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1. REGISTERING AS A SUPPLIER

In order for supplier to be able to do business with REA, the first step they perform is the
supplier self-registration. In this case the supplier will be required to fill in a registration form
which is via a link available on REA’s website. The data they provide is transferred to the REA’s
system, where it is analyzed. If the registration request is approved, they are listed as potential
suppliers. They can then create permanent users for the employees in their company and establish a

business relationship with the REA.

1.1. Carry out initial registration

To register, a supplier will proceed as follows.

Steps:

1. Use below URL for new suppliers registration into REA.
https://spqportal.rea.local:8080/sap(bD1IbiZjPTIwMCZkPW1pbg==)/bc/bsp/srmsmc/ros
_ext/bspwdapplication.do#VIEW_ANCHOR-ROS_ATTACH

2. The supplier registration form below will open.

Welcome to the Supplier Registration Page

Welcome to REA supplier registration page.Read the mandatory requirements before registering.
* Fields marked with an asterisk are mandatory

General Company Information

Company Name" : Vendor Category” : Local v
D-U-N-S Number: IFMIS No:
Language® : English 2 E-PIN Certificate No* :
Homepage: TCC No":
Tax Jurisdiction Code: TCC expiry date® : m
Currency: ] AGPO Special category group: [
Company/Business Reg.No." : W] AGPO Certificate No:
Director Name: AGPO Certificate Exp Date: 1g)
Director 1D No:
Physical Address Postal address
Country” : v PO Box:
Region: v Other City: / Zip Code:
District: Other Country: i |
City" : / Zip Code" : Communication —=

House Number: / Street: Phone Number” : / Extension:

Building: / Floor: / Room: Fax Number: / Extension:
E-Mail" :
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Contact Details

Title: :J Phone Number® : / Extension:

First Name" : Fax Number: / Extension:

Last Name® : E-Mail* :

Academic Title: v Language® : English
Department: Country* :

Function:

Product Categories *

<1<l

No product categories selected
(FAdd
Information

Mandatory Requirements

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 Compllance Certificate.

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

6. Attachment of E-Pin Certificated with both VAT & Income Tax obligations in mandatory requirement list in registration page.
7. CR 12 for limited company & copy of Directors IDs
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

1 I have read the data privacy statement and accept the terms
[ | have read the terms and conditions and accept the terms

| coSend | | Undo Entries

el Imperium Business Solutions
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3. Fill the registration form as shown below under General Company Information

General Company Information

Company Name® : ﬁ COMPANY LIMITED \ Vendor Category” : @' @
D-U-N-S Number: NA IFMIS No: IFMIS/00000....
Uinnger: Engish M E-PIN Certificate No® : P00SB7878T.....
Homepage: WWW.YY.COKE TCC No™: T000000S0Y....
Tax Jurisdiction Code: TCC expiry date” : 28.01.2018 5]
Currency: ~ AGPO Special category group: | ™
Company/Business Reg.No." : | REG/0007/2099 AGPO Certificate No:
Director Name: EMER J.J X AGPO Certificate Exp Date: \ ﬂ
Director ID No: W J
4. Enter the following information under Physical Address, Postal Address and
Communication as shown below;

Physical Address Postal address

County': e ™) PO Box: o7 =N

Region: NAIROBI v Other City: / Zip Code:

District: SOUTHC Other Country: Kenya V|

City" : / Zip Code" : NAIROBI Communication

House Number: / Street: 0001 KIMATHI STREET Phone Number* : / Extension: | 078989.......

Building: / Floor: / Room: @HRISE 002 456j Fax Number / Extension: NA

E-Mail* : \o@@yy.co.kel ¥

5. Enter Contact Details as shown below

Contact Details
Tte: M z\ Phone Number* : / Extension: "07898989...
First Name® : JOHN Fax Number: / Extension: NA
Last Name" : EMER E-Mail* : emer@yy.coke
Academic Title: Dr. i} Language' : English v
Department: SALES Country" : v,
Function: WKETING /

6. Click Add button on ‘Product categories’ as shown below.

Product Categories *

No product categories selected

[FAdd

Imperium Business Solutions
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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

v Expand All »T Collapse All
Category Name

[ =3 Materials
Material group 1

Transformers

-
®* DMaterial group 2
-
-

Q[

Surge Diverters
8. Click on ‘Choose File’ to attach the required documents.

Attachments

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

System allows only PDF attachments.

Description:

Browse... 'VAdd Attachment

9. Select required file and click on ‘Open’ button as shown below.

[ ® TAX COMPLIANCE CERTIFICATE 05/09/2017 10:36 PDF File 149 KB

® Supplier Profile 19/09/2017 09:33 PDF File 460 KB

| test_file 130872017 19:30 Text Document 1KB
TAX COMPLIANCE CERTIFICATE All Files (£%)

Cancel
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10. Click on ‘Add Attachment’ as shown below.

Attachments

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

System allows only PDF attachments.

Description:

C:\Users\usenDesktop\T¢ Browse... [Add Attachment |

11. The file successfully uploaded will appear as shown below

File Name Description
A [TAXCOMPLIANCECERTIFICATE.pdf] TAXCOMPLIANCECERTIFICATE

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

Comment

Here you can enter a comment

13. Select data privacy statement and terms and conditions checkboxes

Data Privacy Statement and Terms and Conditions

I have read the data privacy statement and accept the terms

| hawve read the terms and conditions and accept the terms

| R Send " | Undo Entries |

14. Registration request will be forwarded to the Purchasing organization and the following

message confirms that the registration request has been received

W \
5 -

=

Thank you.

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

Imperium Business Solutions

SADA

Partner



@Ru ral IMPERIUM
3 seemnie - GAP Synplier Relationship Management System Implementation PR soLTTOoNS

1.2. Create Supplier administrator account

If the supplier’s registration request was approved, the supplier is listed as a potential supplier. Two
separate e-mails will be received by the supplier. The first e-mail contains both an initial user ID and
a link; the second e-mail contains a password. When the supplier follows the link, they will need the
user ID as well as the password to log on to REA supplier’s system where they will be able to proceed
to the next steps. In case the registration request was rejected, the potential supplier is notified, in
which case they cannot create an administrator account.

The administrator in the SAP Supplier Life Cycle Management is responsible for managing employees
within the supplier company and is able to:

e Create new employees for the supplier company

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

e Assign roles to user accounts

e Lock user accounts

e Unlock user accounts

e Delete user accounts

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

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

Steps:

1. Login to link provided in email during registration. There will be two emails. The first
email contains confirmation message, link and user name like in the example below.

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-client=200&sap-user=IFVJWWML7VMD |

Admin login:

yA Imperium Business Solutions
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2. Click on the link. Log on window pops up as shown below

User: * [IEvovwwwmL 7vivD] x|

Password: * [ ]

Language: [English -
[ 1 Accessibility
— pa— - ; Change Passw ord

3. The second email contains password for log on.
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:
ZAsB2A\UWZ

4. Enter the password contained in the second email.

' '
:
o
User: * [IFvowwmL7viD |
‘ Password: * Ioooooooooo I
Language: [English -
: o ["] Accessibility
==  “ai ! Change Passw ord

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

Contact Details

Title: Phone Number / Extension: 07898889

First Name: Fax Number / Extension: N/A

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

Create Your Administrator Account

User* :
Password" :
Confirm Password® :
Imperium Business Solutions
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6. Enter user name and password as shown below

Ensure that the Employee user name and password is between 5 and 12 Characters

Create Your Administrator Account

User” :

emer
Password” : ssssee

Confirm Password” :

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

Formats and Settings

Date Format:

DD.MM.YYYY
1,234,567.89
UTC+03

Decimal Format:
Time Zone:

<<«

8. Check the data privacy box and click ‘Create’ button as shown below.

Data Privacy Statement

| have read the data privacy statement and accept the terms

' Create ||| Undo Entries | | Close

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

WTAIRECE TN M T ECR U U ) spapctal rea kol X L

NetWeaver Proces

=7 N

{Your administrator account has been created. ]

Floase coatioge here: Logn

Floase save & copy of ™is link fof futere peocassing

Close

! —

Imperium Business Solutions
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1.3. Create a contact Person
A contact person is an individual in the supplier company with whom REA will deal directly
with in terms of addressing questionnaires, forms and all other services that may be
required from the supplier.

Steps:
1. Login to the portal with below credentials

https://spqportal.rea.local:8080/sap/bc/bsp/srmsmc/s3q_ext?sap-client=200
User name: XXxXXXX
Password: Xxxxxx

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

:_.”:' Supplier Data Maintenance

P Qualifications

b Tasks

< Employees
Create Employee
List of Employees
Own Data

< Company

P Company

Start Page

= Find Qualification

Find Qualification: |

3. Select ‘Create employee’ as shown below.

= Employees

Create Employee Messages

List of Employees @ Infarmation: User creation only possible for existing and accepted contact persons
Own Data

= Company
I Company = Contact Details

Title: ﬂ
Academic Title: ﬂ
First Mame™ :
Last Name* :
Function:
Department;
Language® : ﬂ
E-Mail* :

Country® : / Phone NMumber® : /
Extension:

]
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4. Enter the required information as shown below

Title: (ﬁ g

Academic Title: Eng. ll

First Name™ : JOHN

Last Name” : EER

Function: SALES

Department: SALES...

Language” : English [~]

E-Mail™ : john@yy.coke

C::S:.‘I_lrlt:y:ﬂ! Phone NMumber® : %enya ;V 0700000

5. Read the data privacy statement and 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 "Create’ button as shown below

Start Page > Create Employee

= Messages

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

7. Employee is successfully created as confirmed by the message below, after which it has
to be approved by REA.
Start Page > Create Employee > Display Employee
Edit

= Messages

[n Information: Employee was created; editing currently not possible (pending approval}]
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1.4. Change Employee data
1. Login to the portal with below credentials
https://spqportal.rea.local:8080/sap/bc/bsp/srmsmc/s3q_ext?sap-client=200
User name: XXXXXX
Password: xxxxxx
L SAPFP NetWiWeaver
User: = | PsSHES L Y
Passw ord: * [ - - - |
! Language: | English -
- [ Accessibillity
l . [\ Log On |
- Change Passww ord |
2. The screen below will be displayed.
E! ':' Supplier Data Maintenance
[» Qualifications Start Page
[+ Tasks
< Employees = Find Qualification
Create Employee Find Qualification: |
List of Employees
Own Data
=~ Company
[> Company
3. Select List of Employees’ and the list of employees will open as shown below.
:_:- ';' Supplier Data Maintenance Home | Find | He
b Qualiicaons Start Page > Listof Employees
b Tasks _
< Employees ' 7 List of Employees
Create Employee 5 )
- - Actions Status Employee Name User E-Mail Address
Own Daa [ Unlocked Prof. Dr. Pauine Shegu PSHEGU psewe@rea.coke
< Company & @ [ Unlocked Ms. Eng. Jeff Wambua JWAMBUA  jwambua@beast.de.com
b Company 8 3 B Uniocked pshegu pshegu PSHEGU!  psewe@reacoke
Pending Approval  Mr. JOHN EER john@yy.coke

i Imperium Business Solutions
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4. Select the employee you wish to change, with status "Unlocked” and click edit button.
The employee details will be displayed as shown below.

E! ‘:' Supplier Data Maintenance

i S0 il ey Start Page > List of Employees > Display Employee
MNew
In Process

Submitted (4) = Contact Details

To Be Clarified Title:
= Tasks i i
o A-cademlc Title:
Submitted (2) First Name™ : pshegu
To Be Clarified Last Name™ : pshegu
Completed Function:
—~ Employees Department:
Create Employee Language™” : English
List of Employees E-Mail™ : psewe@rea.co.ke
Own Data Country* -/ Phone Number™® : /
= Company Extension:
< Company (E::tl:a?ltsr?l(:}ri:':ax Number: /

Attachments

Company Data = User Details

Certificates —

5. Enter new information in the “Contact Details’ as shown below.
= Contact Details -

Tite: (i V) Your
Academic Title: Eng. [v] i

First Name® : pshegu P I Ctu .
Last Name" : pshegu H ere
Function: Sales and Marketing

Department: Sales

Language" : English v

E-Mail” : psewe@rea.co.ke

Country” : / Phone Number” : | FEri- s « |

Extension:

Country: / Fax Number: / v

Extension: N %"‘

6. Enter user details as shown below

s User Details

User: john

FPassword: - e e

Confirmm Password: prp——_———

Date Format: DD .MM Y ™YY ™YY Y ll
Decimal Format: 1,234,567 .89 [~]
Time Zone: UTC+03 [~

¥ Imperium Business Solutions
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7. Assign new roles and notifications to the employee by selecting the Check boxes as
shown below

Roles
Raole Mame
SAFP SRM PPS: RFx Respondent
Product Categories Expert
Cualification Expert
Supplier Task Processor
cFoldaers User
SAP SR Bidder
SAP SRM SUS: Administrator Purchaser

Employese Administrator

O/08 & & &{EE

Supplier Master Data Manmager

Motifications

E-MMaul MNotification
MNMotification About Qualification Reguest
Motificaticon About CThanges to Supplier Data
Motification About Changes to Contact Paersons
Motification About Task

KOO

8. Click on ‘Save ‘Button as shown below

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

=  Contact Details

Title: M. ~] Your
Academic Title: Eng. [~] i

First Name"® : john PlCtu .
Last Mame” : emer| bl Here
Function: Sales and Marketing

Department: Sales

Language” : English B

E-Mail® : john@emer.co.ke

Country” : / Phone Number” : / Kenya |

Extension:

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

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

= Messages

[ﬂ Information: Employee was changed; editing currently not possible (pending approval) ]
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2. SUPPLIER QUALIFICATION RESPONSE

In order for a one to qualify as a supplier to REA 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.

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 specialized in a certain product category, for instance, they
might be asked to participate in such a process.

2.1. Creating and submitting responses.
If a qualification request which consists of one or several questionnaires is issued to a supplier, they
can easily access it in the list of new qualifications, where it automatically appears. They also receive
an e-mail for each qualification request. From this, they can directly access the respective
qualification request.

When the supplier has filled in the responses, they submit a qualification response which is sent to
the purchaser at REA side, 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 qualification responses, but they can no longer change them.

Steps:
1. Login with new username and password.
User name: XXXXXx

Password: XXxxxxx

User = [PsSHEGU| ><
Passw ord: * L----------- ]
Language LEngish ~—

i -

| Accessibiity

!_.

Change Passw ord

‘
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2. Click On 'New’ under Qualification as shown below.
A ;' Supplier Data Maintenance

h
< Qualifications Start Page
In Process 75 | Find Qualification
Submitted
' Find Qualification:

To Be Clarified

3. Open the Qualification questionnaire as shown below.

:1 P Supplier Data Maintenance Home | Find | Help |
v Qualtcatons Start Page > List of New Qualifications
New (1)
In Process * List of New Qualifications
Submitted (4) S
To Be Clarfed o
9 Tasks Name CreatedOn  Deadine  Status
New [ S QUALIFICATION TEMPLATE 011092018 011202018 New |
4. Respond to the qualification questionnaire as shown below
Introduction
1S SECTION 1
Mandatory requirements
ﬂl Is your company registered? \
If 'yes' attach registrarlon certificate
(O Yes ? 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?
File Description

() over 1000000 | ¥ File Name*

() 500000-1000000 To add attachments, click the icon "Add Attachment"
() 250000-500000

Y Annnnn 2RNNNAN
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5. Read the Data Privacy Statement, mark the checkbox and click "'Submit’ button.
Data Privacy Statement

es, | 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

3. SUPPLIER TASK MANAGEMENT

In Activity Management, the supplier administrator can create tasks that enable them to collaborate
with internal employees. 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 name and password and click on ‘login’

User name: XXXXXX

Password: Xxxxxxx

- q > >
User = [PSHEGU| x|
Password: * L-----------

Language: [Aé{éi;i:u ~--
[] Accessibiity

| —

Change Passw ord

IS Imperium Business Solutions
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2. Click on ‘Tasks’ as shown below
:_.3-' D Supplier Data Maintenance Home |
b Qualifications Stant Page > New
P Tasks | 5
ar New (1) List of New Tasks
S..::nt'.\o:: 2) 2 Refresh
To Be Clanified
Compieted Name Processor Created On Due Date  Status
b Employees Task test Prot. Dr. Pauline Shegu 01092018 0110972018 New
= Company
b Company
3. Click on Task name to open it.
Start Page > New
= List of New Tasks =
© Refresh
Name Processor Created On DueDate Status
[Task test.. Prof. Dr. Pauiine Shegu 011092018 010912018 New |

4. Read the Task Description and respond by submitting as shown below

Siart Paie > 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 tothis...........ccceeeaen

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

sALCNL CIBL.. - WYY - PO e LONg = sFUR T
< Tasks !
New © Messages
Submitted (3) [n Information: ~ Task with name "Task test..." was submitted ]
To Be Clarified
Completed
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3.2. Submission of Attachments (Add Attachment)

Sometimes a supplier may be required to submit attachments as requested by REA. In this
case the attachments will be sent together with the response from the supplier. To submit
an attachment, the supplier proceeds as follows

Steps:
1. Login with new user name and password and click on “login”
User name: XXXXXx

Password: XXxxxxx

User = [UAT AFPSVIEXUF

Password: ~ feeeeerenes] ]

Language Engish -
| Accessitiity

Change Password

»: AP,
Copyright © 2017 SAP SE. Al rightts reserved —
2. Click on ‘Attachment’ under Company as shown below
[SAE Supplier Data Maintenance Homee | Find | Help | Log C
b Qualfications Start Page > Attachments
I Tasks
b Employees List of Attachments -
= Company Description:
7 Comes File Name:
d Browse.. | | Add Aftachment
Company Data
Certificates %
Product Calegaories Status  Name Description Uploaded By Uploaded On/Al ~ File Size
i | Updated ConfiglorAccDepracoount pdl  ConfiglorAccDeprAccount  Purchasing - No reply 296 kB

1N Imperium Business Solutions
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3. Enter the attachment description as shown below
Start Page > Attachments
= List of Attachments |
Description: [ TEST ATTACHMENT...J] x
File Name: Browse...  Add Attachment
)
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
D test_file 13/09/2017 19:30 Text Document 1KB
: ‘TA}( COMPLIANCE CERTIFICATE v | All Files (*.%) ~

5. Click "Add Attachment’ as shown below

List of Attachments

Description:

File Mame: Browse..

Status Name
Deleted (Pending Approval) ConfigforAccOeprAccount.pdf

| Add Attachment

&

Description Uploaded By
ConfigforAccDeprAccount  Purchasing - No reply

New (Pending Approval)  TAX COMPLIANCE CERTIFICATE.pdi  TEST ATTACHMENT....  Pauline Shegu

3.3. Delete an Attachment
Steps:

1. Login with new user name and password and click on “login”

User name: xxxxxx

Password: XXxxxxx

2I0N Imperium Business Solutions
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-
2 TF-%-1'7:-1 =
e Cawvwves

User * | PSHEGU|
Password: * eescccsccee
Language: [Engish

[] Accessibiity

Change Passw ord

2. Select the "Attachment’ under Company then click on Delete icon as shown below

E:' Supplier Data Maintenance

b Quaklicasons Start Page » Attachments
b Tasks
b Empoyees *  List of Attachments .
¥ Lompany Description:
7 Compan .
:«:Lan:ﬂf“en:s Fle are .|| Al
Company Data
Certificates 4
Product Categaries Status  Name Destription Upkoaded By Uploaded On/A!  File Size
206 kg

[ e

Harmié | Find | Help | Log €

Kl

CorfigiorAccDepraccount pdl - ConfiglorAccDepraccount  Purchasing - No reply

4. SUPPLIER MAINTENANCE OF COMPANY DATA

Keeping your supplier data up to date is essential. This is because as a supplier, you may wish to
change things like company address or other details.

Several functions are available in the supplier data maintenance area for the supplier company. The
changes the supplier makes to their supplier master data are monitored by the purchasing company,
that is, REA and have to be approved for them to take effect.
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4.1. Change supplier data.
1. Click on ‘Company data’ as shown below

= Company

i Company Name': pauine siicon beasts \
gir.:l‘.;ntll: : T YUUI' |0g0

Centificales Language" :

Product Categories Homegage:
Tax Jurisdiction Code:

English ﬂ here

Currency. Kenyan Shilling vl

© Physical Address -

2. Click on "Edit’ button as shown below

t_.’-' :' Supplier Data Maintenance

P Qualifications

ad Page > Company Data
b Tasks m

b Employees
P Company = General Company Information
g i Company Neme": pauline silicon beasts
Attachments
Company Data D-U-N-S Number:
Certificates Language® : Engilsh 1]
Product Categories Homepage:

3. Enter new company information under General company information as shown below

i-l :' Supplier Data Maintenance

[ Qualifications Start Page > Company Data

I Tasks 'Save  Display
[ Employees
b Company .= .Gamral Company Information
= Company
Company Name"® : i i
Attachmenls pany New Silcon Limited \
Company Data D-U-N-5 Number: DUNS0002
Certificates Language” : English i]
Product Categories Homepage: W slican.co ke
Tax Jurisdiction Code: TO009000|
Currency: K

\ ¢ x

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

Physical Address

Country”® : Kenya \?ﬁ Postal address
Region: COAST [>]

District: SOUTH C PO Box:

City* : F Zip Codea® ; nalirobi A5252 Other Country:

House Mumber: / Street: 0003 URBAMN Other City: / Zip Code:
Straat Sullix: [

Streel Prefix:

(")
Building: f Floor; / Room: k{JfRISE ooz 0o01| _/

5. Enter new information under Communication tab.

Communication

Phone Number Extension Country Standard Number
070899999999 +254 Kenya ® i |
Fax Number Extension Country Standard Number

B No result found

E-Mail Address Standard E-Mail Address
info@yysilcon.co.kel x (@ ™

6. Enter Bank and Tax Details.

= Bank and Tax Details

Country Bank Key ' Account Number = Control Key | Bank Reference = Account Holder ' IBAN | SWIFT Ced
Kenya 'v| 00010 01 Commercial ~ Emerjohn x

Tax Type Tax Number

Kenya: Tax number P051234567K i |

=}

7. Click save button as shown below.

age = Company Data
Save Display

General Company Information
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4.2. Certificate Management
Certificate management is important in order to 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 below.

t__l:l Supplier I:;ata Ma-i-ntanance

P Qualifications Start Page
[ Tasks
b Employees = Find Qualification
= Company ) - o
Find Qualification:
< Company | .Q.
Attachments

Company Data

Product Categories

2. Click on "Upload Certificate’ Icon

E.'El" Supplier Data Maintenance Home | Find | Help | Lot
b Qualiications Start Page > Certificales
I Tasks
b Employees Certificates
: E:gﬁ Certficate ValldTo  Expires In Status fotee
Attachments 150 CERTIFIATE Mandatory Certicate Ms... )
— W[ oot o3
Product Categories Vel o ccrparnen Mandatory Certificate Mis.., L L
p Pole Treaimen 1231, Pemanenty Vaid 2 k]

3. Enter the required information as shown below
I::”:l Supplier Data Maintenance

b Qualifications Start Page » Certificates > Upload Centificate
P Tasks | Upload Gertificate |
b Employees
= Company Certificates : ISO CERTIFICATE
= Company
Attachments Certificate Name” ; Test Cert... Comment: TEST COMMENT...|
Company Data lssued By
y:
Certificates KEBS

Valid To* : 01/26/2018 1]
[~ Never Expires

Product Categories

File Description:
lle Name: Browse...

2 Imperium Business Solutions
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4. Enter file name and Description, browse then 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 (6]

[ Never Expires

File Description: FEST CERT..] X ]

File Name: C:\Users\user\l')f Browse... |

5. Click on "Upload Certificate’ as shown below.

= ificates > Upload Certificate
Upload Certificate

=  Certificates : ISO CERTIFICATE

Comment: TEST COMMERNT..

Certificate Name” : Test Cert...
Issued By: KEBS
Valid To" : 01/25/2018 I 6|

[T Never Expires

File Description: TEST CERT...
File Name: C:AUsers\user\De  Browse...

6. The certificate is successfully uploaded.
Start Page > Certificates

= Messages

[v Certificate has been created; still pending approval ]

= Certificates
Certificate Valid To  Expires In Status A.
SO CERTIFICATE 01/250...  Less than 1 Month Pending Approval  [%
Test Cert.. 01/25/...  Less than 1 Manth Pending Approval 2
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4.3. Amend Product Category

A supplier may wish to supply a different product category or add another category to the
ones they supply. As such the supplier maintains the new category by amending the existing

categories.

Steps:

1. Login with new user name and password and click on “login”

User name: xxxXxxx

Password: Xxxxxxx

SAP NetWWeaver

User: = PSHEGU| 000000 x|

Password: * [.0..-.--.-- l

Language: [English |
[ ] Accessibiity

Change Passw ord

2. Click on "Product Categories’ under Company as shown below.

ICADA
£+ Supplier Data Maintenance

b Qualifications

b Tasks

b Employees

“ Company

< Company
Attachments
Company Data
Certificates

Product Categories

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

* List of Product Categories

[3Add New Product Categories

Category Name
MMO1 Transformers
MMO8 Cables

Home | Find | Help | Log

Status Actions

IS8 Imperium Business Solutions
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3. Click on "Add New Product Categories’ as shown below.
:i:' Supplier Data Maintenance Home | Find | Heip | Log (
b Qualifications Start Page > List of Product Categories
b Tasks Submit| | Reset
‘, (E;(r::pany List of Product Categories -
1 c°f"‘£a”ly » ((C3 Aca New Product Categories |
Company Data Category Name Status Actions
“arkicia MMO1 Transformers s
MMO8 Cables 3

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

Selection of Product Categories
Select the product categories yvou can supply

Find:

Aovailable Product Categories
L Expand Adl T Collapse Aldl

Category Name
I = Materials

I - MMaterial group 1
I - MNMaterial group 2
I - Transformers

-

Surge Diverters

I~

- Circuit breakers

5. Click 'Ok ‘ button at the bottom of the window.

[ & Other Line Hardware
W = Books
[ ® Files

Cancel |

4Back 1 2

(4

Forward p

6. Click 'Submit’ button as shown below.

Page = List of Product Categories
Submit | Reset

List of Product Categories =

[ Add New Product Categories

Category Name Status Actions
Circuit breakers New
MMO1 Transformers
MMO8 Cables
Surge Diverters New

Saad
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4.4. Delete Product categories
A supplier may delete some product categories that the no longer wish to 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 Name Status Actions

Circuit breakers Mew e,
MMO1 Translormers E
MMO8 Cables i |
Surge Diverters New &

2. Click 'Submit’ Button as shown below.
Start Page > List of Product Categories
e

IMPERIUM

BUSINESS SOLUTIONS

= List of Product Categories -
:Bhdd New Product Calegnries:

Category Name Status Actions
Circuit breakers New (In Approval)
MMO1 Transformers Marked for Deletion )
MMO8 Cables i
Surge Diverters New (In Approval)

_Sunmit_ _Resel_

= Messages

. The action is successfully performed as confirmed by the message below.

Start Page > List of Product Categories

[n Information: ~ Your product categories have been saved and are pending approval ]
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5. RFX RESPONSE

Refer to quick bidding reference

6. SUPPLIER SELF SERVICE

Supplier Self-Service is the of process ensuring online collaboration with the supplier for the
Purchase Order Confirmation process, advance shipping notification process and invoicing
process.Supplier Self Service involves the following main activities.

- Creation of purchase Order Response

- Confirmation of Quantities to be supplied

- Creation of Advanced Shipping Notification (for goods)

- Creation of Service Entry Sheet (for services)

- Acceptance of Goods Receipt Note

- Creation of Invoice

- Creation of Credit Memo.

6.1. Create Purchase Order Response for Materials
If a supplier happens to be successful from the outcome of the bidding process, REA will
engage them in a contract after which the supplier will be given a purchase order. This
purchase order will be send to the supplier in an electronic form and as such the supplier
will only access it online by logging onto the supplier portal.

Steps:
1. Login to the Portal with the following link:

http://spgportal.rea.local:8081/sap/bc/bsp/sap/srmsus?sap-client=200
2. Enter the login credentials as shown below:

1% Mo switch to HTTPS occurred, so it is not secure to send a
passw ord

Sy sternc S

Client: = |2E]D |

User: * [101630 |

Passw ord: * fooooo--- - - IS
Language: |Eng|i5h -

[ Accessibility
Log On

AN Imperium Business Solutions
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3. Click on ‘"New’ under Purchase orders as shown below.

Supplier Self-Services HOME | FING | HEP | FALL | Log om i s
b Find 4 List of Purchase Ordess

 Purchase Orders List of New Purchase Orders

":I < Print | | Download
e ;"

Changed % Extemal ... Number  Mame Date Total V... = Status
In Process 450000025: 100000... PO 05.01.2...  254.000,0C New
Confirmed 450000025 100000... PO 0501.2... 2000000 New
Partially Confirmed A500000250 100000... PO 05.01.2... 650, M0 KE: New
Rejected 4500000248 100000... PO 05.01.2...  650,00KE! New
Cancaled 450000024¢ 100000... PO M01.2... 6.750,00K New

4. Click on "Purchase Order’ number as shown below.
4 List of Purchase Orders
List of New Purchase Orders

|._,,. Print Download ._

% External ... Number Name Date

[ | 4500000257 100000... PO | 10.01.2...
450000025: 100000... PO 05.01.2...
4500000252 100000... PO 05.01.2...
4500000250 100000... PO 05.01.2...

5. Click on ‘Process’ tab as shown below

4 List of Purchase Orders > Display Purchase Order
Purchase Order: 4500000257

Total V... Status
570.000,0C New
254.000,0C New
20.000,001 New
650,00 KE: New

||3’Prooass| | Display Document Flow | | | Download |

. Communication and Collaboration

2 General Information

Basic Data Terms of Payment

Purchase Order ID: A500000257

Number: 1000000677

6. Enter Message to the Purchaser as shown below

4 List of Purchase Orders > Display Purchase Order > Process Purchase Order
Purchase Order: 4500000257

Payment in ...

Discount in %

=2 Send || [ElSave || Cancel | | [ Update Prices | | | Download |

& Communication and Collaboration

TEST MESSAGE TO THE

PURCHASER......cciveriaeaneas

Atdtachments

& Add Attachment
B No Attachments Available

(0N Imperium Business Solutions
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7. Scroll down and click’ Confirm All tems’ under ltem overview as shown below
= Item Overview -
(€ Coniirm Al tems | Reject Al tems | £ Reset Al ltems |
Nu.. C.. R.. Short Text Product POQ... Purch.. R... Confi.. Unit.. C.. S.
1 &. @. Transformers 1,00each 570.000,( 1... 1,00 each 1. L.
Net Value (Unconfirmed Ite...  570.000,00KES
Net Value (Confirmed Items) 0,00KES

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

8. Click ‘'Send’ button as shown below

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

Purchase Order: 4500000257

'Sava':cancal' | Update Prices | |  Download |

& Communication and Collaboration

Message to Purchaser

TEST MESSAGE TO THE
PURCHASER.....c.cco i

Attachments

The purchase Order Response is 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

i Imperium Business Solutions
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6.2. Creation of Advanced Shipping Notification
After successful confirmation of receipt of Purchase Order, the supplier will process an advance
shipping notification for the goods they want to deliver. To do this, the supplier will proceed as
follows.

1. Afterlogon, Click on ‘Create ASN’ tab as shown below

Purchase Order: 4500000257

Display History | | Display Document Flow | | | Download |

= Communication and Collaboration

General Information

Basic Data Terms of Payment
Purchase Order ID: 4500000257 Payment in ... Discount in %%
Mumber: 10000006877
MName: PO
Date: 10.01.2018

Terms of Delivery

2. Scroll down and enter the quantities under Item Overview as shown below

-~ | Item Overview -

'Select All || Deselect All || Propose Outstanding Quantities |

Number = Description Product Qua... Unit... Purchase Order No.  Purchase Order It... I..

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...

3. Scroll up and click on "Goods Delivered to Recipient’ tab

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

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

General Information

Basic Data Delivery Information
Mumber: 3000000305 Delivery Date (Ex10.01.2018 [ 13:00
Name: ASN Shipping Date:  10.01.2018 m 13:00
Date: 10.01.2018 Means ofTransp-1 v
Status: Created Transport ID Cod

Bill of Lading:
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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

[g Info: Your changes have been adopted successfully|

6.3. Acceptance of Goods receipt Note
When REA receives the goods after supplier’s delivery, a notification is triggered to the
supplier indicating the goods have been received. The supplier will be able to access this
from the portal.

Steps:

1. After log on, click on "Goods Receipt-New’ under Notifications from Purchaser as shown
below.

= MNMotifications from Purchaser
Soods Recsipt — All
Looods Recaipt — Pewd
Cancellation of Goods Receipt — Adl
Cancellation of Goods Recaeipt — RNaew
Raeturm Deelivvery — Al
Returm Dreelivery — PNevws

2. Click on Goods Receipt Number under list of new Goods Receipts to view details.

4 Goods Receipt List
List of New Goods Receipts

[ & Print
% Number  Name Date Status
[ 40000004 GR | 04.01... New
40000004 GR 04.01... New
40000002 GR 10.10... New

3. Click on “Accept’ tab as shown below

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

ElCreate Invoice | | Display Document Flow | | & Print

= General Information

Basic Data

Mumber: 4000000450
MNarme: GR

Date: 04.01.2018
Status: Mew
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6.4. Creation of Invoice
The supplier will be able to create invoices following delivery of goods or services.

Steps:

1. Click on “Create Invoice’ as shown below.

4 Goods Receipt List > Display Goods Receipt
B2 Info: Your changes have been adopted successfully

Goods Receipt: 4000000450
[ &5 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 the purchaser in the comment box as shown below

Process Invoice: 5105600402
'@Send | [E]lSave || % Cancel | | Update Prices | | | & Print | Download |

Communication and Collaboration

Message to Purchaser
[TEET MESSAGE . -.oroeroooeoeoeeeeeee ] N

3. Click on 'Send’ button as shown below

4 Goods Receipt List > Display Goods Receipt > Process Invoice
Process Invoice: 5105600402
li*SBSend ' Elsave | | *Cancel_ | _'7Update Prices | :épﬁnti_ Download |

= Communication and Collaboration

Message to Purchaser
TEST MESSAGE..................
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4. The invoice is successfully sent to the purchaser as confirmed by the message shown
below

4 Goods Receipt List > Display Goods Receipt > Display Invoic

B Info: Your changes have been adopted successfully

6.5. Creation of Credit Memo
The supplier will also be able to create credit memos. A credit memo will be created by the
supplier in case REA returns items or if an error was made when the supplier was billing REA. In

this case, the supplier can issue a credit memo to adjust the REA’s open balance. Credit memos have
the opposite effect of invoices and create a negative balance on REA’s account.

Steps:
1. Click on ‘Create Credit Memo’ tab as shown below;

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

Communication and Collaboration

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

2. Enter message to the Purchaser in the comment box as shown below

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

Communication and Collaboration

Message to Purchaser
E’EST MESSAGE FOR CREDIT MEMO......

3. Click 'Send’ button as shown below.

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

= Communication and Collaboration

elsM Imperium Business Solutions
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4. The credit memo is created successfully as confirmed by the message shown below

4 Goods Receipt List > Display Goods Receipt > Display Invoice > Display Credit Memo

[ﬂ Info:  Your changes have been adopted sucﬂassfuliy]

Display Credit Memo : 5105600403

' Set Status | | | Display Document Flow | | | & Print | Download |

~  Communication and Collaboration

6.6. Create Confirmation for Service Purchase Order
A supplier who has been contracted by REA to provide a service will also access the purchase order
online and be able to create a response the same way.

Steps:

1. Login to the portal with the following link;
http://spgportal.rea.local:8081/sap/bc/bsp/sap/srmsus?sap-client=200

2. Login with the required credentials

SAP NetWeaver

& No switch to HTTPS occurred, soitis not secure to send a

passw ord
System uQ |
Client: * 200
User: * 1101630 ]
passw o eeeeoecer Y
Language: \English v |
[ ] Accesshbiity
Change Passw ord

5N Imperium Business Solutions

SADA

Partner


http://spqportal.rea.local:8081/sap/bc/bsp/sap/srmsus?sap-client=200

P

ural
gﬁ sensinnens - SAP Sypplier Relationship Management System Implementation

IMPERIUM

BUSINESS SOLUTIONS

3. Click on “Purchase Orders’ "New’ to display the purchase orders list as shown below.

- - Homi | Find | Help | FAL | Log oft
Supplier Self-Services |Find] hep] Itog ‘ ;m,;..,
b Find 4 List of Purchase Orders
 Purchase Orders List of New Purchase Orders
Al . - -
s Fnint || Download
MW Iih —
Changed External B...  Mumbaer Narm Date
In Process 4500000284 | 1000000695 PO 18.01.2018
Confimed 4500000277 1000000692 PO 18.01.2018
Partially Confirmed 4500000260 1000000680 PO 16.01.2018
Rajectad 010002730 1000000679 PO 12.01 2018
Canceled 4500000250 1000000678 PO 12.01.2018
4. Click on Purchase Order Number as shown above to display it as below.
. . H Find | Help | FAQ | L ff e
Supplier Self-Services ome | Find [ Help | FAQ [ Log o ‘ ;-ﬂlq.'b
P Find 4 List of Purchase Orders > Display Purchase Order
~ Purchase Orders Purchase Order: 4500000284
Al | [& Process || Display Document Flow | | | Download
New
Changed = | Communication and Collaboration
In Process T
Confirmed = | General Information
Partially Confirmed —
Rejected Basic Data
Canceled
< Shipping Notifications Purchase Order ID: 4500000284
f\"D Number: 1000000695
5. Click on "Process’
P Find 4 List of Purchase Orders > Display Purchase Order
@
Purchase Orders Purchase Order: 4500000284
All [ et
[ Process | Display Document Flow '| | Download
New
Changed ~ Communication and Collaboration
In Process '
Confirmed “  General Information

Partially Confirmed
Rejected

Basic Data
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6. Enter message to the purchaser in the comment box
Purchase Order: 4500000284
@Send |[E]Save | Cancel| | Update Prices |  Download
& Communication and Collaboration
Mnsaagt to Purchaser
[nasl Message......... N
Attachments

&9 Add Attachment
B No Attachments Available

7. Scroll down and click on “confirm all Items’

Item Overview =

|Ecmmm Al iems| £ Reject Alllems | & Reset Al tems| || Expand All | »* Collapse Al

N.. C. R. Shor Text Product | POQ.. | Purch.. R.. Confi.. Unito.. C.. S

- 1 & f§ Service ltem 1,000Ac 1.960.00 1. 1000 Acw... 1. L.
[ 11 L.T-Pole dressing 35018 49 00ea 1.960.00 4900 each I..
Net Valug (Unconfirmed ltems) 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 > Procass Purchase Order
Furchase Order: 4500000284

[@Send] Elsave||Cancel| || Update Prices | | | Download

/ Communication and Collaboration

Message to Purchaser

Test Message_.........
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9. Create Confirmation; this step is to be done after service delivery

Click "Create Confirmation’

4 List of Purchase Orders > Display Purchase Order
| Info: Your changes have been adopted successfully

Purchase Order: 4500000284
reate Confitmation | Display Histony Display Docunment Fhow | | Downiboad

- Communicaticon and Collaboration

= General Informaticn

Basic Data Terms=s of Payment
Purchase Order 1D ASO0000284 Fayment in Days Discount n %
Number 1000000695

10. Enter message in the comment box

4 List of Purchase Ordars > Display Purchase Order > Process Confirmation

Confirmaticon: 4000000464

| #* Confirm || [E]lSave | ¥ Cancel | | | & Pnnt | | Download

Communication and Collaboration

Message to Purchaser

11. Enter the quantity as shown below

©  ltem Overview
v Expand All | »* Collapse All | | | Select All | Deselect All| | |&iPropose Outstanding Quantities | Update Frices |

Qua.. Umit... Qua... Open Net. . I

Mu.. Status  Pro.. Pro.. LineType  Description

1 In Process Service ltem 0,00KE €[

11 InProcess 35018 Ser. Standar. LT-Poledressing (2] each  49,00e 49,00e 0,00KE f [
Net Value 0,00KES

12. Click “Confirm’

Confirmation: 4000000464
[ = Confirm ]| [ElSave || 3 Cancel | | | & Print | | Download

= Communication and Collaboration
Message to Purchaser

Testmassage...............

Attachments
2 Add Aktachment
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13. Select the confirmation number as shown.

. N Home | Find | Help | FAQ | Log off \ o 1
Supplier Self-Services ‘ e
b Find 4 List of Confirmations
b Purchase Orders List of Confirmations
I+ Shipping Notifications (Bl -
== Pnnt || Download
= Confirmations '
Al % Number Narma Date
In Process A000000464 | test 18.01.2018
Completion Reported 4000000441  servOl 18,12 2017
Approved 4000000432  Service Confirmation 11122017
Rejecied 4000000393 ses 27102017
Cancaled 4000000382 585 27102017

14. Click on "Create invoice’. The invoice will automatically be send to REA online.

4 List of Confirmations > Display Confirmation

Confirmation: 4000000464
[ [ Create Invcuca][ﬂﬂumr Display Document Flow | | & Print || Download |

“  Communication and Collaboration

Message to Purchaser

Testmessage...._..........
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