SUPPLIER SELF SERVICE

INTRODUCTION

Supplier Self Service(SUS) is a solution that reduces
procurement cycle by reducing the exchange of business
documents between the purchaser and supplier. Supplier is
able to do the following processes in the system:

e Acknowledgement of Purchase Orders

e Creation of Advance Shipping Notification

e Creation of Invoice
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1. Processing Document for Materials

STEP 1: Log on to SUS Portal

/ 2 SAP NetWeaver Portal x \\

& C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

User* CB5260JBZSTP
Password *  ssssssesd|

Enter The username and Password to access the Portal

STEP2: Purchase Order Process

/ =¥ Universal Worklist - SAP X \

& C | & Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

 KENYA PIPELINE .,
NYATD "

Click once on the Purchase Order Tab
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STEP3: New Purchase Order.

/ =™ In Process - SAP NetWez X .\\'\_

< C | @ Secure | https://susqgasjv.kpc.co.ke:533071/irj/portal

4 Back Forward » History Favorites Personalize View Help

= = = = 7]

Home RFx and Auctions Administration Company Supplier P

in Process Partially Confirmed Confirmed All m :94 d Rejected

Purchase Orders > In Process
Home | Find | Help | FAQ | Log off

Supplier Self-Services

D Find 4 List of Purchase Orders

Click on New Tab to access all the new purchase orders which you have
received and not been acted on.

STEP 4. Select the Purchase Order (PO)

ST Mew - SAP MetWeaver F >N

< [ B Secure | https.//susgasjv.kpc.co.ke:53301 /irj/portal

: KENYA PIPEIJHE

— {|~ PC ) — t:é“mm I.._TI:F

=)
=
[ = g
4 Back Foreward » History Fawvarites Personalize Wiew Help
T = = = =
Home RFx and Auctions Administration Company Supplier Presel
In Process Partially Confirmed Confirmed A MNew Changed Rejecied Ca

Purchase Orders = HMew

_ _ Home | Find | Help | FAQ | Log off
Supplier Self-Services

4 List of Purchase Orders

E Find
> Find List of Mew Purchase Orders
B Find [ & Print | [ Download |
— Purchase Orders T | Extermal Referen...| NMumber
= Purchase Orders 4000000253
= Purchase Orders S
= CQualifications
Al

Click on the particular Purchase Order to be processed.
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STEP 5: Click on Process

\

/ T New - SAP NetWeaver ©- X \\i\

< C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KENYA PIPELINE ...,

¥ o - 8 R
e COMPANY.LTD -
i S S W T B

4 Back Forward ¢ History Favorites Personalize View Help

| = = = = 1
Home RFx and Auctions Administration Company Supplier
In Process Partially Confirmed Confirmed All New Changed Rejected

Purchase Orders > New

N . Home | Find | Help | FAQ | Log off
Supplier Self-Services

B Find 4 List of Purchase Orders > Disy
P Find Purchase Order: 4500091784

b Find r[-EProcess @y Document F
< Purchase Orders = | Communication and Colla

==

< Purchase Orders

< Purchase Orders

= Cannra I lnfAarmatinn

(1)Click on Process Tab to start the Purchase Order acknowledgement.
NB Acknowledgement means-accepting the order as it is.
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STEP 6: Confirm the PO by clicking Confirm all items

' k )
/= New - SAP NetWeaver Bc % N\
N\

< C | & Secure | https://susqasjv.kpc.coke:53301/irj/portal

_KENYA PIPELINE .

= (kpC) > COMPANY.LTD' - ~ =

-n-_"_..-_

) —

4 Back Forward ¢ History Favorites Personalize View Help

= " = 1= 1=
Home RFx and Auctionz Administration Company Supplier Prezels:

In Process Partially Confirmed Confirmed All New Changed Rejected Can

Purchase Orders = New

In Process )
Purchase Shipping Motif.

All Order
Response

Confirmed .

Confirmed

Partially Confirmed E_| ELVRETEC

Partially Confirmed Confirm All ltems 2 Ject All lte

Partially Confimmed
Mumber | Short Text

10 8"GASKETCLASSE00 5
20 OIL FILTER LIC HZJ 75,7

Rejected

Cancelad

Click on confirm all Items Tab.
Note that it is not possible to confirm individual items.
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STEP 7: Click Send After Confirming the PO

N

/3." New - SAP NetWeaver 7- X \\i\

< C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KENYA PIPELINE

oAy et
" COMPANY. LTD" _—
N Wl o :
- Ve -2 S . 7 S0 4
4 Back Forward ¢ History Favorites Personalize View Help

n

| = = = =
Home RFx and Auctions Administration Company Supplie
In Process Partially Confirmed Confirmed All New Changed Rejectec

Purchase Orders > New

2 ; Home | Find | Help | FAQ | Log off
Supplier Self-Services

b Find 4 List of Purchase Orders > Di
D Find Purchase Order: 4500091784

D Find @ |1
~ Purchase Orders & Communication and Col

< Purchase Orders

< Purchase Orders

Click on send to Transfer the acknowledgement to the purchaser in KPC.
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STEP 8: Create ASN

= = = e |

Home RFx and Auctions Administration Company Supplier |

In Process Partially Confirmed Confirmed All New Changed Rejected

Surchase Orders > New

2 ‘ - Home | Find | Help | FAQ | Log off
Supplier Self-Services

b Find 4 List of Purchase Orders > Disp
P Find B Info:  Your changes have bee

P Find Purchase Order: 4500091784

< Purchase Orders Create ASN = y History j _Bi
<2 Purchase Orders —1 - Craata ACN k BRI

Click on Create ASN when ready to Deliver the materials.
ASN means- Advance Shipping Notification. This is advance notification
to the purchaser in KPC specifying what is being delivered and when.

STEP 9: Select the Mean of Transport

/=7 New - SAP NetWeaver 2o X\

& C | @ Secure | https://susqasjv.kpc.co.ke:5330

4Back Forward b History Favorites Personalize View Help

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations Notifications from Purchas
In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer

Purchase Orders > New

Home | Find | Help | FAQ | Log off ,;i - r "

Supplier Self-Services o 4% > Pick Handling Units
Cases (Domestic)
D Find 4 List of Purchase Orders > Display Purchase Order > Process ASN Cases (Overseas)
: 3 Std. Boxes (Medium)
D Find Display ASN: 6000000177 S Std. Boxes (Large)
D Find « Goods Delivered to Recipient || (ElSave || ¥ Cancel| | [ &Print‘ Download Pallet Boxes
Pallets (Type A)
< Purchase Orders = | General Information Pallets (Type B)
< Purchase Orders g Wire Basket
Basic Data Delivery Inf i Contai
< Purchase Orders Number: 6000000177 Delivery Date (Expected): Car m 15
< Qualifications Name: ASN Shipping Date: W- 15
All Date: 21.06.2018 Means of Transport _
New Status: Created Transport ID Code:

New Bill of Lading:

Select the means of transport to be used during delivery
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STEP 10: Put the Transport Identification

/ =7 New - SAP NetWeaver Pc X \{

& C | & Secure

https://susqasjv.kpc.co.k

Welct

e e E e E

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations Notifications from Purchaser Shi
InProcess | Partially Confirned | Confimed | Al | New = Changed = Rejected = Canceled by Customer
Purchase Orders > New
e : ~ , Home | Find | Help | FAQ | Log off y
Supplier Self-Services {
D Find 4 List of Purchase Orders > Display Purchase Order > Process ASN
b Find Display ASN: 6000000177
D Find « Goods Delivered to Recipieni‘ Save | | X éanceii | i’&Pr’i’ni M Dowmnload

<~ Purchase Orders General Information

< Purchase Orders j Basic Data

Delivery Inf

< Purchase Orders Number: 6000000177 Delivery Date (Expected): 27.07.2018 @ 15:00
< Qualifications Name: ASN Shipping Date: 21.06.2018 @ 15:00

All Date: 21.06.2018 Means of Transport: Truck v

New Status: Created Transport ID Code: [KAY202v =

s Bill of Lading

Changed

Changed = | Item Overview

If known enter the Identification of the transporter or truck to be used
otherwise leave blank

STEP 11: Click on the Checkbox to confirm the Delivery

-\
/ =™ New - SAP NetWeaver Pr X\
|/ )

&« C | & Secure

My

s

httpsi//susqasjv.kpc.coke:53301/irj/portal

«Back Forward b Hislory Favorites Personaiize View Help
- - e — ' — — — »
= = = = = I = [ = = ‘
Home RFxand Auctions  Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations Nolifications from Purchaser ~ Shipping Netifications &
InProcess | Partially Confirmed | Confimed | Al New  Changed  Rejected  Canceled by Customer
Purchase Orders > Hew Full Sereen | Oplions ~
Changed *
Changed = | ltem Overview
In Process [ Select All|| Deselect All|| Propose Outstanding Quantities |
New
In Process Number Description Product Quantity Unitof M... Purchase Order No. Purchase Order ltem It.
10 8"GASKETCLASSE00 & 000000000 0 each 4500091784 10
In Process
20 OIL FILTER L/IC HZJ 75 000000000 0 each 4500091784 20
Confirmed
30 WASTE RUGS(Packed 000000000... |0 Roll 4500091784 30
In Process
All —
Confirmed Partner Information
Confirmed Partner Number | Name Street Ho...| PostC.| City Telep... | Fax E-mail

Click on Individual checkbox for materials to be delivered.
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STEP 12: Click on Propose Outstanding Quantities

// =¥ New - SAP NetWeaver Pc X \‘v.\\

<& C | @& Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KEQYA PIPEIJNE >

4 Back Forward » History Favorites Personalize View Help

Home RFx and Auctions Administration Company Supplier Preselection Tasks Me

In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer

Purchase Orders > New

Changed
Changed = ‘ Item Overview
’ ) =5
niRrocess Select All H Deselect All l Propose Outstanding Quantities I—@
New .
In Process Number Description Product [@
10 8"GASKETCLASS600 £ 000000000... | O
In Process
20 OIL FILTER L/C HZJ 75 000000000... O

Confirmed

Click on propose outstanding Quantities Tab to populate the balances on
the Purchase order.

STEP 13: Click on Goods Delivered to Recipient

New - SAP NetWeaver F > \‘-.\'\

< (&~ @ Secure | https://susqgasjv.kpc.co.ke:53301/irj/portal

< Back Forward » History Favorites Personalize View Help

Home RFx and Auctions Administration Company Supplier Preselection
In Process Partially Confirmed Confirmed Au New CThanged Rejected CTanceleq

Purchase Orders = RNew

Home | Find | Help | FAQ | Log off

Supplier Self-Services o
B Find < List of Purchase Orders > Display Purchs:
> Find Display ASN: 6000000177
B Find I < Goods Delivered to Recipient .-g 7 : }'e ]
=~ Purchase Orders = | General Information
~ Purchase Orders Basic Data
~ Purchase Orders Number- 6000000177

Click on Goods Delivered to recipient Tab to transfer the Advance Shipping
Information to the Purchaser
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STEP 14: Invoice process

V | Jtwit HI.l|JJ JUJ\{G)JV P\’JL\.UI\C JIV lH / pvia ' W]

‘A KENYAPIPEUNE .

CORANCTD

‘57,

{Back Forward b History Favorites Personalize View Help Welcome: Ms. Pauine W:
P8 v ¢ ¢ ¥ MO @ @
Home RFxand Auctions  Administrafion Company Suppler Preselection Tasks Messages Purchase Orders | Confimafions  Nofifications from Purchaser  Shipping Noffications

InProcess  Partiall Confirmed = Confirmed ~ Al New | Changed ~ Rejected = Canceled by Customer

After the Purchaser has received the materials through a Goods Received
note, the supplier starts the Invoice Process. Click on the purchase Order
Tab .

STEP 15: Click on All

S =T New - SAP Net\Weaver © > 2 \\\'\_

C | @ Secure | https://susqgasjv.kpc.co.ke:53301/irj/portal

: KE;;{_YA PIPELINE
CoOMPANY. !.:_rﬁ’*'

- = |
orward » Hlstory Favorites Personallze View Help
= = == ==
Home RFx and Auctions Administration Company s
In Process Partially Confirnmed Confirmed A1 o CThanged Rs

Purchase Orders = New

- - Home | Find | Help | FAQ | Lo
Supplier Self-Services

SRR e 4 List of Purchase Orders

Click on All on the lower Tab. This accesses all purchase orders.

10
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STEP 16: Select the Purchase Order

& All - SAP NetWeaver Port X \\\ )

< C | @& Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KENYA PIPELINE

ﬁt__‘w t_.__L—T_D__‘- w
hy - R e L

g’
4 Back Forward #  History Favorites Personalize View Help

= | | = |
Home RFx and Auctions Administration Company Supplier Presel
In Process Partially Confirmed Confirmed All MNew Changed Rejected Ce

Purchase Orders = All

) ) Home | Find | Help | FAQ | Log off
Supplier Self-Services

I Find 4 List of Purchase Orders

I Find List of Purchase Orders

P Find | & Print || Download |

= Qualifications 1y | External Referen...| Number

= Purchase Orders | 4500091310 5000000296

= Purchase Orders | 4500091809 5000000295

= Purchase Orders | 7000000248 5000000294
Al | 4500091807 5000000293
New | 4500091805 5000000292
MNew ) 4500091793 5000000268
Changed | 4500091792 5000000267
Changed | 4500091791 DGUU{FDEEE
In Process | 45[)[] 5000000256
- | 7000000295 5000000255

javascriptvoid(0)

Select the Purchase Order order to be acted on

11
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STEP 17: Click on Display Document Flow

= All - SAP NetWeaver Port X

ca2

< C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

"/
\';

oK |
<%

KENYA PIPEIJNE
COMEAN-‘L LTD

- “"“.

R

4 Back Forward » Hlstory Favorites Personallze View He!p

= = = = = =
Home RFx and Auctions Administration Company Supplier Preselection Tasks Me
In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer
Purchase Orders = All
- y Home | Find | Help | FAQ | Log off S
Supplier Self-Services P rd

P Find 4 List of Purchase Orders > Display Purchase Order
D Find Purchase Order: 4500091791
B Find | Create ASN || Display History | Display Document Flow l-l-'@ﬂ] Dc
< Qualifications = | Communication and Collaborl Display Document Flow |

<~ Purchase Orders

<= Purchase Orders

Il

Canaral InfAarmatinn

Click on Display Document Flow.

STEP 18: Click on Goods Receipt

= = = = =
Home RFx and Auctions Administration Company Supplier Presel
In Process Partially Confirmed Confirmed All New Changed Rejected Ca

urchase Orders > All

N " Home | Find | Help | FAQ | Log off
Supplier Self-Services

P Find 4 List of Purchase Orders > Display P
P Find Document Flow
P Find
< Qualifications Document Type Number
<2 Purchase Orders Purchase Order 5000000266
<2 Purchase Orders Shipping Notif 6000000180
< Purchase Orders [Goods Receipt |—®oooo1s1
AN BUS2233
New

Click on Goods Receipt
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STEP 19: Click on Accept

4 Back Forward » History Favorites Personalize View Help

= = = =
Home RFx and Auctions Administration Company Supplier
In Process Partially Confirmed Confirmed All New Changed Rejected

Purchase Orders = All

S N Home | Find | Help | FAQ | Log off
Supplier Seilf-Services

D Find 4 List of Purchase Orders > Dis

P Find Goods Receipt: 7000000161
LT

b Find L Accept [-H 1 )ate Invoice |||

< Qualifications = - General Information

<2 Purchase Orders .7g;sic Data

< Purchase Orders Number: 70

Click on Accept tab
STEP 20: Click on Create Invoice

= = = = =
Home RFx and Auctions Administration Company Supplier Pre
In Process Partially Confirmed Confirmed All Mew Changed Rejected

urchase Orders = All

. _ Home | Find | Help | FAQ | Log off
SHPPIIEI‘ Self-Services

P Find 4 List of Purchase Orders > Display
P Find B Info:  Your changes have been a
P Find Goods Receipt: 7000000161

< Qualifications Create Invoice ﬁ)ay Docum

- =
Purchase Orders = Genq Create Invoice

< Purchase Orders Basic Data
asic Da

< Purchase Orders MNumhber 70000

Click on Create Invoice tab.

13
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STEP 21: ATTACHING ETR AND OTHER DOCUMENTS

J = All - SAP NetWeaver Porr X '\

& C | & Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

A - KENYAPIPELINE . -;

(o) Bz

Forward » History Favorites Personalize View Help

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations
In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer
Purchase Orders = All
L |
New
New Attachments
Changed & Add Attachment
Changed B No Attachments Available
In Process
In Process Choose file o chosen
In Process
— Upload

New = | General Information
Confirmed Basic Data Terms
Ay

Click on choose file to choose a file saved in your computer.

STEP 22: Choose File

Uk E] » This PC » Documents w | Searc

Organise - Mew folder

A Fat
& OneDrive Mame . . Date mod
Ed: diesel plant 14/02/201
[ This PC

= e FL{ETR LPO 450000091791 -}@:-1
B Desktop - HELLEN CV 07/06/201
i = Documents '@] KPC_BBP_SRM_D03_Supplier_Life Cycle 2., 11/01/201
* Downloads |J links 19,/04,/201
J*, Music @ supply Installation of Equipment 17/01/201

——

Click on the file chosen file

14
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STEP 23: UPLOAD FILE

/ = All - SAP NetWeaver Port X \'\

€ C | 8 Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KENYA PIPEUNE

s |
B

4Back Forward b Hlstcry Favorites Personalize View Help Welcome: Ms.
Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations Notifications from Purchaser Shipping No
InProcess | Partially Confirmed | Confirmed | All | New | Changed = Rejected | Canceled by Customer
Purchase Orders > Al Full ¢
New
New
Changed &) Add Attachment
Changed B No Attachments Available
In Process
In Process [ Choose file | ETR LPO 450...091791.paf [Upload J~(1)
In Process
New = | General Information
Conficmed Basic Data Terms of Payment

Click on upload to upload the document

STEP 24: VIEW INVOICE IN PDF

J = All - SAP NetWeaver Port X \\

& C | & Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

 KENYA PIPELINE .

t:iiMeAmc LTD

4 Back Forward » Hlstory Favorites Personahz.e View Help

= e s E = = =

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages
In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer

Purchase Orders = All

Home | Find | Help | FAQ | Log off J

Supplier Self-Services s 1

P Find 4 List of Purchase Orders > Display Purchase Order > Display Document Flow
D Find Process Invoice: 1000000103
D Find | Send | [Save ‘ | % Cancel | | ] Update PricesJ II & Print Iﬁ 1 ioad

< Qualifications
< Purchase Orders

< Purchase Orders

Print (Ctrl+P)

=  Communication and Collaboration

=]

Click on print to download the PDF

15
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STEP 25: Click on the PDF document to view the
Invoice

E susdoc (16).zip - WinRAR (evaluation copy)

File Commands Tools Faverites Options Help

FAWLHWMED & 4

Add Extract To  Test View Delete Find Wizard Info VirusScan  Comment SFX

m |§ susdoc (16).zip - ZIP archive, unpacked size 12,212 bytes

Mame Si Packed Type Madified CRC32

L Iv_1000000103.PDF 12,212 5,331

Adobe Acrobat Do...  26/06/2018 21:34  D0005253

Double click on the downloaded document

STEP 26: PDF INVOICE

Vijana Enterprises Invoice
PO Box 6789
0020 NAIROBI Informiation
KEM™Y A Description: PO
Invoice number: 1000000103
Drate: 26.06.2013
Contact person: Vijana Enterprises
Telephone: Trr233445
Fao:
E-mail: vijana@vijanaent.co ke

Inwoice recipient
KPC Company
0000000154
HEMNY A

Terms of payment

Cash discountdays 1: 0 Cash discount % 1: 0,000 %%
Cash discountdays 2: 0 Cash discount % 2: 0,000 %
Cash discount days 3: 0

Inwoice details

Hem Product number MName Product type Rewvision level PO numberfitern Tax
Guantity Uit Price per unit Met value
1 BOD17S E"GASKETCLASSEMD Material 450008178 1/00000 Standand Rated
STEEL sl [4] Input WAT:- 18%
10 EA 300000 KES /1 EA 30.000,00 KES
MNet value 20.000,00 KES
Standard Rated Input VAT: 4.800.00 KES
16%

Total value 24.800.00 KES
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STEP 27: SEND the invoice to KPC

/ ™ All - SAP NetWeaver Port X \\\'7 \

“ C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

KENYA PIPELINE

: N : et Lt
Mo ‘CQMEAN.Y,._IJD - —
S S RS N
- — / >, Y -
4 Back Forward ¥ History Favorites Personalize View Help

Y

= = = =
Home RFx and Auctions Administration Company Supplie
In Process Partially Confirmed Confirmed All New Changed Rejecte:

! Purchase Orders = All

i} ) Home | Find | Help | FAQ | Log off
Supplier Self-Services

b Find 4 List of Purchase Orders > Di
D Find Process Invoice: 1000000103
b Find ‘@ Send e || % Cancel
< Qualifications 1 Communication and Col

< Purchase Orders

< Purchase Orders

Click on send to transfer the invoice to the purchaser

17
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2. Processing Document for Services

Repeat steps 1 to 7 above The follow the
steps below

STEP 8: Create confirmation of Service(SES)

= = 2 "~ &

Home RFx and Auctions Administration Company Supplier Press
In Process Partially Confirmed Confirmed All New Changed Rejected C
Purchase Orders = New

Home | Find | Help | FAQ | Log off

4 List of Purchase Orders > Display |

P Find

P Find B Info:  Your changes have been ad
P Find Purchase Order: 7000000244

< Purchase Orders | Create Confirmation H : )y History

Create Confirmation Lbore

< Purchase Orders =  Comn

< Purchase Orders

(1)Click on create confirmation tab
(2)This is done after service milestones have been achieved by supplier
and joint inspection between supplier and purchaser is complete.

18
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STEP 9: Confirmation process(SES)

New - SAP NetWeaver - X \\

\—

C | @ Secure | https;//susqasjv.kpc.coke:5330

 KENYA PIPELINE: ...
-~ COMPANY.LTD" -

'Bw.i

7 i
4Back Forward » History Favorites Personalize View Help
& B & e e @ E o fe
Home RFx and Auctions Administration Company Supplier Preselection Tasks My Purchase Orders C: i Notif from Shipping
In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer
Purchase Orders > New Full Screen | Options ¥
e a
In Process [h ExpandAAIIIF\_ »t Collapse All| | [ Select Ailn:lf)és'erléct» All| | [&3Propose Outstandi ﬁuanfiiiés-i “Upaéfé‘ "Pfi'cesul
In Process
o Number = Status Product | Product... Line Type Description Quantity = Unit of ... Quantit... Open Net Value  Ite
onfirme:
1 In Process Supply install and commision 0,00kes @
In Process
A 11 In Process Service  Standard Line = Supply of material 0,000 Activunit = 2,000Acti 2,000Acti 0,00KES ﬂﬁ—@
S {02 In Process Service  Standard Line  Install Equipment 0,000 Activunit  8,000Acti 8,000Acti 0,00KES & [
onfirme
e 13 In Process Service | Standard Line = Commision Equipment 0,000 Activunit  1,000Acti 1,000Acti 0,00KES T [T
onfirme:
Partially Confirmed Net Value 0.00KES

Click on the checkbox of completed service

STEP10: Inserting Quantities

/ = New - SAP NetWeaver P

< C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

Y

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders Confirmations Notifications from P
InProcess | Partially Confirmed Confirmed | Al New  Changed Rejected = Canceled by Customer

Purchase Orders > New

Changed Purchase Order No.: 7000000244

Changed Status: Created
In Process
New = | Item Overview
In Process | » Expand All|| »* Collapse All| | | Select All || Deselect All | | |8 Propose Outstanding Quantities || Update Prices |
In Process
Number  Status Product | Product .| Line Type Description Quantity | Unit of ... Quantit
Confirmed
1 In Process Supply install and commision
In Process
Al 121 In Process Service Standard Line = Supply of material 2 Activunit  2,000Ac
12 In Process Service Line | Install Equi t ni( 8,000Ac
Confirmed
13 In Process Service dard Line C isi i 0,000 Activunit 1,000 Ac
Confirmed
Net Value

Partially Confirmed

Partially Confirmed

Insert the quantities in each of the corresponding service column

19
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STEP 11: Naming of the confirmation.

/= New - SAP NetWeaver F > \\'\_

C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

Personalize View Help

History Favorites

= = = = = ¥
Home RFx and Auctions Administration Company Supplier Preselection Tasks Mes
In Process Partially Confirmed Confirmed Al New Changed Rejected Canceled by Customer
Purchase Orders = New

L 1

~ Qualifications
Basic Data

28 Confirmation: 7000000153
New Name: 1)
New Date: 21.06.2018
Changed Purchase Order No.: 7000000244
Changed Status: Created

In Process

Insert a name to the created Confirmation. Supplier can give it any name of
his choice.

STEP 12: Location of Service

ST T———
/ 7 New - SAP NetWeaver P X \{

& C | @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal o Yy

KENYA PIPEIJNE

S

CQMAN-‘L LTﬁ

4Back Forward Hls(ory Favorites Persenalxze View Help

= |E = e e = I ot e = =

‘Welcome: Ms. Pauline !

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders c i from Shipping Notifications

In Process Partially Confirmed Confirmed All New Changed Rejected Canceled by Customer

Purchase Orders > New Full Screen | (

< Qualifications :

Al Basic Data Service Infe n
Confirmation: 7000000153 Service Agent Name:
New g i Hori:
Name: SUPPLY&INSTALLATION ... Service Location I O
Now. Date: 21.06.2018
Changed Purchase Order No. 7000000244
Changed Status: Created
In Process

Enter the location where the service has been done.

20
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STEP 13 Click on Confirm

4 Back Forward » History Faworites Personalize WView Help

Home RFx and suctions Administration Company Supplier
In Process Partially Confirmed Confirmed All Mews Changed Rejected

Purchase Orders = All

Home | Find | Help | FAQ | Log off
Supplier Self-Services

Find 4 List of Purchase Orders > Disj
Find Confirmmation: 7000000155

L
[
> Find [=Coniem M1y | ¢ Cance
.
=
?

Purchase Orders = atinn and Collz

Purchase Orders

Purchase Orders —a

- | General Information
bl

O

Click on confirm Tab to transfer to Purchaser

STEP 14: Successful adoption of the confirmation

In Process Partially Confirmed Confirmed All New Changed Rejecied Canceled by Cu

irchase Orders > All

g 3 Home | Find | Help | FAQ | Log off
Supplier Self-Services "
D Find 4 List of Purchase Orders > Display Purchase Or
D Find B Info:  Your changes have been adopted succe
: ! Warning: Performance timeframe is in the ful
P Find ! Warning: Performance timeframe is in the ful
¥ Fisshoeg Srdute Confirmation: 7000000155
< Purchase Orders | [(3Copy I Display Document Flow 1 ﬁ} ;a:
< Purchase Orders .
= Communicatiowlsplay Document Flow h
< Qualifications |
All
T ~ | General Information

A message of successful adoption appears. If service has been done
before time a warning message that timeframe is in the future appears.
Ignore this.
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SUPPLIER SELF SERVICE

STEP 15: Click on Purchase Order

/ [ KPC Intranet Home - Hor X Y =7 Universal Workist - SAP | X \\_\

&

C | & Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

. KENYA PIPEUNE
™ BQMEANX LTD

> :
4 Back Forward » Hstory Favorites Personal ize View Help

= = = = = |5 = i =
Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages Purchase Orders o nfirmations
Work Personalization Overview Dorehass Orders

Pl Home > Work > Universal Worklist

siUnvoonst Workest Universal Worklist

[Z] Mn antrice fannd ta dienlau

Click on purchase Order Tab

STEP 16: Select the Purchase Order

In Process Partially Confirmed Confirmed All Mew Changed Rejected Ca

2urchase Orders = All

- . Home | Find | Help | FAQ | Log off
Supplier Self-Services

[ Find 4 List of Purchase Orders

P Find List of Purchase Orders

> Find |$§;~Print |Dm-.rnlc:ad.

< Qualifications %, External Referen...| Number

< Purchase Orders | 4100000086 5000000319

< Purchase Orders | 4100000084 5000000318

< Purchase Orders | 7000000257 5000000315
All 7000000256 5000000314
New ] 7000000255 5000000313
New m.nnunﬂnau
I | 4500091822—=a00000311

Q) Click All tab and select on the Purchase Order.
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SUPPLIER SELF SERVICE

STEP17: Click on Display Document Flow

B> KPC Intranet Home - Hor X /\/-_-." All - SAP NetWeaver Por X\ \

< [ & ‘ @ Secure | https://susqasjv.kpc.co.ke:53301/irj/portal

S " N
‘ KENYA PIPELINE TR S %ﬂtg‘&:‘

e [COMPANYLTD e, p kT -

oy

History Favorites Personalize View Help

4 Back Forward »

= = = = = = =

Home RFx and Auctions Administration Company Supplier Preselection Tasks Messages
In Process Partially Confirmed Confirmed Al MNew Changed Rejected Canceled by Customer

Purchase Orders = All

Supplier Self-Services Home | Eend LHelpUEAGQ | Log off o a;;‘,flgw

P Find 4 List of Purchase Orders > Display Purchase Order

b Find Purchase Order: 7000000254
> Find [ Create Confirmation | ﬁm@
<~ Qualifications = | Communication and Collaboration [ Display Document Flow |

<~ Purchase Orders

~ Purchase Orders

= Canaral Infarmatinn

(1) Click Display Document Flow _

STEP 18: Click on Confirmation

4 Back Forward » History Favorites Personalize View Heip
= = = = =
Home RFx and Auctions Administration Company Supplier Preseld

In Process Partially Confirmed Confirmed Al New Changed Rejected Ca
urchase Orders > All (g

n S Home | Find | Help | FAQ | Log off
Supplier Self-Services

P Find 4 List of Purchase Orders > Display P
P Find Document Flow

P Find

< Qualifications Document Type Number

=~ Purchase Orders Purchase Order 5000000249

< Purchase Orders 0000168
<~ Purchase Orders BUS2233
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SUPPLIER SELF SERVICE

STEP 19: Click on Create Invoice

= =

Home RFx and Auctions

In Process Partially Confirmed

urchase QOrders = All

P Find

I Find

P Find

< Qualifications

< Purchase Orders

<+ Purchase Orders

(1) Click [ElCreate Invoice

= =

Administration Company Supplier Pre

All I ew Changed Rejected

Home | Find | Help | FAQ | Log off

4 List of Purchase Orders > Display

Confirmation: 7000000168

Create Invoice -@ Displa

cc,m! Create Invoice kd Collabo

= | General Information

Repeat steps 20 to 27 above
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