
13. Select the confirma&n number as shown.
Supplier Self-Services deked e B b n s, Lo ‘ \&'.:g! o so st +
b Find 4 List of Confirmations
P Purchase Orders List of Confirmations
- Mupping Notiicetone 3 Print]| Downlosd ]
< Confirmations :
Al % Number Name Date
In Process test 18.012018
Completion Reported | 4000000441  servO1 18.12.2017
Approved 4000000432 Service Confirmation 11.12.2017
Rejected | 4000000393  ses 27.10.2017
Canceled 4000000392  ses 27.10.2017

14. Click on ° Cr e dlitagtomaticallydbée sered'to. RER&iee. i nvoi ce

4 List of Confirmations > Display Confirmation
Confirmation: 4000000464
| [©)Create Invoice| | [)Copy | Display Document Flow | | & Print| Download |
T | Communication and Collaboration

Message to Purchaser

w
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