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Notice

Copyright

Copyright reserved by Government of Kenya (GoK) for the Integrated Financial Management Information System
(IFMIS) Project.

Copyright is reserved in accordance with Section 77 of the Copyright, Designs & Patents Act, 1988.

No part of this document shall be changed, modified, amended, transmitted, reproduced, copied or distributed without
written permission from the copyright holder. The copyright holder may have patents or pending patent applications,
trademarks, copyright, or other intellectual property right covering subject matter in this document. The furnishing of
this document does not give you license to these patents, trademarks, copyright, or other intellectual property except
with the mentioned written permission.

Disclaimer

This document contains confidential and proprietary information. This information is private and protected by law and,
accordingly, if you are not the intended recipient, you are notified that any disclosure, copying or distribution of or taking
any action based on this information is prohibited. Although every precaution has been taken in the compilation of this
document, the copyright holder assumes no responsibility for errors or omissions and the contents of this document
may not be relied upon for any representation or warranties of any nature whatsoever and howsoever arising whether
stated or implied. Neither is any liability assumed or accepted for damages resulting from use of the information herein.

Enquiries to be directed to: IFMIS Department, The National Treasury
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Foreword

Public procurement in Kenya has undergone significant development. In the 1960s, the system did not have regulations.
This however changed in the 1970s, 1980s and 1990s with the regulation by Treasury circulars. Today, new public
procurement standards lead the way premised on Public Procurement and Disposal Act of 2005 and Procurement
Regulation of 2006 that created Public Procurement Oversight Authority (PPOA).

A notable transformation commenced in 2003 when the government introduced the Integrated Financial Management
Information System (IFMIS) as a Public Finance Management (PFM) reform initiative to automate and streamline
Government financial management processes and procedures. Procure to Pay (P2P) is a major component of the
IFMIS system. Its aim is to provide an efficient and streamlined procurement and payment system by fully automating
the procurement and payment process. This will among others increase control and visibility over the entire life-cycle
of a procurement transaction from procurement planning to payment, reduce paperwork, eliminate physical delivery of
documents and ensure that suppliers receive payments in days instead of weeks.

Some of the key procurement functionalities configured in the IFMIS Procure to Pay system are: Procurement Planning;
Supplier Management; Requisition Management; Quotation Management; Purchase Order (PO) Management; Receipt
Management; Invoicing and Payments Management; Inventory Management; Contract Management; Reconciliations
and Period End Close.

Electronic procurement begins with the development of procurement plans to the actual procurement of goods and
services as well as payment of suppliers for goods delivered or services performed. The system will also ensure
compliance with legislation and regulations. But even more important, is the access the IFMIS Procure to Pay System
accords suppliers to transact online during the procurement process through Kenya Supplier Portal.
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Introduction

IFMIS electronic procurement is a major breakthrough for public Public Finance Management. Electronic procurement
plays a key role in prudent government financial management and resource allocation. It has introduced a new era to
government procurement by bringing to an end manual procurement challenges the country has experienced in the
past. The National Treasury’s IFMIS Department and the Public Procurement Oversight Authority (PPOA) continue to

work towards full automation of this process.

There are many benefits of electronic procurement. The National Treasury has committed resources to ensure
Ministries, Departments, Agencies and Counties continue to enjoy the benefits of this process. These include increase
in transparency and accountability at all levels of the procurement process; reduction of processing time and costs and
curtailing of risks as well as errors common in a manual environment. The system also notifies suppliers of the status

of the award, contract or Local Purchase Order (LPO).

IFMIS - HELA ZETU, HUDUMA BORA
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Kenya Supplier Portal

Definition
What is Kenya Supplier portal?

1) Is an application that enables buying companies and their suppliers to communicate key information directly with
each other

2) It enables suppliers to receive immediate notifications from buyers and respond to them

The Kenya Supplier Portal is being deployed at IFMIS to enable government suppliers to efficiently manage
interaction and communication with the government for all purchasing activity. The portal provides a secure, Internet-
based access point that enables direct and real-time access to purchasing and invoicing activity with IFMIS.

Suppliers access the latest information for their individual accounts, including:

Purchase Orders
Receipt information
Invoice and Payment status

The two-way collaboration enables suppliers to:
v" View and acknowledge purchase orders
v' Submit purchase orders change requests
v" View your current purchase agreements
v" View buying company’s response to your requests
v" View invoices, receipts and received payments
v' Search for order, receipt, invoice, and payments

Sourcing Supplier Portal

Registered suppliers will also have access to the Sourcing Supplier portal. This portal also provides a secure,
Internet-based access point that enables direct and real-time access for responding to bid invitations and
communicating directly with the GOK Procuring Units.

[FMIS - HELA ZETU, HUDUMA BORA
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The Sourcing Supplier Portal enables suppliers to:
. Receive immediate notification of bid request invitations from the Buyer.

. Complete and submit complete bid responses online

The layout of this Training Manual is indicated in the following table:

Chapter Topic

Chapter 1: Kenya Supplier Portal Overview Lesson 1: Introduction to Kenya Supplier Portal

Table 1: Training Manual layout

Related Policies
Below is the list of relevant government Supply Chain Management (SCM) Policies and Procedures:

e General commercial laws (e.g. Sale of Goods Act Cap 31, Law of Contracts Cap 23, Government Contracts
Act, Cap 25, etc);

e Laws governing state corporations;
e Labour, tax, customs and banking laws among a myriad of other statutes containing aspects of procurement;
e Laws governing the practice of various professions; and

Supply chain management: A guide for accounting officers/authorities.

Objectives
This manual Outlines how Kenya Supplier Portal users will :

Access the Kenya Supplier portal and Home Page
Use the Orders tab and related functions
Use the Finance tab and related functions

Use the Sourcing responsibility to respond to bid requests and communicate directly with the GOK procuring
unit.

AIRNIENIN
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Topic 1: Kenya Supplier Portal and Home Page Review

Supplier Access and Account Setup

Approved supplier users will be registered at IFMIS for access to the Kenya Supplier portal.

Registered suppliers will receive valid UserlD and Password login credentials via email from designated IFMIS
administrators. The email information will also include the appropriate link to the Kenya Supplier login page for

access.
This topic covers:

Navigation to the Kenya Supplier Portal Home Page
Review of Home Page elements

Kenya Supplier Portal Login

The Login screen is displayed.

1- Enter assigned value in the User Name field.
2- Enter assigned value in the Password field.

MMKeenva Suppilier

arce rch e e

o 4 2Y

Login | Cancel

sor Ammriance

The National Treasury Acceubiey

Select a Language:
English

B2 Favorites ¥

FPortal

Diagnostics Logout Preferences Help Personalize Page

Enterprise Search Al E‘ Go Search Results Display Preference  Standard Iz‘

Oracle Applications Home Page

Logged In As USERZ

Main Menu Worklist
Personalize Full List |
17015 suppler Site [From [Type [subject [sent~  [pue|
=) 2 kenva Supplier Portal Full Access SUPPLIERPORTAL, KENYA Sourcing Auction Awarded Award Decision: RFQ 1 (PO Test Scenarios) 03-Feb-2014
Home SUPPLIERPORTAL, KENYA Sourcing Two-Stage Evaluation Tw e RFQ Evaluation Complete: Tachnical (RFQ 1) 03-Feb-2014
[ payables Manager SUPPLIERPORTAL, KENYA Sourcing Negotiation Closed Early: RFQ 1 (PO Test Scenarios) 03-Feb-2014
B sourcing supplier SUPPLIERPORTAL, KENYA PO Approval For Your - Blanket Purchase Agreement POO3FEB2014-006, 003-Feb-2014
SUPPLIERPORTAL, KENYA PO Approval For Your - Blanket Purchase Agreement POO3FEB2014-003, 003-Feb-2014
SUPPLIERPORTAL, KENYA PO Approval Fol ard Purchase Qrder PO03FER2014-001, 0 03-Feb-2014
KIMWELE, CHARLES PO Approval For Your andard Purchase Order POOSJAN2014004, 0 09-Jan-2014

 TIP Vacation Rules - Redirect or auto-respond to notifications.
TIP Worklist Access - Specify which users can view and act upon your notifications.

The Oracle Applications Home Page is displayed.
4- Click the Supplier Portal Full Access / Home Page link.
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l F M [S Kenya Supplier Portal Full Access

n Navigator ¥ & Favorites ¥ Home Logout Preferences Personalize Page Diagn

Search | PO Number  [x] ﬂ
T : Purchase Orders
4 Agraements
Subject [pate | Tnvoices
Award Decison: RFQ 1 (PO Test Scenarios) 03-Feb-2014 19:05:46 + Tnvaices
Two-5tage RFQ Evaluation Complete: Technical (RFQ 1) (3-Feb-2014 18:59:14 PMMI
Closed Early: RFQ 1 (PO Test Scenarios) 03-Feb-2014 18:55:04 o Pyments
For Your Review - Banket Purchase Agreement POO3FEB2014-006, 0 03-Feb-2014 16:36:27
For Your Review - Blankst Purchzse Aqreement POD3FEB2014-003, 0 03-Feb-2014 16:03:44
u.. Orders At A Glance
[ FullList
PO umber Description {Order Data
202030 26-Feb-2014 20:05:52
202020 26Feb-2014 20:04:18
ki aah aht Howl! 26-Feb-2014 19:23:37
kied bk krik! 26-Feb-2014 19:03:01
kk0z Agara 26-Feb-2014 14:47:06

Home Orders Finance Home Logout Preferences Personalize Page Diagnostics

Aboutthis Page  Priva ] Copyright (<) 2008, Cracle. All rights reserved.

The Kenya Supplier Portal Home Page is displayed.

5- Note the Notifications region of the screen. Notifications from the procuring unit personnel will be received in this
section.

6- Note the Orders At A Glance region of the screen. This region will always contain the five most recent purchase
orders for immediate review, showing PO Number, Description, and Order Date.

h.  Orders At A Glance
| Full List |

PO Number Description Order Date

— 13000334 10/09/2013 08:42:37
13000332 10/08/2013 20:52:06
13000326 10/08/2013 14:19:30
13000290 10/07/2013 12:52:12
13000289 10/07/2013 12:51:44

All purchase orders can be reviewed in detail from this region of the screen.

7- Click the link for the PO Number as indicated to drill down to the additional summary information.

IFMIS - HELA ZETU, HUDUMA BORA
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Home | Orders | Finance

Purchase Orders | Agresments

Home >

Standard Purchase Order : 202030, 0 (Total KES 108,340.00)

Cumency=KES Actione | Acknowledge [=] Ga Export

Order Information

ﬁimw
To=l  109,340.00

Payment Status  Not Paid
Recived  In Process

General Terms and Conditions

Totzl  109,240.00 Payment Tems IMMEDIATE
Supler  PRC LIMITED Carmier Invored  In Process
Suppiar Stz OLDONYO. FoB
Adéress ENAPAT BUILDING Freishe Terms
ENAPAI AVENUE Shipping Control
PO BOX 123

RONGAL, 00200 ship-To Address
uyer SUPPLIERPORTAL Miss KENYA

Ordes Date 26-Feb-2014 20:05:52 i PEOTETE

Description
#Sﬁns Supplier Change Pending HAIROBL.
Rezson

Nete to Supplier Bill-To Address
Opersting Unit The National Treasury
Sourcing Document
Supplier Ordes Number
Attachments  None

Address P.0O.Box 40112

HAIROBI,
PO Details

B Indicates new vakes
== Indicates cancellation request

Line &

1 Goods MOO100D639

Supplier
Type Item/Job Ttem Description UOM Qty Price Amount Status Attachments Reason
COMPUTER, SERVER:POWEREDGE R710 RACK CHASSIS FOR UP TO 6X 3.5" HDDS AND INTEL 55¢/56XX PROCESSORS (NO INTERNAL TBU SUPPORT)INTEL XEON X566 (180GHZ €C, 12M  Esch | 2/54670| 109340 Open
CACHE, 6.40 GT/S QPL S5W TDP, TURBO, HT), DDR3-1333MHZ 48 GB

The Order Information window is displayed.
8- Note the Summary information for the order.

9- Note the additional information shown, including Buyer and Order Status.
Po Detas
& Indicates new values
= Indicates cancelation request
Supplier
Line  Type Ttem/lob Ttem
1 Goods 001000117

Description UOMQty  Price Amount Status Attachments Reason

COMPUTER, DIGITAL; UNIT DESIGH DELL OPTIPLEX GX780, DATA STORAGE CAPACITY 20 GB, MEMORY SIZE 2 GB, PROCESSOR CHIP  Each 10 120000 1200000 Open
TYPE INTEL CORE 2 DUO, PROCESSOR CLOCK SPEED 2.93 GHZ, OPTIONAL EXTRAS DVD?RW

Attions RequestCanceHatmnB Go | | Export

Return fo Hor

The PO Details region of the window shows summary information for each line of the order.

11- Click the Return to Home link to return to the main page.

Order Information

Summary
Total 1,200,000.00

Payment Status Not Paid
Received In Process
Invoiced In Process

General Terms and Conditions

Total 1,200,000.00 Payment Terms IMMEDIATE

Supplier PRC LIMITED Carrier
Supplier Site  OLDONYO FOB
Address ENAPAI BUILDING Freight Terms
ENAPAI AVENUE Shipping Control

PO BOX 123

RONGAL, 00200 Ship-To Address

Buyer

Order Date
Description

Status

Reason

Note to Supplier
Operating Unit
Sourcing Document
Supplier Order Number
Attachments

PO Details

£ Indicates new values

== Indicates cancellation request

Supplier
Type Ttem/Job Item

1 Goods MO01000117

Return to Hom

SUPPLIERPORTAL, Miss KENYA
26-Feb-2014 14:47:06
Agaria

Accepted

The National Treasury

None

Address P.0.Box 40112
NAIROBI,

Bill-To Address

Address P.0.Box 40112

NAIROBI,

[FMIS - HELA ZETU, HUDUMA BORA
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UOM Qty  Price Amount Status Attachments Reason

COMPUTER, DIGITAL; UNIT DESIGN DELL OPTIPLEX GX780, DATA STORAGE CAPACITY 20 GB, MEMORY SIZE 2 GB, PROCESSOR CHIP Each 10120000 1200000 Open
TYPE INTEL CORE 2 DUQ, PROCESSOR CLOCK SPEED 2.93 GHZ, OPTIONAL EXTRAS DVD?RW

Actions | Request Cancelation [=] Go Export
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Topic 2: Kenya Supplier Portal Home Page - Orders Tab

Kenya Supplier portal users will have direct access to summary and detail information related to orders through the
Orders tab. This tab also provides links to additional information pertaining to orders, including PO Changes and
Agreements.

This topic covers:

Overview of the Orders tab and summary information
Review of views related to Purchase Orders
Access to Purchase Agreements information

Orders Tab - Summary Information

l FM [s Kenya Supplier Portal Full Access

N Navigator ¥ @ Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

| Home | Orders™|Hi
Purchase Orders | Agreements

Purchase Orders
Multiple PO Change Export
Views
View | All Purchase Orders E| Go Advanced Search

The Home Page is displayed.

1- Click on the Orders tab.

l FM [s Kenya Supplier Portal Full Access

T Navigator ¥ @ Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

Home | Orders | Finance
Purchase Orders | Agreements

Purchase Orders

Multiple PO Change Export

Views
View | All Purchase Orders [=] Go Search
Select Object: knowledge | | View Change History | | Request G i Regquest Changes | 9 Previous | 1-25 Jext 25 (3)
Document Acknowledge
Select|PO Number Rev Operating Unit  Type Description |Order Date ~ Buyer Currency Amount Status By Attachments
= |202030 0 The National Standard PO 26-Feb-2014 20:05:52 SUPPLIERPORTAL, Miss KENYA  KES 109,390.00  Supplier Change Pending
Treasury
. |202020 0 TheNational Standard PO 26-Feb-2014 20:04: 18 SUPPLIERPORTAL, A KES 89,780.00  Supplier Change Pending
© Treasury
K7 0 TheNatonal StandardPO  aahah! Now!! 26-Feb-2014 19:23:37 SUPPLIERPORTAL, A KES 448,500.00  Accepted
Treasury
ke 1 TheNatonal StandardPO  Okwonkwo 26-Feb-2014 19:18:07 SLPPLIERPORTAL A KES 0.00 Closed
Treasury
ks 1 TheNatonal StandardPO  abutabutzh non!! 26-Feb-2014 19:11:57 SUPPLIERPORTAL, Miss KENYA  KES 0.00 Closed
Treasury
k4 0 The Natonal StandardPO krkkrk! 26-Feb-2014 19:03:01 SUPPLIERPORTAL, Miss KENYA  KES 273,350.00  Accepted
Treasury
ko2 0 TheNatonal StandardPO  Agaria 26-Feb-2014 14:47:06 SLPPLIERPORTAL A kes 1,200,000.00 Accepted
Treasury
2 0 TheNatonal StandardPO  chap chap. 26-Feb-2014 14:44:39 SLPPLIERPORTAL Enva  KES 2,090,000.00 Rejected
Treasury
ko1 0 TheNational Standard PO 26-Feb-2014 14:41:43 SUPPLIERPORTAL, A KES 1,200,000.00  Accepted
Treasury
. k23 0 TheNational Standard PO 26-Feb-2014 14:34:34 SLPPLIERPORTAL, Miss KENYA  KES 454,350.00  Rejected
Treasury
2020 0 TheNatonal Standard PO 26-Feb-2014 12:39:50 SUPPLIERPORTAL, Miss KENYA  KES 62,700.00  Rejected
Teezeur

The Purchase Orders window is displayed. This window contains all purchase orders. Note the links for drilldown to
each PO Number listed. The window displays 25 order listings at a time.

2- Use the vertical scroll bar to scroll down the list.
3- Click on the Next 25 link to view the additional listings.

IFMIS - HELA ZETU, HUDUMA BORA
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n

IFM [S Kenya Supplier Portal Full Access

B Favorites ¥ Home Logout Preferences Personalize Page Diagnostics
Orders | Finance
Purchase Orders | Agreements

Purchase Orders

Multiple PO Change ;Fxport

View | All Purchase Orders [=] Go Advanced Search

Select Object: | Acknowledge ‘ | view Change History | [ Request Cancellation | a Request Changes | revious 25 | 26-29 of 29 |Z| Next (2)
Select| |Rev fing Unit Type ipti |Order Date ™ ‘Bllver Currency Amount Status Acknowledge By  Attachments
) [PO0000201402 0  [The National Treasury  Standard PO Purchase oflaptops ~ 07-Jan-201416:43:39  [KIMWELE, Mr. CHARLES KYAMBATL KES 26,583,000.00 Open
PO0000003 0 TheNational Treasury  Standard PO Purchase of laptops ~ 19-Dec-2013 17:25:57  |KIMWELE, Mr. CHARLES KYAMBATL KES 3,000.00 Open
5401 0 TheNational Treasury  Standard PO Test Test 02-Dec-201307:23:31  [KIMWELE, Mr. CHARLES KYAMBATL KES 4,000.00 Supplier Change Pending
34500 0 TheNational Treasury  Standard PO Purchase of laptops ~ 02-Dec-201307:22:58  [KIMWELE, Mr. CHARLES KYAMBATL KES 3,000.00 Supplier Cancellation Pending

Multiple PO Change | | Bxport

Home Orders Fin Home Logout Prefere:

The window is refreshed to display the next 25 records.

4- Click on the Previous 25 link to view the previous listings.

IFM ls Kenya Supplier Portal Full Access

M Navigator ¥ B Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

Orders | Finance
Purchase Orders | Agreements

Purchase Orders

Multiple PO Change Export

View | All Purchase Orders =] Go Advanced Search

Select Object: ‘ View Change History ‘ Request Cancellation Request Changes | %) Previous | 1-250f 29 E Next4
]7‘ Document ‘ Adkmowledge
Select PO Number Rev Operating Unit ~ Type Description Order Date Buyer Currency Amount Status By Attachments
a |2 0 :rw:al;isrt:nal Standard PO 26-Feb-2014 20:05:52 SUPPLIERPORTAL, Miss KENYA  KES 1089,340.00 Supplier Change Pending
0 ;he National Standard PO 26-Feb-2014 20:04: 18 SUPPLIERPORTAL, Miss KENYA  KES 89,780.00 Supplier Change Pending
0o TT;::JI;QLHEI Standard PO aah ah! Now!! 26-Feb-2014 19:23:37SUPPLIERPORTAL, Miss KEMYA ~ KES 448,900.00 Accepted
reasur
i ;he Na;enal Standard PO Okwonkwo 26-Feb-2014 19:18:07 SUPPLIERPORTAL, Miss KENYA  KES 0.00 Closed
kkS 1 ﬁ?:;:ﬁonal Standard PO abutabutah now!! 26Feb-2014 19:11:57 SUPPLIERPORTAL, Miss KENYA  KES 0.00 Closed
reasur
o ;he Naﬁyenal Standard PO ik krik! 26Feb-2014 19:03:01 SUPPLIFRPORTAL, Miss KENYA ~ KES 273,350.00 Accepted
o T;::;ruynnal Standard PO Agaria 26Feb-2014 14:47:06 SUPPLIERPORTAL, Miss KENYA  KES 1,200,000.00  Accepted
o EZE:JI;?UHal Standard PO chap chap, 26Feb-2014 14:44:39 SUPPLIFRPORTAL, Miss KENYA ~ KES 2,090,000.00 Rejected
0o T;‘ve::;rhinﬂ Standard PO 26-Feb-2014 14:41:43|SUPPLIFRPORTAL, Miss KENYA ~ KES 1,200,000.00  Accepted
0o :T?rwza:l;r;unal Standard PO 26-Feb-2014 14:34:34 SUPPLIERPORTAL, Miss KEMYA ~ KES 454,350.00 Rejected
reasur
o Ihe Naﬁyenal Standard PO 26-Feb-2014 12:39:59 SUPPLIERPORTAL, Miss KENYA  KES 62,700.00 Rejected

The order information is listed in sequence by the latest Order Date.

5- Click the indicator next to Order Date to reverse the sequence.
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IFM IS Kenya Supplier Portal Full Access

T Navigator ¥ B Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

Orders | Finance
Purchase Orders | Agreements

Purchase Orders

Multiple PO Change Export

View | All Purchase Orders = [ e Advanced Search
Selact Object: | Acknowledge View Change History Request Cancellation Request <) Previous | 1-25 [ Next 25 @

| Document Acknowledge
Select PO Number Rev Operating Unit  Type Description rder Date = Buyer Currency Amount Status By Attachments
- [34500 0 The National Standard PO Purchase of laptops 02-Dec-2013 07:22:58 KIMWELE, Mr. CHARIES KES 3,000.00 Supplier Cancelation
Treasury T Pending
. /5401 0 The National Standard PO TestTest 02-Dec-2013 07:23:31 KI Mr. CHARLES KES 4,000.00 Supplier Change Pending
Treasury K
=~ [P00000003 0 The National Standard PO Purchase of laptops 18-Dec-2013 17:25:57 KIM/ KES 3,000.00 Open
) Treasury
PO0000201402 0 The National Standard PO Purchase of laptops 07-J2n-2014 16:43:39 KI KES 26,583,000.00 Open
Treasury
. |Po0000201403 0 The National standardPO Purchase of laptops 07-J2N-2014 16:44:54 K Mr. CHARLES KES 26,583,000.00 Open
) Treasury K
= [PO0000201404 0 The National standardPO Purchase of laptops 07-Jan-2014 16:46: 19 KIMWELE, Mr. CHARLES KES 26,583,000.00 Open
) Treasury
PO0000201408 0 The National Standard PO Purchase of laptops 07-Jan-2014 17:15:30 KI KES 26,583,000.00 Supplier Cancelation
! Treasury K Pending
-, |PO0000201407 0 The National Standard PO Purchase of laptops 07-Jan-2014 17:15:53 KI Mr. CHARLES KES 26,583,000.00 Open
Treasury KY
-, POOSIANZ014001 O  The National Standard PO 08-Jan-2014 11:40:24 KIMWELE, Mr. CHARIES KES 454,350.00  Supplier Cancelation
- Treasury A Pending
POOSIANZ014004 (0  [The National Standard PO PRCLIMITEDO02 09-Jan-2014 13:23:08 KI . CHARLES KES 454,350.00  Supplier Cancelation
’ Treasury Y Pending
POOSIANZ014005 (0  [The National Standard PO PRC LIMITEDOOOS TEST Acceptance 09-Jan-2014 16:50:23 KI Mr. CHARLES KES 4,543,500.00 Rejected
T ic

T

The order information is now listed in sequence by the earliest Order Date.
6- Click the indicator next to Order Date again to return to the original sequence.
Utilizing Purchase Order View

l F M [s Kenya Supplier Portal Full Access

T Navigator ¥ @ Favorites ¥ Home Logout Preferences Personaiize Page Diagnostics

Orders | Finance
Purchase Orders | Agreements

Purchase Orders

I

HMultiple PO Change Export

view | All Purchase Orders [=] [so \ Advanced Search

Use the View function to narrow the order search.
1- Click the Advanced Search button.

Advanced Search

Views
Specify parameters and values to fiter the deta that s displayed in your resuls set
(9 Show table data when af condtions are met
() Showw tabl data when aay conditin i et :
FOMmber i ﬂ ) e ——

Document Type E A

Order e~ g @ ]
Ship T
Logno:\ - E

#-—- (60 | | Clear Adg Another - Adnowfedgemert Smsz A

The Advanced Search window is displayed. Note the multiple parameters available for search.
2- Enter a specific value in the PO Number field.
3- Click the Go button to execute the search.

IFMIS - HELA ZETU, HUDUMA BORA
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~ Advanced Search

Specify parameters and values to filter the data that is displayed In your results set,
(® Show table data when all conditions are met.
() Show table data when any condition Is met.

PO Number | ig v 020004
Document Type Is 9 4
orderOate (15 [v] vl
Shp-To 5 |V !
Location :] B

_Go | | Clear Jadd Another | Adnowledgement Status || | Add |
Select Object: | Acknowledge | View Change History | Request Cancellation | ~ Request Changes
Select PO umber  Rev  Operating Unit Document Type  Description Order Date »
O 020004 0 The National Treasury Standard PO

Currency Amount  Status  Acknowledge By

purchase of computer 16-Jun-2014 12:31:41 KES 7317000  Accepted

Search results are displayed.

4- Click the link under PO Number to view additional information for the order

IFM ls Kenya Supplier Portal Full Access

N Navigator ¥ [ Favorites ¥ Home Logout Preferences Help Personalize Page Diagnostics

Orders | Finance

Purchase Orders | Agreements

Orders. Purchase Orders =

Standard Purchase Order : kk7, 0 (Total KES 445,900.00)

Currency=KES

—Acm View Change History (=] [ Go | [ Export

‘Order Information
Geners S S— S oo
Payment Status  Not Paid
Totzl 448,900.00 paymentTerms IMMEDIATE Received In Process
Supplier PRC LIMITED Carrier Invoiced  In Process
Supplier Site  OLDONYO FOB
Address  ENAPAI BUILDING Freight Terms
ENAPAIL AVENUE Shipping Control
PO BOX 123
RONGAL, 00200 Ship-To Address
Buyer SUPPLIERPORTAL, Miss KENYA
Order Date  26-Feb-2014 19:23:37 Address  P.0.Box 40112
Desciption  aah ah! How!t
Status  Accepted HAIROBL,
Reason
Note to Supplier Bill- To Address

Operating Unit
Sourcing Document
Supplier Order Number
Attachments

The National Treasury

Hone

Kenya Supplier Portal Full Access

Address  P.0.Box 40112

HAIROBI,

i Navigator ¥ @ Favorites ¥ Home Logout Preferences Personalize Page Diagnostics.

Purchase Orders | Agreements
Change History for Standard Purchase Order : kk7
Currency=KES e
% Indicates new values
== Indicates cancellation

| Supplier | Price | Promised  Need-By End pp! ool Line i c i
Details [Request Date Lis i Ttem ipti UOM Rate Amount Date Date  Number Number Changes Split Request Response
[ Show 26-Feb-2014 19:25: 11 Mo Mo Accepted
Return to Orders : Purchase Orders ok

Home Orders Finance Home Logouf age Diagnostics

All Change Order history is displayed for the order.

7- Click the Ok button to close the window.
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Home | Orders | Finance |

Orders: Purchase Orders > Purchase Orders >

Standard Purchase Order : 020004, 0 (Total KES 73,170.00)

Currency=KES

Returning to the Actions box:
8- Select the View PDF value.
9- Click the Go button.

' Iz pou wrank 1o open o maren b fike T

1 Haws PO_AT 12800000 B UG el |
Typa: Adphs Armohst Dsturant, 1508
Fom aprocsspl.nsonidcom

—3[ oen [ fem [ fwed ]

& Wi bt e T Wbt (s b e, s i o Dy

The File Download window is displayed.
10- Click the Open button.
]
b TR
I R LM
St v RN
T B
0]
PO Eadity
WA
18y
e Ex
MR ML
PR FilBadlit;
PR AENE WA
MBI (L
BOMGA 0
i
| T e A (M w [,
T [T E
Sy e Tm St b L i Ly
[EaAn (R
o [
™ Fibiuraw [uscrgger DO ENctedm ol | Deely UM VPR [T | EdeodPi
s
| 1 |COMPITER PEFEONAL MELLSY | CF IELDEY TP S0RAM PRDOESE0R 24P TP ATH CORE E4%) FROERA08 2100 SFER) 17681 SR I
TA 141 PSR PR YA 0N 30wl MR Do T3 | DR B
= 11 s '
Peie e S T e . Nt BEGI

A PDF copy of the order is displayed. Use this copy for printing or save to desktop.
11- Use the File>Exit command to exit from the PDF document.
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Viewing Order Agreements

Supplier purchase agreements with IFMIS can be viewed in detail through the link under the

Orders tab.

Home | Orders | Finance

Purchase Orders ~ Agreements

Purchase Orders

\

1- Click the Agreements link.

Home | Orders | Finance

Multiple PO Change | | Export

Purchase Orders | Agreements

Supplier Agreements

Simple Search

Note that the search Is case nsensitive
PO Number
Global v
Effective-From Date
Effective-To Date

- | Go | | Clear

Advanced Search

The Supplier Agreements window is displayed. Use this window to search for agreements using multiple criteria.
2- To search for all Agreements, click the Go button.

Home | Orders | Finance

L

Purchase Orders  Agreements

Supplier Agreoments

Smplo Search
Note that the search Is Case nsensitive
PO Number
Global v|
EMectve-From Date
Effective-To Date
Go Cloar
PO Humber Global Description

QYes PRC UMITED Test 123

QYes purchasing agreement

The search results are displayed.

3- To view a specific Agreement, click the link under the PO Number column.

0922014 15:22:24
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FO Number 2000000 Approved Date 05-May-2014 12:26:27
Revisicn () Supplier  PRC LIMITED
Description  isupp test ) ] Buyer SUPPLIERPORTAL Miss KENYA
Currency KES Amount Agreed
Amount Released 0,00 Status
Global Yes Effective Start Date  05-May-2014
Effective End Date  05-May-2016
~ Releases
PO Number Revision Status Order Date Currency Amount

No resuks found.

Detail information for the Agreement is displayed, including all Releases associated with the
Agreement.
4- Click the Return to Orders, Agreements link.

Home | Orders | Finance
Purchase Orders | Agreements

Supplier Agreements

[ Export |
 Simple Search :
Note that the search is case insensitive Advanced Search |

PO Number
clonal  [v]
Effective-From Date 3
Effective-To Date 3
Go | Clear |
Amount  Amount Effective-From Effective-To Upload
PO Number Revision Global Description Order Date Currency Agreed  Released  Date Date Status Attachments Status
POOD0020141( 0Yes PRCUMITED Test 123 KES 0.00 Draft
0Yes purchasing agreement 09-Jul-2014 15:22:24 KES 09-Jul-2014 10-Jul-2015
OYes agreement for testing 27-Jun-2014 11:40:37 KES 27-Jun-2014  27-Jun-201S
0Yes testing 24-Jun-2014 09:01:12 KES 24-Jun-2014 24-Jun-2015
0 Yes 23-Jun-2014 15:29:17 KES
0Yes supply of goods 17-Jun-2014 19:34:16 KES 17-Jun-2014 17-Jun-2015

The Supplier Agreements window is displayed.
5- Click the Home tab to return to the main portal page.
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Topic 3: Kenya Supplier Portal Home Page - Finance Tab

Kenya Supplier portal users will have direct access to multiple levels of financial information through the
Finance tab. This tab provides links to invoice and payment information.

This topic covers:

o Overview of the Finance tab and summary information
o Review of Invoice details
o Review of Payments details

The Home Page is displayed.
1- Click on the Finance tab.

Invoice Information
The View Invoices window is displayed. Note the multiple criteria available for query.

2- Enter the value in the PO Number field.
3- Click the Go button.

[FMIS - HELA ZETU, HUDUMA BORA

Protecting and utilizing public funds for optimal performance and service delivery to Kenyans



IFMIS P2P KENYA SUPPLIER PORTAL TRAINING MANUAL

Home | Orders | Shipments | Finance | Admin

Create Invoices | View Invoices | View Payments
View Invoices
Simple Search
Advanced Search
Invoice Number Invoice Amount From To
PO Number 13000228 Amount Due From To
Payment Number Invoice Date From & To =)
el SRS - Due Date From To =]
Payment Status - (example: 10/19/2013)
Go | [ Clear
Invoice |mnvoice pate + Type currency Amount Due Status On Hold Payment Status Due Date Payment PO Number Receipt Attachments
RB5! \lﬂmfzﬂl3 Standard uso 100.00 100.00 In-Process Not Paid 11/15/2013 13000228
Search results are displayed in summary for all invoices related to the PO.
4- Click the link under Invoice to view details.
Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments
Finance: View Invoices >
Standard Invoice: RB5678 (Total USD 100.00)
Currency=USD \ Export
Payment Information
General Amount Summary B
Invoice Date 10/17/2013 Ttem 100.00 Discount Taken 0.00
Status In-Process Freight 0.00 bie HLED
0n Hold Miscellaneous 0.00 Status ot Pald
Attachments None Tax 0.00 @ Payment Date
Supplier INDUSTRIAL SAFETY PRODUCTS INC Prepayment 0.00 Payment
Supplier Site 01 Retainage 0.00 Term NET 30 DAYS
Address 6091 CAREY DR Withholding Tax 0.00
VALLEY VIEW, OH 441 Total 100.00
Invoice Lines | Scheduled Payments _Hold Reasons
Line ~ Type  Description Qty uom Price Tax Included Amount Retainage Status PO Number PO Line PO Shipment Buyer Receipt
1 Item 1EA 100.00 100.00 0.00 In-Process 8 1 1 Dei

Detail information for the invoice is displayed.

5-

Note the Payment Information summary box.

6- Click the Scheduled Payments tab.

Create Invoices | View Invoices | View Payments
Finance: View Invoices >
Standard Invoice: RB5678 (Total USD 100.00)

Currency=USD

Invoice Lines

Due Date
11/16/2013

Scheduled Payments || Hold Reasons

Amount
100.00

General Amount Summary

Invoice Date  10/17/2013 Item 100.00

Status In-Process Freight 0.00

On Hold Miscellaneous 0.00
Attachments None Tax g.00 &

Supplier INDUSTRIAL SAFETY PRODUCTS INC Prepayment 0.00

Supplier Site 01 Retainage 0.00

Address 6091 CAREY DR Withholding Tax 0.00
VALLEY VIEW, OH 44125 Total 100.00

Payment Information
Paid 0.00
Discount Taken 0.00

Export

Due

Status
Payment Date
Payment
Term

Remaining Amount Status
100.00 Not Paid

100.00
Hot Paid

NET 30 DAYS

Method
Check

Payment Schedule information for the invoice is displayed.

7-

Click the Hold Reasons tab.

Create Invoices | View Invoices
Finance: View Invoices >
Standard Invoice: RB5678 (Total USD 100.00)

| View Payments

T T s o R —

Invoice Lines  Scheduled Payments Hold Reasons

Hold Name
No results found.

Hold Reason

Return to Finance: View Invoices G

Hold Date

Release Name

Currency=UsD
e Amount o Payment Information
Summa) Paid 0.00
Invoice Date  10/17/2013 Item 100.00 Discount Taken 0.00
Status In-Process Freight 0.00 Due 100.00
on Hold Miscellaneous 0.00 Status Not Paid
Attachments None Tax g.00 & Payment Date
Supplier INDUSTRIAL SAFETY PRODUCTS INC Prepayment 0.00 Payment
Supplier Site 01 Retainage 0.00 Term NET 30 DAYS
Address 6091 CAREY DR Withholding Tax 0.00
VALLEY VIEW, OH 44125 Tem oD

Release Reason

Release Date

Hold and Release information for the invoice is displayed.
8- Click the Return to Finance, View Invoices link.
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Payments Information

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments

View Invoices “

i

1- Click the View Payments link under the Finance tab.

Create Invoices | View Invoices | View Payments

View Payments

Home | Orders | Shipments | Finance | Admin

Simple Search

Mote that the search is case insensitive

Payment Number Status l:l Q

Invoice Number 35662 (— Payment Amount From To
PO Number

—>[ 60|

The View Payments window is displayed. Note the multiple criteria available for query.
2- Enter the value in the Invoice Number field.

3- Click the Go button.

Fayment Date From To
(example: 10{15/2013)

P cuguue

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments

View Payments

e Liayuates

Simple Search
Note that the search is case insensitive
Payment Number Status Q
Invoice Number 35662 Payment Amount From To
PO Number Payment Date From B 1 =]

(example: 10/19/2013)

Go Clear
Payment Payment Date + Currency Amount Method Status Status Date Bank Account Invoice

1123 10/08/2013 usb 100.00 Check Negotiable 10/08/2013 KEY CONTROLLED DISBURSEMENT 35662

Advanced Search

PO Number
13000332

Search results are displayed.
4- Click the link under the Payment to view detail information.

Home | Orders | Shipments | Finance | Admin

Create Invoices | View Invoices | View Payments
Finance: View Payments >
Payment: 1123 (Total USD 100.00)
Export
Payment Date  10/08/2013 Supplier INDUSTRIAL SAFETY PRODUCTS INC
Method Check Supplier Site 01
Status Negotiable Address 6091 CAREY DR
Status Date  10/08/2013
VALLEY VIEW OH 44125
Bank Account KEY CONTROLLED DISBURSEMENT
Included Invoices M
Invoice \!nvoice Date Type Currency Amount Status Payment Status Payment PO Number Receipt Attachments
35662 10/08/2013 Standard usb 100.00 Approved Paid 100.00 13000332
Ret : View Pay Z
urn to Finance: View Payments < Export

Detail information for the payment is displayed. If desired, user can drill down on details for all
Included Invoices associated with the payment.
5- Click the Return to Finance, View
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To confirm the status of the submitted invoice:

1- Click the View Invoices link.

Create Invoices | View Invoices | View Payments

View Invoices

T [T T TR L Ge— kW |

Simple Search

Invoice Number  [S567212

PO Number
Payment Number
Invoice Status -

Payment Status -

~———>[ 6o | [ Glear |

The View Invoices window is displayed.
2- Enter the value in the Invoice Number field.
3- Click the Go button.

Search results are displayed.

Invoice Amount From To

Amount Due From To
Invoice Date From §| To §|
Due Date From El To EI

(example: 10/15/2013}

4- Note the summary information for the invoice, including the Status of In-Process.

Create Advance Shipment Notice

i)

Shipment Header Shipment Lines

Shipment Information

* Indicates requirad field

* Shipment Number 101 * Shipment Date  10/18/2013 16:42:20
* Expectad Receipt Date  10/21/2013 16:42:28 L:j‘:y Shipment Date: cannat be fater than
Exsmple: 10/19/2013 16:41:19
Freight Information
Freight Terms A Freight Carrier 4
Wumber of Containers Bill of Lading
Weybil/Airbil Humber  Fx-3456 4 Packing Slip
Packaging Coda Spacial Handiing Code
Tar weight Tar weight UOM
Net Weight Het Weight LUOM
Comments

S
Add Shipments | Preview | | submit |

cancel | | Add shipments | | preview | | Submit |
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Topic 4: Sourcing Supplier Portal

Supplier Access to Sourcing Supplier Portal

Approved supplier users to will be registered at IFMIS for access to this portal.

Registered suppliers will receive valid UserlD and Password login credentials via email from designated
IFMIS administrators. The email information will also include the appropriate link to the login page for

access.

This topic covers:

o Navigation to the Sourcing Supplier Home Page and Review
° Responding to RFQ invitations through online quote creation
o Creating online discussions through portal messaging

Sourcing Supplier Home Page

E-Business Suite

Enterprise Search Al . @ Search Results Display Preference  Standard
4 10 As MCASTROGINDSAS.COM
Oracle Applications Home Page

lm  Main Menu Worklst ]
Personalize Full List

Suopher Portal Bl AcCess from Type Subject Sent -
= (3 ) sourcng Susole Demenarie, Jenedfer Sourcng Publesh You 2 0152 10/21/2013

The Oracle Applications Home Page is displayed.

Note the Sourcing Supplier responsibility listed. This responsibility provides access to the Home
Page for Sourcing Supplier.

Note the Worklist region of this page. All Invitations for quote responses will be listed here.
1- Click the Subject link to view the details of the invitation.

E-Business Suite

¥acke Apghcatons Home Page >
You are invited: RFQ 15279 (sdvsdvidy) e
Yeou o
From  Demmerte, Jonsifer
To MCASTROSINDSAF COM
Seot 10/21/2013 12:14:36
D 4081377
Negetation Peniew Octcber 08, 2013 08:33 pen Eastern Time
Negotation Open October 08, 201 08:33 pm Easters Time
Negotation Cose October 26, 2013 0734 pm Eastern Time
Suppher INDUSTRIAL SAFETY PRODUCTS INC
Suppher Ste 01
lm
This RFQ is already i progress
To acknowledge your intent 10 paricipate, press the Yes Bution on this page. To deckne the imatation. press the No Button. You may ester 3 note to the buyw in the space below brfore acknowledgng or decining
Please 9o 10 liegetiaton Delnds page € you want 10 vew the document Befre Schnowledging ntest 10 PACIRILs Indcr 10 enter 8 re3ponse
Action Mstory
om |Action Date |Action ¥rom [re |Detais
1 $0/21/2013 12:14:36 Subent Demmerte, Jernder MCASTROGINDSAF.COM
 Resgonse
Mote %0 Buyer
Fatirn 10 Workht s T
|= »
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The Invitation Details are displayed. Supplier users can respond directly from this screen, or create a separate
detailed quote for response.
2- Click the Return to Worklist link.

E-Business Suite

Enterprise Search  All -

Oracle Applications Home Page

Main Menu
L L ]

Personalize

@ O isupplier Portal Full Access
& O sourcing Supplier
= U sourcing

ey |1 S0UrCinG Home Page
= Worklist

3- Use the Sourcing / Sourcing Home Page link to navigate to the Home Page.

Sourcing

Search Open Negotistions ~ Title -
Welcome, MARK CASTRO.
Your Active and Draft 3
Press Full List to view all your company’s respenses. Full List |
Response Humber Ressponae Status Suppher Site Megoliation umber Titke Type Time Left Moniter  Unread Messages
Draft o 15279 sdvsdvedy RFG 5 days & hours

" vour Company’s Open Invitations — !
Fuill List

Supplier Site Hegatiation Mumber Tithe Type T Left
Mo results found.

Quick Links €——

The Home Page is displayed.

4- Note the information contained in the Your Active and Draft Responses region of the page. You
will use this region to navigate directly to all reponses.

5- Note the information contained in the Your Company’s Open Invitations region of the page. All
open invitations for RFQ response will be listed here.

6- Note the Quick Links region of the page. You will use this region to navigate directly to view
Responses by Type (Active/Disqualified/Accepted/Rejected). Use this region to also update Personal
Information related to contact information for responses.
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Creating Quotes

Registered supplier users can immediately respond to IFMIS bid invitations through the portal. Completed
quotes can include notes to buyer, and any attachments that the supplier user wants to add as part of the
response. Prior to submission, quote responses can be validated to ensure all required information is entered
on the response.

Sourcing

| Hegotiations

i

i

| Search Open Megotiations  Trle - E
:h-'."\."'.h:"\'. MARK CASTRO

! Press Full List i view all your company’s respeeses. Full List
i

i

i

i

i

!

G003 Draft o 15279 scbsadady BFQ 5 daysé hours

All active quote responses are listed in the Your Active and Draft Responses section of the
Home Page.
1- Click the link under the Negotiation Number field to access the negotiation.

Saurcing

Afons  Craste Quste -
e by
/ Stati Acthed Ot Date 1008/ 003 FAT48
T Left 5 dirys & hours i Dt 10/ 26/ 003 191420
Header dines  Controk
Bopes Demmarts, Jennlier Dutenma SREnAIrd Parchasn Oeoer
aote Siyle  Blind ]
Desrgnon afvndvedy
[ ] =
T
BT Addreds A Pyt Tarred UM RECEIFY 08 BTVOICK
Ship-To Addreas. Sgimes T o
-] Fronght Terms  PREFAID B ADD
Curmascy
BFG Quveny W80 Fripe Frecme Asy
Fegurrmenly
Desliads S i
Ha reny found

The Negotiations window is displayed, showing summary information for the RFQ.
2- Click on the Lines tab to access the lines of the RFQ.

Sourchng

rrse——
RFGr 15273
Actond  Create Quife - [=]
T wthrabendy
/ Soatus  Acthee Open Datw  10y06) 3017 Fc0:48
Fert 6 5 darys 6 Bevisrs Clorsr Dot 10 6 013 1934128
™ bieader [iimea] comruls =
espley Fank As Winj Lese Com Facors ilene
Bssisrg Price Dby Frice Tues ona
L A——
Lins T, R Categy W sy Wit By Frcm et B T Bt Py (USD] AT R T L1
1 CAZ).ORIIN Bl AL BT00:00 1DVIEI0ED 1700 Mg Gructe Bed S e & hesarn
Aetees  Create Guote - [&s]
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The RFQ Lines window is displayed, showing all detail lines information for the RFQ.

3- Click on the Controls tab to view response rules for the RFQ.

Negotiations
Negotiations >
RFQ: 15279

—p  Actions Create Quote €= ~ | Go

Title sdvsdvsdv

Status  Active Open Date 10/08/2013 20:33:48
Time Left 5 days 6 hours Close Date  10/26/2013 19:34:20
Header | Lines | Controls
Schedule
Preview Date  10/08/2013 20:33:48 Open Date 10/08/2013 20:33:48
Close Date  10/26/2013 19:34:20 Award Date
Response Rules

O Negotiation is restricted to invited suppliers

B Suppliers are allowed to respond to selected lines

[ Suppliers are required to respond with full quantity on each line
[ Suppliers are allowed to provide multiple responses

2 Buyer may close the negotiation before the Close Date

Buyer may manually extend the negotiation while it is open

Return to Negotiations Actions  Create Quote v | Go

The Controls window is displayed, listing the Schedule information and all valid Response Rules
established by the IFMIS buyer for the RFQ.

4- Review the information in this window.

5- To initiate the creation of the quote response, select the Create Quote value in the

Actions box.

6- Click the Go button.3

TR——— AT
Caak Custs: G3003 (RFQ 15279

View 530 | | Quote By Spreadshest | | Sawe Orait | | Gontisse
Tele vty Tmelet 3

daye & hows
Ol Gede A0 36/ H013 193400

Hoador  |inos
Suppler  INDUSTRLAL SATETY PROIUCTS TN e i eald U ] —
Suppler Soe 01 - GO CAREY DR, . WALLEY WIDW, &8 44135, U8 -
B Curency LSO Rafernce Numbes |
Quots Currency  USD
[ Yt 0 B!
Atlishmenty

Addd Abtachasens.
Tt Type Deaription Categony Last Updated By Last Updated U pdate ke

P et Found,

Canced | View B35 | | quote By Spreasdubect | | SeveDralt | | gontieus

The Create Quote window is displayed. The window defaults to the Header area of the quote.
7- Use the Calendar icon to enter the appropriate value for the Quote Valid Until date.

< October = 2013 v @

Sun Mon Tue Wed Thu Fri Sat

29 30 1 2 3 4 5

& 7 & 9 10 11 12 1

13 14 15 16 17 JB 19
0 21 n B 25 26
7 28 29 30 31 1 2

Cancel
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The Calendar window is displayed.
8- Select the appropriate Day value.

Boureing

/ Coned | | Viow 597 | | Qe By Sgrmaduieont | | S Dralt | | Contious

P T —
ooe Cinde B0/ 4 30D FCHT0
Heasder L

X o INDAFTELAL SARTTY PECILE TS TN Quite VAl LBl o o o - 1
0 - B CARIY (8, | VRLLEY WILW, £ 005, 1
v :g e T I ——
iy [
kL bt
FrTprm—
i Twpe Deuiription Caegery Lt paated By L Updated g L et
B - Carcel | | View 30 | | Ouacte By Spremiuiet | | Sees Oralt | | Gontie |

9- Enter the value for the Reference Number of the quote response.

10- If desired, enter a Note to Buyer (up to 240 characters) in the designated field.
11- Click the Lines tab.

Sourcing

Ragatlatins

Craste dhwate: L8001 [FF0 1537

Vierw ) Ot By Sproadsheet Sarve D alt Continue
T % s & o
=" 0 2000 1910
Hoader | Lines &

FFQ Currency  USD Cuchs Currency  USDH
Price Preciion Ay

(1) igudate  ShipeTo Hark Saart Price st Price Target Price uote Price Uit Targat Quantity [uto (uantity Promived Date

1 Easterly Indermal Location Bind Ha Quate 71 A 1 EE T~ T

B pratcates more nfanmanon requesHed. Chc e Lt oo

Canced View RFD) OQuote By Spreadsheet Sarve Dwal

Continue

The Lines window is displayed.

12- Enter the Quote Price and Promised Date for each line.
13- When complete, click the Continue button.

Negotiations B
Negotiations >
Create Quote 68003: Review and Submit (RFQ 15279)
[[cancel | | validate | | save Draft | | Printable View | | Submit |
Header
Title sdvsdsdv Time Left 5 days 6 hours
Supplier INDUSTRIAL SAFETY PRODUCTS INC Close Date  10/26/2013 19:34:20
Supplier Site 01 Quote Valid Until  10/30/2013
RFQ Currency USD Reference Number ISQUOTE456
Quote Currency USD Mote to Buyer
Price Precision Any
Attachments
Title Type Description Category Last Updated By Last Updated Usage update Delete
No resuts found.
Lines
Quote Total (USD) 31.00
Select Line Ship-To Best Price  Start Price  Target Price  Quote Price (USD) Unit  Target Quantity Quote Quantity Line Total Need-By Date Promised Date
@  1ifohyewiuyfhiuweh... Easterly Internal Location No Quote 31EA 1 1 31.00/10/30/2013 17:00:00 to 10/30/2013 17:00:00 11/02/2013 12:29:32
Line 1: i
Notes
Note to Buyer
Attachments
Title Type Description Category Last Updated By
No results found.

Last Updated Usage Update Delete
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The Review and Submit window is displayed.
14- Use the Validate button to initiate pre-validation of the quote to ensure all required
information has been entered prior to submission.
Note: At any point in quote creation, the user can click the Save Draft button prior to
submission, and return to the quote to continue creation in another session.

[ e

'
i
. =

& Confrmation 1

st 88003 for BFG 15279 [chvidvac) hai been valdated methout sy imari
Create Quate GB00T Revirw and Subime [RFQ 15119]

i
i
Back | | Valdate | | SaveOradt | | Pristable view | | Subme i

The Confirmation window is displayed to indicate validation with no errors.
15- Click the Submit button.

Negotiations

" & Confirmation
Quote 68003 for RFQ 15279 (sdvsdvsdv) has been submitted.

Return to Sourcing Home Page 6"'—"—

The Confirmation window is displayed to confirm successful submission of the quote.
16- Click the Return to Sourcing Home Page link.
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Creating Online Discussions

Portal supplier users can utilize the messaging capabilities to communicate directly with IFMIS Procuring Unit
with questions or requests for more information during negotiations. Users will receive updates when message
responses are received from IFMIS personnel.

Sourcing
i Nawigalor =

Search Open Negobations  Trle - EI
‘Welcome, MARK CASTRO.

Your Active and Dralt Responsas
Press: Full List 10 wiew all yYour compasy's responses, Full List
Response Number Response Status Suppher Site Hegotition Humber Tithe Type Time Left Honitor  Unread Messages:

§ ‘I“-‘"‘--.. Actvn 01 1527 shsdesty  RFQ 5 days 6 hours

- Your Company's Open Invitations

Full List

Saippbir Site Hepitiation Humbser Titke T T Left

Hio results found

Quick Links: u

All active quote responses are listed in the Your Active and Draft Responses section of the
Home Page.
1- Click the link under the Response Number field to open the response.

HNegotiations
Negotiations >
Quote: 68003 (RFQ 15279)

—
Actions | Online Discussions = [ Go |

Title  sdvsdvsdy . ol Onliné Discussions
Time Left 5 days 5 hours Close Date 10/26/2013 19:34:20 View Quote History
Quote Style Blind Ranking Price Only Create Quote
Quote Currency USD Supplier INDUSTRIAL SAFETY PRODUCTS INC Frintable View
Contact CASTRO, MARK Supplier Site 01
Suppliers' Quote Number ISQUOTE456 Quote Valid Until  10/30/2013

Quote Status  Active
Note to Buyer
Title Type Description Category Last Updated Usage Update Delete
Attachments o resuits found,

Lines

#TIP Al prices are in USD.
Quote Total (USD) 31.00

Show Al Details | Hide All Details

Start Target Quote Target Quote Line Active
Details Line Ship-To Rank Price  Price  PriceUnit  Quantity QuantityMNeed-By Date Promised Date  Total Quotes
(@ Show 1 Easterly Internal Blind 31EA 1 1 10/30/2013 17:00:00 to 11/02/2013 31.00 Blind
Location 10/30/2013 17:00:00 12:20:32

The Quote window is displayed.
2- To initiate the creation of a discussion, select the Create Discussion value in the Actions box.
3- Click the Go button.

Sourcing

Conate New owaga [RFQ 15279
Send To Horth East Ohio Regional Sewer (strict
> * byt Querilich of RFQ 19209

= e " MBIy thens be addcnal tems sdded o g RFD prior to 10820137
Thiank you in advence for yoor response

Cand Sinu

The Online Discussions window is displayed. Any previous messages or replies related to this quote
will be listed in the Messages region of the window.
4- Click the New Message button.
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Negotiations > Quote: 68003 (RFQ 15279) >
Online Discussions (RFQ 15279)

Printable Page
Title  sdvsdvsdy
Status Active Open Date  10/08/2012 20:33:48
Time Left 5 days 5 hours Close Date  10/26/2013 19:34:20
Messages e
Subject + Message ‘Status Sender |pate Reply
Question on RFQ 15279 Will there be additional items added to this RFQ p

Read CASTRO, MARK 10/21/2013 13:41:09

@

Negotiations Home Logout Preferences Help_Diagnostics

The Create New Message window is displayed. The Send To is pre-populated with the
appropriate IFMIS recipient address.

5- Enter the desired value in the Subject field.

6- Enter the desired text (up to 240 characters) in the Message field (scrolling field).
7- Click the Send button.

= e UIIE LogouL CIEIEISICES. MEp. DIagiuscs
Negotiations

Negotiations > Quote: 68003 (RFQ 15279) >
Online Discussions (RFQ 15279)

cancel | | Printable Page
Title  sdvsdvsdv
Status  Active Open Date  10/08/2013 20:33:48
Time Left 5 days 5 hours Close Date 10/26/2013 19:34:20
Messages
New Message
Subject ~ Message Status |pate Reply
Question on RFQ 15279 vill there be to this RFQ p. Read

10/21/2013 13:41:09

[}

Cancel | | Printable Page

Negotiations Home Logout Preferences Help Diagnostics

The Create New Message window is closed and user is returned to the Online Discussions
window.

8- Note the inclusion of the new discussion record under the Messages region of the
window.

Negotiations
Search Open Negotiations ~ Title v

Welcome, MARK CASTRO.

Your Active and Draft Responses \
Press Full List to view all your company's responses. Full List
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
03 Active 01 15279 sdvsdvsdv RFQ 5 days 5 hours 0

Your Company's Open Invitations

Full List

Supplier Site Negotiation Number Title Type Time Left
No results found.
Quick Links
Manage View Responses
o Drafts e Active
o Personal Information e Disqualified

o Awarded

o Rejected

The message has now been sent directly to IFMIS purchasing buyer.

9- Note the Unread Messages column in the Your Active and Draft Responses section of the Home
Page window — any reply to your message will display an update to the link in this column.
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Summary

Congratulations! You have now learned how to:

Access the Kenya Supplier portal and Home Page
Use the Orders tab and related functions
Use the Finance tab and related functions

Use the Sourcing responsibility to respond to bid requests and communicate directly with GOK
Procuring unit.

AN

[FMIS - HELA ZETU, HUDUMA BORA

Protecting and utilizing public funds for optimal performance and service delivery to Kenyans



REPUBLIC OF KENYA

f

An Initiative o
THE NATIONAL TREASURY The National Treasury

IFMIS P2P

KENYA SUPPLIER
PORTAL TRAINING
MANUAL




