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THE SRM SUPPLIERS USER GUIDE

1 INTRODUCTION

1.1 The KPA ICT development

The Kenya Ports Authority embarked on automation of the port operations in the year 2000 and
deployed the SAP ERP (Enterprise Resources Planning) system for all its Financial,
Procurement, Human resources and Engineering functions.

The Authority successfully upgraded its SAP ERP infrastructure to ECC 6.0 from R/34.6 C
early last year. In an effort to realize the governments’ vision of e-procurement, the Authority
has sourced for SAP SRM (Supplier Relationship Management) to facilitate Supplier
Collaboration

1.2 The SAP SRM (E-Procurement)

The SAPSRM solution offers an e-procurement platform for the Kenya Ports Authority and its
Suppliers. The SAPSRM shall enable the Suppliers to receive and respond to request for
quotations and Tenders online via the SAPNetweaver portal. The Suppliers shall also be able to
receive the Purchase order and creates a Purchase order response, confirmation, advance
shipping notification (Delivery Note Processing) and Invoice on the Supplier portal. The tender
opening process shall be done via the portal.

2 GETTING STARTED IN SRM

The SAP SRM is a web based application that requires one to log in to the web to access it:

2.1 Logging in SRM
To access the application you enter /type the web address below and click enter.

http://sapcpa.kenya-ports.com:50000/irj/portal

Input the Portal address and clicking enter:
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http://sapcpq.kenya-ports.com:50000/irj/portal

The SAPNetweaver Screen appears as shown below:

User*

Password*

Copyright @ SAP AG, All Rights Reserved

E!'.'Y

Input the log on credentials as below
I. User : (to be provided)
ii.  Password:
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3 THE RFx RESPONSE

The submission of the RFx (Quotation and Tenders) using the SAPSRM shall be done online and
therefore the Supplier shall be expected to execute the confirmation in the SAPSRM via the
confirmation process mentioned here under.

3.1 Confirmation of RFx Participation

To view new quotation and tenders you log in to go to your SAPSRM and display the tab RFx and
Auction.

7 BidProcesing - P Net.. || | ——

NENYAPORTS ... N ] N
AUTHORITY. {ioh -I‘. S Y-, ‘ po g | . " : Log off

History Favorfes Personalize View Help i Welcome: V1000234

RFx and Auctions Administration Confirmations Invoices and Credit Memos Messages Notification from Purchaser Purchase Orders Scheduling Agreement Releases Shipping Notifications

Overview  Service Map

 Active Queries |
eRfxs All2) Published (0) Ended (84) Completed (0)
eAuctions All0} Published (0) Ended (0) Completed (0}

Without Category Assignment New Query (70) New Query (2} rfo2 (10) New Query (2) New Query (0) New Query (45) New Query (0) New Query (1) New Cuery (0) New Query (0) rfa (0)

| New Query ‘
Change Query Define New Query Personalize
View: |‘[Standard‘.'iew] '\ | |Creat& R&spcns&| \ \ Display Event H Display Eespcnse\ | |Prir|t Pre-.-iew| \Refresh” Expnrt4| Filter Settings ‘
Ty Eventlunber | EvetDescrpion v Type CEentSs | SanDse  EdDfe  Resonsclutber  ResprseSuus : EentVesin | ResposeVerson | O3A 4
6000000032 KPASD436 14.01 2013 09:31:34 Public Tendering Published 140123 | 5300000022 Submited 2 ]
B 6000000023 GIRISH 04.01,2013 09:55 Public Tendering Published 0401213 | 3300000013 2 0
] 6000000012 GIRISH 18.12.2012 12:09 Public Tendering Published 1942212 | 5300000001 1 2 ]
B 3000000279 supply of bulbs Request for Quot. | Published 28022013 | 5300000173 1 2 ]
] 3000000277 LPIO00/2013 Request for Quot.  Published 27022013 | 5300000171 1 2 0
B 3000000267 analogue Request for Quot. | Published 1902213 | 5300000114 1 2 ]
] 3000000265 KPADSE51 18.02.2013 12:05:58 Request for Quot.  Published 19022013 | 5300000113 1 2 0
B 3000000259 anne & fatma Request for Quot.  Published 19022013 | 5300000112 1 2 0
B 3000000256 PURCHASE OF TESTING KITS Request for Quot. | Published 19.022013 | 5200000111 1 2 0 |:|
B 3000000253 Wethuka Polo Request for Quot. | Published 1902213 | 5300000110 1 2 ] E|

Last Refresh 28.02.2013 13:46:08 UTC+3 Refresh 5]

Select the line item with the status not submitted
Select the tab create response:
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The SRM display RFx Screen appears as below:

Display RFx Screen

Display RFx : 6000000284

RFx Humber 6000000234 RFxMame Suppler RFX2 training
RFx Owner Mr Stephen Chepkangor

RFX Status Published
RFx Version Number 1

RFx Start Date
RFx Version Type Active Version

Submission Deadling 27.02.2013 15:00:00 UTC+3

\Pnﬂthview| |Refr&sh\ \TechmcaIRFxHParticipateHDnNutParNcipat&HT&ﬂtaﬁveHCreat&RespDnseHﬂuesﬂunsaﬂdﬁ\nswers[ﬂ)|

ﬂFXInfunnatinnr feme | Notes and Atachments

Remaining Time 0 Days 00:34:48

Related Links,

RFx Parameters | Quesfions | Note and Aftachments | Condtions

Time Zone: UTC+3 Tender Fee Amount: * 350000
sls e Tender Fee Submission Deading; 7023|1000
Submission Desding: *  27.022013 15:00:00 Earnest MDI’IE}' DEDDS“AH’II]UI'I{ ¥ WU,UUU i

Commercial Date: *  27.022013 | |16:00:00 .
Earnest Money Deposit Submission Deading: J0RN13|[1500

End of Binding Perind:
A = Technical RFx Response Openng Date: | 27022013 153040
w Pariners and Delvery Information
Detals || Add . || Send E-Hlai || Cal || Clear
Function Number Name
v Requester Stephen Chepkangor
v Goods Recipient RFC_QAS
+ 3ip-To Address CENTRAL STORE
+ Location Hombasa

M_LEHM Preview | | Refresh \ \ Technical Rfx \ \ Particiate \ \ Do ot Participate \ \ Tentative || Create Response || (uestions and Answers (0 ) |

FO [\

Phone Number

a4 nzEn

i

Fiter Seffings

Related Links,

Click on the Participate button on the RFX to confirm that you will respond to

the tender.

Note that the icon Participate button is visible subject to payment of the tender fee .
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3.2 Todisplay attachments on RFx cFolder

Upon payment of the tender fee you shall be able to view the tender document and
download it to print or save on your computer as shown by the process below hereunder:

To access the Technical RFX you go and display the RFX as shown on the previous
process and select the Create response tab to view the screen below:

Display RFx : 6000000284 teb

RFxNumber 6000000284  RFxName Suppler RFX2traing  RFX Status Published  RFx Start Date
RFx Owner Hr Stephen Chekangor AP Version Number 1 RFxVersion Type: Active Version

Submission Deadline 27.02201315.00.00UTC+3  Remaining Time 0 Days 00:3440

\Techmca\RFxHDuMutPﬂnimpate\\Crea1eRespnnseHEJuestmnsandAnswers[U}\ Relted ks,

Rﬂﬂln!nnmtion" fems © Notes and Afiachments

RFxParameters ~ Quesfions Motz and Afiachments | Condfions

Time Zong: UTC+3 Tender Fee Amoutt * 30000

Star Date: 000000 02203 | 150000

Tender Fee Submission Deadine:

Submssion Oeadine * 27022013 | 15000 EamestHaney Depost Amount * 10000000

CommercilDafe: * 77022013 | 16:0000 o
Eamest Honey Depost Submission Deading: T {1500

End of Binding Period: TR
- B Technical RFx Respanse Opening Date; e e
s d ey iomatn [
E-lal | C Fiter Seffings
Function Number Name Phone Number
+ Requester Stephen Chepkangor
+ Goods Recipient RFC_0AS
v ShipTo Address CENTRAL STORE
+ Location lfomhasa 24an
[Tece AFx] [ 0o ot Parcpete Trave | Coste Rsoonse | Qstonsand Ansvers ) Reted Lnks,
bt ]
You click Technical RFx button[ Teshnical Rfx |
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The cFolder Logon screen appears as below :

Windows Security @

e server srmgas.kenya-ports.com at SAP MetWeaver Application Server
R(Q/300] requires a username and password,

arning: This server is requesting that your username and password be
sent in an insecure manner (basic authentication without a secure
connection).

| v1000222 |

| Password |

[ Remember my credentials

/1, Caps Lockis on

OK ] ’ Cancel
You enter the following details :
Vendor Code :
Password
Click the O.K. Button:
KPA SAP SRM Suppliers User Guide Page 7 of 64
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The cFolder screen appears as shown below:

cFolders

mySAP PLM

cFolders | X Collaboration on the Web

Refiesh Search Favontes Setfings Help Logaut

B4
o Folder EXTERNAL AREA fiel
%achmcal Detalls ‘
0 Curent Path: Collaboration > .. > EXTERNAL AREA
() COLLABORATION Foler
3 EXTERNAL AREA

To save any changes made, click Save.

Name | EXTERNAL AREX \
Subseribe
Adhorzation | Read \

NotiﬁcatioﬂsHAdditioﬂal Functions ;HCaﬂcel‘
Choose an bject to display the folder abjects. To capy objects, selact the required objscts and then choose Copy.
Folder Contents Capy as Boakmark
Name Current Version Read Statusz|Changed by Changed on
Mianasha
7 B Ducumet APPROVALHHTSMODIFICATION 20120725102522.769 X.pdf Hikah 27:02:2013
= [113%B T 1530

| To diplay the file,cick the hyperink |

Follow the path Technical Details>External area>New document

Click the New Document (Attached File).
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The file attachment screen appears as below:

@T&h.ﬁespunses-SAPNﬂWemPuhl- ‘ .l \ _‘ L 3 e

mySAP PLM

cFolders

| 4 alion on
Home e C gs Help Logo ||

Bl

Folder EXTERNAL AREA feb
Wiectrica el ‘
0 Cument Path: Callabaration > . > EXTERNAL AREA |

() COLLABORATION Fol

O EXTERNAL AREA _
To sae any changes made, clk Save.
Name |EXTERNALAREA |
Substrbe

Ahorzgion  Read \

‘Not‘rﬁcaﬂonsHAddmona\ Functions AHCHHCQ“

Choose an ofject to display the folder abjects. To capy objects, select the requined ofjects and then choase Copy.

Folder Contents Copy s Bookmark
|M Current Version ‘ReadStaisAChaned Changed on
| Mansha
- APPROVAHHTTSMODFICATION 2010725102622 769 ¥ oef Nigh ﬂ:m:2013
=138 Vs 30

Do youwantto open or save APPROVALHHTSMODIFICATION 20120725102522.769 X.paf (111 MB) from srmaas.kenya-ports.com?

Open | Sae v | Cance

Select open button | “PE"
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The Attachment opening screen appears as shown below:

Print Preview Screen

) APPROVALHHTMODIFICATION_20120725102522769 X - Adobe Reader

File Edit View Document Tools Window Help

H@ @ $ 12 88 8. o [ Fnd

Click to print this PDF file or pages from it

difiberated on the lollowing itemy ard decided as for
‘ No. [MemoNo, | Dewrpicn

[T CTC Mevling No. | Confrmation of ‘m
01220012 ‘M\r‘u!aul(‘(me{lmg

2| CTC Wieeting i(m“rumnnh‘tm!u {NJA

Lw. 0177201132 | of CTC mesting

|

3

T DTG —
CTC Meeting ‘ Confimation of Minutes | N/A
| No. 02072011 | of CTC mesting
n |

‘ KPA Show Stand Apencles

o
KPA Show Stand

& [ Didonrem [ Moditiaton of Motorcl | Wi Totel of gk
HHTs ’%

|
B [V
—IM’MWA

4

Tendee . y
: M Divex F2E
g AR
KOARTIZON2AHM. | Deooghaher b

Supply of Diving M5 Co
Equipment & sy w

| Rerbcbenent of
mgresion Chamber
nder No. Varkows
MT200310/P3M:

Industrial
Supplies Ltd,

ey

The Corporation Tender Commites s its Maesting No. 026/2011.12 ‘eld 2

Confirmed a5 rue records

Confirmed astroe records |

‘ Conflmed s tre tecorts i

— sy
Disclorurg | Renovation of Kisuma | M Karivara Ratified the Managing

Director’s approval for
ward af Kehy,
1077.26416, VAT

I ”/,
Lo Do 7Y Inclive,
Reovetn ofNakurs | Wi Corperale | e the Managing
| Geven Sevip )

Director’s approval for
awerd at Kshs,
1,277,531.20, VAT
Indugive,

Approved peyment of
eddifone! cost of USD, ‘
6400.00,

4

Wl their quoted |

Wi
m price of Kby 4,578,623.4
T Inclusive

VAT Indl

| Marded st i quoted |
k iceof USD 36030128

@

(
—Z FYC

Approvd ncusion 1 lited
on the
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3.3 Printing RFXFrom cFolders

To print the RFX document from the cFolder, you select the print icon ﬁ from the print
preview tab.

The Printer tab appears as below:

Print [
e - —
Printer
Name: |KONICA MINOLTA C650/C550 XPS - |
Status:  Toner low; 0 documents waiting Comments and Forms:
Type: KOMICA MIMOLTA C6850/C550 XPS [DOCL.II'I'IEHt and Markups -
Print Range Preview: Composite
@ Al 3 85 3y
Current view -
_ f‘"w-l'p-u Aail iy
(") Current page
(IPages 1-2
Subzet: [AJI pages in range -
["1Reverse pages
Page Handling
Copies: 1 5 Collate n
Page Scaling: Shrink to Printable Area -
Auto-Rotate and Center
[7] choose paper source by PDF page size
Uze custom paper size when needed Je

Units: Inches Zoom : 94%

12 ]

[Prinﬁng'l’lps] [ Advanced ] [ QK J [ Cancel

[ Print to file

Select the O.K. tab
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The print preview tab appears as below:

Print Preview

J APPROVALHHTSMODIFICATION 20120725102522 769 Xpdf - Adobe Reader ; ! ‘ )
X

file Edit View Document Tools Window Help

B @ @ $1/2 OO, o i v

Kenya Ports Authority

“mmlae) P Y ;ﬁ ||m979$)4'.ﬂ LIGH
B T i ’

" June, 20

The Chal

; ol ¥l
The Corporathon Tender Committed s ity Mesti ing No. 026/2011-12 held uu )
dberated on the fllowin temi and declded o fflonws,

0, Jv«mmu | Desclpton ‘rma) | Decson

CTC MeetingNo. | Confirmation of ‘N."A ‘(mllrmm e 'F(C'ﬂl-‘
01220042 ‘\hruluo(()(meﬂmg \

[ Conimation of Mirutes ‘\!A C_cnfmca 25 e reconds
0f CTC mesting

2| CTC Meetng

LM 017201142
CTC Metling \ Confimation of Mindes | VA ( Conimed 7o oy~
No.02020 | ofCTC metng \ \

I}

>4 Didonee | ‘V\FM_W“'RAMW@_‘
“Pthlmd Agrm Dbmcr‘sapp'cvailu- ‘
‘ mrdalthx.
‘ 1077.264.16, VAT
. | Inclusve, }
[ |l R of s ‘\l(own\v Rt e Narugg.
[ A Shaw g 1 fervig Director's pproval or |
‘ ‘ awrd at Kshs,
‘ ’ 121753120, T

n(Mh‘t

HHTS

"T'Bmwu [ Vedicatonof oo | AV»Tm:lSwéb pmdw‘mu

addruom st of USD, ‘

’7 Matters [ TenderNo. w»wt« kwLu Avarded 4t e quled

Mgl | Xoviam 12 s o Kby 43234
| i (0 Popond Resisat % \"“y VAT Incshe
[ sagmu. Offe }
5|ty urdevNa Nt ol i qued |
" gl A2 A W’D‘““”F i 3

g Orwgr thet ol /R
Equlrmenl & et MA o
IRefm'l‘mn o 11u"h!|£

Dwmpmmn Chamber | ™ Hgpls 1,
‘.‘m N A;cw.m incuson 'uud
l Gn the memo,

| KPA"N?J?LUQ 10/P5M.

Select the print icon = to print the document
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The cFolder screen appears as below upon printing:

cFolders

mySAP PLM

cFolders A Collaboration on the Web

Home Reftesh Search Favortes Setings Help Logout
B4

Folder EXTERNAL AREA e
WTechrical Dtals ,
VD Current Path: Collaboration > . > EXTERNAL AREA
0 CoLLABORATION e
3 EXTERNAL AREA

Tosare any changes mads, click Save

Name EXTERNAL AREA |
Subscrhe
Auhorzgion | Read |

‘NﬂtiﬁcationsHAdditional Functions ;HCancel‘

Choose an object to display the folder abjects. To capy abjects, selact the required abjects and then choose Copy.

Folder Contents Capy as Baokmark
‘M Current Version Read  Statusz | Changed by|Changed on
APPROVALHHTSMODIFICATION 20120725102522.769 X.pef w 7022013
7 B Document : Nilkgh o
11398 et 140530

To exit the cFolder screen select the log out tab [HEEEN
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The cFolder Exit screen appears as below:
cFolder Screen

LRl A LA AnA ey

8 04T6eTB0eS 10081 T8 PreieTargenanurSSAR2F I cclIRSATI TS S SHLGHI3058NarMode=3ACunentVindowla-WhDe B

THE BEST-RUN BUSINESSES RUN SAP W

Click the close button @.to exit the cFolder screen
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3.4 Uploading attachment on RFX cFolder

Once you have responded to the RFx on soft copy and want to submit your response you shall
follow this procedure.
To access the Technical RFX you go and display the RFX as shown on below:

Display RFx Screen
Display RFx : 6000000284

RFxNumber 6000000284 RFxName SupplerRFX2baiing  RFX Stafus Published  RFx StartDate  Submission Deadiine 27.0220131500:00UTC+3  Remaining Time 0 Days 00:34:40
RFx Owner Hr Stephen Chegkangor  RFx Version Number 1 RFxVersion Type Active Version

Technicl RFx | o Mot Particate | Tentatv || Crate Respons || Questons and Answers (1) || Exort

mlnfnnmﬁnn" fems | Notes and Atachments

RFx Parameters | Questions | Hoteand Atachments  Condiions

Time Zone:; UTC+3 Tender e Amunt: * 150000

Start D e Tender Fez Sutmissin Deadine J0I 1500

Submission Deadine: * | 27.022013 150000 Famest MIJFIE‘Y DE‘DUSMMUUNI # mu‘uuwn

Commercial Date: * | 27.022013  16:00.00

Eamest oney Depost Sutmission Deadipe, 2M22013 | 150000

End of Binding Period:
- = Techrice Fx Response Openng g, 27022013 153000
‘v Parners and Defvery formation
Detais || Aod || Send E-Mfai | Cal | Clear
Funcfion Number Name Phone Humigr
v Requester Stephen Chepkangor
v Goods Recipient RFC_0AS
v Ship-To Address CENTRAL STORE
v Location Homhasa 241121

Tearicl x| 0 ot Pt Temathe | et Respons | Duestons and s (1) | xgon

snzzapbyoni Al

Click Create Response buttonl Create Response | :




The cFolder screen appears as shown below:

mySAP PLM

cFolders y o Collaboration on the Web

Home Refiesh Seach Favortes Sefings Help Logout

s Folder V1000234 =
ez Deals ,
4 Curent Path: Callaboration .. > . » V1000234
. ol
b3 Voo .
O COlLABCRTON To save any changes made, clk Save
) EXTERIAL AREA

Name U |
Sutscrle
Auhorzaion | Read |

‘NotiﬁcatiansHAdditional Funchions juﬁance\‘

Chaose an ofjecttodisply the foder ojects. To capy abjets, select the required ojects and tren chaosz Copy.

Folder Contents

Name CurrentVersion ~ Read Statse  Changedby  Changedon
T e B REC QA3 27022013 142508

el

Follow the path: technical details collaboration >tech bid (file name)
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The cFolder screen appears as below:

mySAP PLM

cFolders A\ ! Collaboration on the Web

Home Refesh Search Fawoites Seftings Help Lopout

Bl .
e Folder Tech Bid teb
Wi Detals , .
4 Curent Path: Collaborgtion » . > . » V1000234 > Tech Bid

7. Fod

w0 Vi ‘

Atech B To save any chenges made, clck Save.
() COLLABORATION N i :
(] EXTERIAL REA L o

Subscrbe
Auhorzation | Wi |

‘Nat'rﬁcaﬂansHAdditional Functions AHCancel‘

To create flder objects, select Create. To copy or delte objects, select the required objcts and then chaose Copy or

Delts.
Folder Contents
‘M ‘{Iurremliersion ‘Read ‘Slaisa ‘@(md—py ‘Changedon
(reate
Emmj l——l

Click the Create Button:
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The cFolder Screen appears as below:

cFolders
mySAP PLM .
cFolders . 7y Collaboration on the Web
Home Favorites  Settings Help Logout
%8
4 Create Document s
WTechrical Detal o ,
<0 Navigation: ~ Folder Oveniew
0 Current Path: Collaboration > ... > .. > V100023A > Tech_Bid > Create Document
<Ll V1000234 Crete Document
B Tech Bid
) COLLABORATION Enter the name and a description. Decide whether or not you want to upload a local file now or later. Then choose Next.
() EXTERNAL AREA
Name | New Document *
Description ’
Subscrbe ]
PGP Documents ™ You are oy alowed to use PGP fles in this document.
© Upload Local File
() Create File Later
- Cancel
Miliio]
Click Continue Tab[EERMNE

KPA SAP SRM Suppliers User Guide
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The cFolders Appears as below:

mySAP PLM )
cFolders . : Collaboration on the Web
Home Favorites  Settings Help Logout
%8 :
: Create Version
§rechnical Detals o y )
i Navigation:  Version Overview
vl'j Current Path: Collaboration> ... > .. > V100023A > Tech Bid > New Document > Create Version
<O Voo To select the required file, choose Browse and then Save.
8 Tech_Bid
[ COLLABORATION
[ EXTERNAL AREA \ | Brows. |
Cancel
Select browse
KPA SAP SRM Suppliers User Guide Page 19 of 64
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The file to Upload screen appears as below

V I Desitop » v ' Search Desktop je ‘

i Organize ¥ New folder -0 @
o0 Favorites - Ba T %“
B Desktop i System Folder
& Downloads
“l_f"-j Recent Places ]& Stephen C. Chepkangor |
System Folder

LLL

4 Libraries -
@ Computer
Documents j System Folder |
J5 Music '

e Plictures Network
B Videos [ System Folder
- Adobe Reader
1% Computer N it
ﬁ Local Disk (C:) 196 KB
G HPTOOSE) ™ i Micosoft Office 00 £
Filenarne:| v | AllFiles (17 A\
Open ‘ Cancel ‘

Click Open button .
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The cFolder Screen appears as below:

mySAP PLM
cFolders o Collaboration on the Web
Home Favortes  Settings Help  Logout
%l A
: Create Version
rechnical Detas L ) )
avigation:  Version Oveniew
ol Navigation: ~ Version Qv
VD Current Path: Collaboration> .. > .. > V4000234 > Tech Bid > New Document > Create Version
“Cvioea To select the required file, choose Browse and then Save.
QTech Bid
0 COLLABORATION
C) EXTERNAL AREA | C:\Users\schepkangoriDesktopNEST
.Cancel
Click Save tabEElE.
KPA SAP SRM Suppliers User Guide Page 21 of 64
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The cFolders screen appears as below:

mySAP PLM

cFolders AN Collaboration on the Web

Reflesh Search Favorites Seffings Help Logout

g4

Folder Tech Bid fiep.
BiTechrical Detals , i
urent Path: Collaboration > > » >Tech Bi
) Curtent Path: Collaborat V1000234 > Tech Bid
.. Foler
ﬂ%i y To save any changes made, click Save.
[ COLLABORATION | .
() EXTERIAL AR Name | Tech_Bid |

Subscribe
Authorization | Wit |

‘Nofrﬁcatiuns||hdditmna\ Functions ;||Cance||

To create folder abjects, select Creafe. To capy or delete abjects, select the required abjects and then choose Capy or

Delete.

Folder Contents Upload POX Package Capy a5 Bookmark
Name Current Version Read |Statuss |Changed by Changed on

1] Elew Document | NESMO.pdf (1 746KB) NRIKAH MINANASH  (27.02.2013 14:30:19

I Row1 Column For Row Selection ]

Click Save ButtonEEiE.
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The cFolder screen appears as below:

‘ e
(2 Tch Resones - AP NeWever Pl - Widows et E@

7 bt s e s com:O00) i ot g Tt 3ACHLF 2876 480eS 10RO T8 Targetnavur 3 2P IFGTSADC 563 TS NauMoce= Y Curentindonld= WD)

mySAP PLM
cFolders @ A% Collaoration on the Web
Reflssh Search Fawortes Setings Help Logout ||
e .
L Folder Tech Bid ten
Wrechna e ‘ i
1 Curent Path: Collboration » . » . » VA000Z3A > Tech Bid
vﬂ Data was saved
vQvioa Fi
1 T i
Ol CoLLABCRATION To sae any changs made, cick Saie.
Ul EXTERHA AREA
Hame Teeh B I*

Subscrce
Authorzatin W |

|N0tMcations\|Additiona\ Functions 4\|Cance\\

To create foder objects, select Create. To capy or dlete objects, Selectthe requined cbjects and then choase Copy ar

Delte.

Fold Cores ot PPk et Cop] oy ok ] 4] o]
‘M Current Version Read |Status  Changed by Changed on
D‘NewDocumem NESMO. o (1.716KB] HRKAH NAANASH 27,0220 3018
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3.5 Submitting the RFxResponses

To submit the result display the create response tab to view the screen below

Create RFx Response

Create RFx Response

RFxResponse Number 5300000170 RFxNumber B00000023¢  Status nProcess  Submission Deadline 27.02201315:00:00UTC+3  Opening Date 27.02201316.00.00UTC+3  Remainin
RFx Owner HrStephen Chepkangor  Total Value 000KES  RFxResponse Version Humber ActiveVersion  RFxVersion Number 1

| Read Only | \ Prin Preview | | Technical APy Reaponse \

RFsInformtion ftems ¢ MNotezand Attachments | Condtions | Summary | Tracking

w lem Overview

-::"e. \ Copy | Paste || Dekete \ Calculate Valie \ Fiter Expand Al C
Ling Number  Descripfon  tem Type | Product Cateqory Description | Required Quanfiy  Submited Quantty | Und | Price  Currency | Price Per | Delivery Date | Total Value RFx!Respuﬂse@ R/ Respan
' @ | 0001 NONSTOCK Material  Non Stock 1 TEA 000 KE3 1 On3103.2013 000 o U

Click Check button[€heck]. to verify if everything is O.K.

Click Submit button[Sumit ]
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The RFx response message appears as shown below:
Display RFx Response Screen

Display RFx Response 5300000170

RFx Response Humber 5300000170 AFxMumber 6000000284 Status Submited  Submission Deadline 27022013500:00UTC+3  Opening Date 27.022013116.0000UTC]  Rey
RPx Owner Hr tephen Chepkangor — Total Value 100000000KES  RFxResponse Version Number Active Version  RFxVersion Number 1

s AP rezponse 5300000170 submited

\PrintPreview\ |Refresh\ |TechmcaIRFxRespunse

Wihdraw | \ Questons and Answers (0)

RFx Information ltems Mofes and Attachments  Condtions © Summary ¢ Tracking

 tem Overview

Add Ny | Copy | Paste || Delte \\ Fiter
Ling Number | Descripfion  tem Type | Product Cateqory Description ' Required Quantty | Submited Quantty | Uni Frice ' Currency | Price Per Delivery Date  Total Value RFx!Respunse@
' @ 0001F) NONSTOCK Heferil  Non Stock 1 {EA - 1,000,000.00 KES 1 On31.03.2013 100000000 Q0

Click Close button[ Clese |,
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The report shows that the status has been submitted

\ \’!7 b3 henye-pots.com 30000 ot Praox

7 BdProcesing- PN, ¢ ||

o
W)

o f

(
W 4.

oy | 4uE4D 0800

i ¢ SgetedStes v ¢ Getmare Addons v

KENYA PORTS

i.
| ) AUTHORITY 1 Q|

Logoff

Hislry Favortes Personaize View Hep ' Velcome: VHO0022A,

,ﬁxutdAuctions‘[ Admistaton ~~ Confimatins ~~ voices and CrediMemos  Wessages  Noffiation fromPurchaser ~ PurchaseOrders  Schedulng AgreementReleases  Shiing Noffiations

Overview ~ Senvice Hap

el

i Active Queries
effis AIS) Pused 1) foded 59 Conpled ()
eAuctions AL(O) Publshed (0) Ended (0) Competed (0)
Without Cateqory Assignment lew Query (45 rfa2 (10) New Query (2) New Query 0) rfa(0)
dfs-Al
) Show Quic Creria aintenance Change Query Defie New Query Personalze
Vnw:][StandﬂrdVIew] V| ’ \ (regle Respcnss[ ‘ [ Display Event || Display Response \ ‘ \ Prn Prevew \ ( Refesh | Exputs | Fier Setings \
b i el G S W0k Reuelr  Renedis  beeo R 04
GOO0000284__ | Suppler RFX2banng Publc Tenderng | Pubihed a0 loBidCresed 1 0
=CGUMZ Suppler REX2 rai | Puble Tenderng hed anam 530 s 1 l 0
G000000281 | TENDERNO KPA 10520123 Pubc Tenderng ~ Publshed 70 NoBdCreated 3 0
G000000260 | TENDER O KPA 001 PublcTendering  Pubished 70 loBidCrested 3 0
§00000279 | Tender Gob68 Publ Tenderng | Pubihed 001 | 500000188 Submited 1 2 0
KPA SAP SRM Suppliers User Guide Page 26 of 64

Version 2




3.6 Opening C-Folders

You shall be required to display the RFx in order to view the cFolder

Display RFx Screen

Display RFx : 6000000284
RPxHumber 6000000284 RFxMame Supplir REX2training  Type PubicTendering  Status Published  CreatedOn 27022013135948  Created By NrStephen Chepkanger  Time Zone UTC+
Number of Suppliers 1 Numberofitems 1 VersionNumber 2 VersionType ActiveVersion  External Version Humber 1
Ed \Open Technical RFx RespuﬂseHTechnica\ RFxHPermLssiuns\Mnse foHRespunses andAwardsHCreate Folow-0n RFx||CnnverttuAuc1iun|\Prim Preview\
Questions and Answers (0]
folnfomnﬁunr Bidders | Mems | Mofes and Aachments | Condtions | Weights andScores | Approval | Tracking
RFiParameters  Questions  Notes and Aftachments | Condiions
Identifcation Event Parameters
RF Name: Supplier RFX2 traiing Cuency: KES
RexType: Publec Tendzring Detaled Price Informefon: Price vih Condfions
Product Category. Folow-On Document: Purchase Order
Pubicaton Type: Public AFx Bidder Can Change AFx Respanses: D
Alow Hutiple RFx Responses for Each Company
L] Display Weightng fo Bdders: 0
Purchazing Organization: 1001 Procurement Dept
i ; i i Show Hembers
Purchasing Group: 101 Container Terminl NOW WEMDERS TenderFee
Daes Requiredt
Sttt 0000 TenderFee * (]
Subrission Deadine * 70A | 500 SubisionDeading S [T
Technical P Response Opening Dat: (21022013 153000
Earnest Maney Deposit
Commercial Opening Date: * 70223 160000
Required: fl
Erdof B Pt i
Aot 100,000.00 KES
Submigsion Deading: 0223 150000
A 1A
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Click Technical RFx button[Technical RFx |

The cFolder log on screen appears as below:

Windows Security @

e server srmgas.kenya-ports.com at SAP NetWeaver Application Server
(/300] requires a username and password,

rning: This server is requesting that your username and password be
sent in an insecure manner (basic authentication without a secure
connection).

| kpad0436 |

[7] Rernember my credentials

o] [ ]

Click OK button %€ |,
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The cFolder screen appears as below:

mySAP PLM ,
cFolders _ , Collaboration on the Web

Home Refiesh Favortes Settings Help Logout

g4

%echnical Details
) Folder

Public Area Public Area el

Navigation: ~ Collaboration
Current Path: Technical Details

Change Wark Area

Choose Save to save changes made to the name or the description. If you want to assign additional names to certain
cFolders objects in this work area, choose Aliases.

Collsboraton Technical Detls |
Name | Public Area k
Description Public Area A
Authorization | Administaton

B3 uthrzations Nocatios Assign Status Profe Adiiona Funcins J Cance

Expand the folder
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The cFolders screen appears as below:

mySAP PLM
cFolders Collaboration on the Web
Home Refiesh Search Fava Help Logout
R .
e Folder Tech Bid Help
§iTechnical Detais . )
Current Path: Technical Details » Folder > TECHNICAL BID > V1000234 > Tech_Bid
7L Falder
<) TECHNCAL BID i
L] V100023
& Tech Bid To save any changes made, click Save.
0 COLLABORATION ‘ ,
0 EvALUATION Name [Tet Bid
U EXTERNAL AREA Subscribe
Ol INTERNAL AREA Categarization  No Category Selected ~
Authorization  Administration
Authomzat\onsHNotiﬁcationsHAssign Status ProﬁIeHAdd\tiona\ Functions 4\|Cance\|
To create folder objects, select Create. To copy or delete objects, select the required objects and then chaase Capy or
Delete.
Folder Contents Upload PO Package Copy as Boolmark
|MA Current Version Read |Status (Changed by Changed on
D|@New Document  |NESMO.pcf (1.716KE) NRIKAH MWANASH 127022013 14:30:19
[To display the file, click the hyperlink i
Select the attachment.
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The cFolder screen appears as below:

1 —
(2 T Rsporses -S4 Neteme Pl - Windows et [xp\urem

7 http://=apepg kenya-ports.com:S0000/irj/portal?Navigation Target=navurl3A%2F 2Pl ad0bidecShedceb03822 0628501 PreNavTarget=navurl 3 A2 2 lebefedbadd] c25ecbl 474 Sede2f3&NavMode=

mySAP PLM
cFolders LA Collaboration on the Web
Reffesh Search Favortes Settings Help Logout

vl

Folder Tech_Bid el
lechrical Dot .
Ol Curent Path: Technical Detalls > Falder > TECHMICAL BID > V1000234 > Tech_Bid
| Folder
L TECHAICAL BD Foe
vtz
A Tech Bid To save any changes made, click Save.
O coLLABORATION )
D EVALUATION Name ‘ Tech_Bid
O EXTERNAL AREA Subserbe
CINTERNAL AREA

Categorization o Category Selected v

Authorization Adminisiration |

‘Authonzaﬂons”NotﬁcamnsHAss\gn Status Pmﬁ\e”Addit\ona\ Functions ‘HCanceI‘

To create folder objects, select Create. To copy or delete abjects, select the requied abjects and then choose Copy or

Delete.
Folder Contents \Upload PDX Package\ @ \CopyHCopy £ BookmarkHPaste\ \Delete”NI\
‘MA Current Version ‘Read Status |Changed by Changed on
Bl Dot ESOOF 7608 | IRKEHAWAVASH 270020343018
Do you want to open or save NESMO.pdf (L67 MB) from srmaas.kenya-ports.com? Open Sve || Cancel | x

Click Open button ' ©r=n
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The PDF document screen appears as below:

77| NESMO.pdf - Adobe Reader

File Edit View Document Tools Window Help

8 & €

$1/6 B8, o5 A

The Chiman

Ep_wf-_'fc.

P.w I’Jr._dp;s

Carparation Tindsr Comnites [CTH ‘ﬂ%‘ Pogy t ‘['.31 \ -
MOMEAIA ".‘UM :mf'io,q,ﬁ;- -
/

i ACTICN EUCOMING ETC Dicon

The Camorstion Tatekt Cainm ulvm It Meeting Mo, 011/201213 bl an 708

2012, ilibersted on the following items and dicided ar fall 3

No (M i | Besipicn iy

.i'l'l Mmlm; | i - 1
10 04201 | Canfifrution of Miritge of Wik

 ETC i [ }
- d

——— 44
Tmef N, EPASaan.

[y | U S g Y |, Y
| ‘WAndscraend & Refated
Sivks O Teminal Trtors |
& OEher Equipment

hitilng | Investmst Lt

[ Tenter s, ez |
Matters 13(Fk; = Reguest Fer Wi Pk x.
AdamgV | Propeiali-delection Of Tax

| Service 1
| Coniltar

I\tﬁ.w for Diret
| Peoewirment i cheved of

| | Bro
| Matters | Frecutent Mt e | s P Encr
T s i T

| | SpirrFor New Feeklft

Nougmbay,

[Warded 3 fiJ-IC‘I'
e of Ihs. .22 |
VAT Inglugve T2y 8 perd

|of two (@) W o be
|upplled & wmd when

requiied

ke \|f

A e n4sh o
! | Inchibve VAT g
| Pt of e 3 yoare

[ Mrlfod.f-l-w User g
| e the catrect wote ang
vl Budget avalability |

Click Close button/ S
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The cFolder Screen appears as below:

mySAP PL

cFolders

Collaboration on the Web

Refesh Search Favortes Seffings  Help

Home
B ad . —
o Folder Tech Bid
WTechical Dl S .
utent Path: Technical Detals » Falder ach B
= Curtent Path: Technical Detals » Folder » TECHNICAL BID 5 VA00023A 5 Tech Bid
oL TECHNCALBD Fale
<0 vionnzas ‘
S1ech Bid To sare any changes made, cick Save.
] CoLLABORATION 3
D EVALUATION Name ‘ TECh_Eid
] EXTERNAL AREA Sibsite T
DM Catequizaion N Caleqory Selected v

Muthorzation ~ Adinsfaton

‘AutharizationsHNotiﬁcanons||Assign SHatus ProﬁleHAdditional Functions AHCancel\

To create folder objacts, select Create. To copy or delate abjacts, select the requied abjects and then choose Caoy or
Delefe

Folder Contents e PO Pakae| Copyas Buokmar|

‘mﬂ Cument Version Read |Status | Changed by Changed on

D\Mewnocumem NESHD.oof [1716KB] NRKAH WNANASH 7002073 43019
Click Logout button EEEEH
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The cFoder exit screen appears as below:

)

7 ity sapcpo kenya-ports.com:S0000/ifportal?NavigationTarget=navurl%3A%2F 2P bl adcb6ecSbecleb0998220625e591 &PrevNaTarget=navurh3AS2F4IF1 ebelledbaddl c25cchl 7545eded838NavMode=38 CunrentWindowld=WID B

Thanks for Using cFolders

THE BEST-RUN BUSINESSES RUN SAP W

KPA SAP SRM Suppliers User Guide Page 34 of 64
Version 2



4 SUPPLIER SELSERVICE

This is the process ensuring online collaboration with the supplier for the Purchase Order
Confirmation process, advance shipping notification process. And invoicing process

4.1 Create confirmation for Purchase Orders

The Supplier acknowledge receipt of Purchase order online in this process .To execute this
function go to Purchase order tab to view the screen below

New - SAP Net Weaver Portal - Windows Internet Explorer

¢ 'y
SAP SRM tiome | Find | ten | FAQ | Lonoi \D&n
4 Listof Purchase Orders
 Find )
« Find | List of New Purchase Orders
 Purchase Orders Download
Al
o ] 00000016 ] 0802203 Hew 10000 KES 6300000082
+ Changed ] 1000000159 R 07022013 New 132400 KES 6600000043
* InProcess B 1000000141 0 06.02.2013 Hew 100.00 KES 4300000207
+ Confirmed
Bty ot ] 1000000140 R0 0602203 New 10000 KES 4300000206
+ Refected 1] 1000000151 "M 05022013 New 100,00 KES 4800000205
* Canceled by Customer ] 1000000130 ] 05022013 New 100.00 KES 4800000204
+ Purchase Orders
o ] 1000000129 "M 05022013 New 100,00 KES 4800000203
 New ] 1000000128 ] 0502203 Hew 100,00 KES 6300000072
+ Changed 0] 1000000128 F0 25012013 Hew 1,000.00 KES 4500070546
+ InProcess
] 1000000125 ] 202013 Hew 1,000.00 KES 4500070545
+ Confirmed
+ Partely Accepted by Customer ] 1000000124 ] 25012013 Hew 1,000.00 KES 4500070544
+ Rejected 0] 1000000123 ] 25012013 Hew 100000 KES 4500070543
» Canceld by Cust
ancekd by Customer 0 1000000122 0 B012013 lew 100000 (€5 500070542
* Shipping Notifications
Al 1] 1000000121 " 202013 New 1,000.00 KES 4500070541
KPA SAP SRM Suppliers User Guide Page 35 of 64

Version 2



New - SAP Net Weaver Portal - Windows Internet Explorer

i o] v/ T
SHP SR ke A :
b | |t | 0 | Lot Ml AW N
_4 LstofPurchase s » Displey Purchase O
+ Fid .
i | Display PurchaseOrder
" e e (s gy Dot o it Do
Al L
* Hew
B it i
+ Canged
i) | Cocumt Hunber L
+ (onfmed
| Qocurt Hame \P()
e 02
R |DucumentDate e
» (anceled by Costomer | Purckass Crder o, ‘W
v Punhase (s | Requested Folow-On ocuments Purchase Onder Response, Shinping Not, Confimetivn, Gods Recet Ivoies
o |Status Hew
o Hew
+ g tem Overvigw ﬂ
+ D Process
« el [ Hew iz} f e 10D 00KES Death (2
o Canced by Cutoner
v Stogny g Messages ﬂ
it | =, | B

Click Process button.
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The process Purchase Order Screen appears as below:

SAP SRM

1 find
¥ Purchass (rdrs

J'I "-H\ :'
f' i
tome | Fid | Hep | EAD | Logaff Lﬂ&ﬂ

¥
*Hew
+ Cheged
+hPess
+ orfimed
+ Pty (o
+Repre
+ Cameed by Cistne
v Auchase s

Al
+Hew

* hangd
* iPocess
+ Corimed

_1 Lt of Prchase Onders » Dl Prchase Onder 3 Process Purchese Order

| Process PurchaseOrder

Basic Daa

| Dcumehunte ot

| Documehang 0 |

| Dcumer D 08022013

| s O Mo oNE |

| Requested Folow-Cn Documents Puchass OnderResponss, Shpping o, Confimetion, Goods Recept vaies
St I Process

tem Ovenigw

(G Qime e 0K et

| ConfmAlfems| et Allms | st s |

1 T

Select the confirm all items tab
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Process Purchase Order Screen

SAP SR

tome | Fnd | fe | FAQ | Logof

_1 Listof Puchase Onders » Dsplay Puchase Onder » Process Purchass Orde
+ Find

KPA SAP SRM Suppliers User Guide

Version 2

. | Process Purchese rder
v ] ] ] e v
Al
* Hew
Basic Data
+ Changed
s | Oocument Nunber (L
+ (onfimeg
| Document liang ‘PU ‘
e i (8022013
Rl |DncumemDate -
v Canceled by Customer | Purchase (rcer . ‘W |
 Prchase (rders | Requestzd Folow-On Documents Purchase Order Response, Shinping Motf, Confimation, Goods Receit hvoies
A | Hatis hProcess
* Hew
s tem verview
o I Pocess
e LG Qemes a0 i wemy | B
 Partly Accepe by Cusomer
+ Reeced
* Canceady Cusmer | Conm At || R Al lems | Desec Al s
" Sy
il L.
Click Send button[5€nd]
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4.2 Creating Advance Shipping Notification

After successful confirmation of receipt of Purchase Order, you shall process an advance
shipping notification for the goods you want to deliver.

You select the tab Purchase order in SAPSRM and select the one from the list of Purchase
orders with the status as new:

il i
SAPSRM o | | 0 | o0 | oot P
A Listof Purchass Orders
« i .
- | List of New Purchase Orders
¥ Purchase Orders
M
ey I {00000 n T Hew 0000 KES R0 N
+ Changed I 100000212 n A0 Hew 1000165 SR04
+ rocess | 0t0cz10 0 bR Hlew 140 KES G
+ Confirmed 0
00000018 n B0 [ 1045 1110
il Accped by Custorer — o '
+ Rt | 1000001% n B0 New 100 KES 00131
+ Cancse by Cusloner [ 000000197 M BN Hew 100048 000010
¥ Purchase Orders
y | 00001 n 18022013 Hew ANKE 50000278
e | 1000000185 n 18022013 Hew 1000465 SE0naTs
o Chenged ] 100o0u1g2 ) 13022013 Hlew 100000 KES aann0nt2
+ InProcess
I 000000131 M 302013 Hew 100000 5 Gli0iiey
+ Confirmed
el Ay Cosoet I 00000021 n 11022013 Hew B0 KES 50
+ Reeted | 000000213 n 11022013 Hew 05 sS04
+ Cancsed by Cus
ey st I om0 e New i SR
 Sfigping Noffications
w— | 000000183 n HPHE Hew 10000 5 St B
Click the confirmation response number
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The Display Purchase Order screen appears as below:

Display Purchase Order Screen.

; ¥ NE.
PSRy Tk ANE d
e | o | 1 | A0 | oot [ W
_4 LBt ofPurchass Orders  Disply Purchass Order
1 fird .
- | Dispay Putchase rder
v Runfse s e 1] DD ] ovnie
ol L]
o e
Bsic Lt i
+ Changed
=S | Cocumentumber Moiorze
1 (onfimed
—— | Cocument Hame |P0 |
. Q4032013
et | Cocument Date
+ Cancsd y Custome |t e oy |
 Prchss Orrs | Requested Folowe-On Dacuments. Shinping Notif, Confimation, Gaods Recein, vaice
A |Status llew
1w
+ Creged tem Ovenvigw ﬂ
v nFrocess
* Crfimed 1w 00000054 BEARMG PIV22314C ECHIH
o Canceled oy Customer
 Shiping Nofcaos | Messages E
‘{MJ\L | T ‘E

Select the Create ASN Tab.
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The Process ASN screen appears as below:

The Process ASN Screen:

L T I B 11 et B
« Cofimed Shopna 0t 03013
+ Parfially Accepted by Customer '
R'cgd S Shipping Tme il
(] e]e
Truck
« Carckd by Cusome Means of Transport
S ol TarspotDloe (O 1
Al @A et et
v In Process
+ Sant I Item Overview ﬂ
il 0TS BRI st s 1 | o duy
Al
Page| 1]ofd
v I Process DD DD L
+ Senk
: | Select Al | Desslct AN | Proose Oulstanding Quanies |
 Confirmations
‘A I Partner Information ﬂ
+ In Process
« Congklin epued Soid-t Party 33 KPa Company Code 05009 Mombasa 254- 211300
+ Accapted by Customer Ship-To Address 33 Entry Chanl 95009 Hombasa 242113600 dummy @dummy com
+ Rejected by Customer
+ Canceled
 Confimations
Al
v In Process
+ Completion Reported
T L B
Input the details:
Delivery time:
Means of transport:
Transport ID Code:
KRA Number:
Tick the propose quantity
Select propose outstanding quantities tab:
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The Process ASN screen appears as below:

ff':l-J :
SAPSRM e | | e | 0 | ot [ /i E:!':' 0
A LstofPurchase Orers » Disoly Puchase Orcr » Pocess ASH
» Find
e | Process ASK
oL Goos D e
Al
o New
IBasicData ¥

 Changed
+ Canfimed |P0

, |DucumemName
+ Partaly Accepted by Customer
Rl | Document Date L
+ Cancsed by Custamer [ Sis (et
¥ Purchase Orders
Al I Defivery Information E
o New
o Chenged |De\NewDale(Expec1&d] kAN
+ rocess | Dy Tig Eecs) 200
+ g | SipngCete Ll
» Partly Accepted by Customer ‘

oty |Smppingﬂme il
» Refected -

e v

+Cecddty Cusone ||.Weans of Trangport
¥ Shising Nofcations |TransuumD Code HBSTT
bl | 1 Ve e | i

Select the goods delivered to recipient.
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The Messages Screen appears as below:

i1 :
SAPSRM e 5t 0 | ot E:!:l i
{ ListofPrchase Onces sy Purchase Order > Diply ASH
1 Find
o i | Hessages E
¥ Pk (s (i oo Yo changes have been adopted sucesssfuly
Al L
o lew
+ Changed
v InFrocess
+ Confimed
v Pataly Accepted by Customer
Rl | Display ASN
v Canceled by Customer
Copy || Prin || Dowrload
¥ Purchass Orders A
Al
e |BasicData i
+ Changed
T—— J0000oor
s Shinping Noff
+ Confimed Document Name il
il ety Csone lomede R0
1 Rejected Galla Sent
v Canceled by Customer
 Shipping Noffeaions . .
Defivery Information
o w EE

The message changes have been adopted successfully appears
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Printing ASN

e~ R B} [

)| hitp/sapcpd kenya-ports comS0000/ifportl Prox ﬁ {:é}

27 New - SAP NetWeaver Portal X
X @ Snaglt (&
7 KENYA PORTS 1%
A b Y ! ¢ Log off
') AUTHORITY Uy
Back History Favorites Personalize View Help "4 Welcome: Mr. NRIKAH MWANASH
RFx and Auctions Administration Confirmations Invoices and Credit Memos Messages Notification from Purchaser | Purchase Orders | Scheduing Agreement Releases Shipping Notifications
Al * New  Changed = InProcess | Confrmed = Partialy Confrmed = Rejected | Canceled by Customer
SAP SRM one | i | ten | 40 | Lonot 4, o | ¢
_( List of Purchase Orders > Display Purchase Order > Display ASN
+ Find .
« Fid | Display ASN
ixfa e
Al
» New
Basic Data
e I n
Hyoms | Stiping N sooooootts
' Conﬁmed | Document Name Q) |
+ Parfialy Accepted by Customer
+ Refcted | Document Date 06032013
e
+ Caced by Custorer | sits St
v Purchase Orders
Al I Delivery Information 0
» New
+ Changed | Delvery Date (Expected) 6032013 |
+ I Process | elivery Tme Expected) 1300
* Confimed | Shiping ate eoa2ty |
» Partialy Accepted by Customer | @ e
: ¢ | hipping i [
+ Refected ) :
+ Canceld by Customer. | Means of Transport e
| Open || Save v/ Cancel |

Select the Print tab
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ESREERT
‘L-..-)h\...-) | 1 Temporary Internet Files » ContentIES » XGRIHZR3 » susdoc (1) - |“"‘?|| Search sus... pl
Organize = Extract all files =~ [ @
| |
S Favorites Mame Type Comp
E] ASM_3000000119 Adobe Acrobat Document Il
- Libraries
L Computer
&L Local Disk (C:)
ﬁh Metwork
Select a file
to preview,
It
I
|
4 m r
d 1 item
r
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4.3 Creating invoice for goods

Access the tabNotification from Purchaser to view list Goods receipt processed

orites  Personalize View Help

ion Confirmations Invoices and Credit Memos Weszages ' HNotification from Purchaser ‘ Purchase Orders Scheduling Agreement Releases

ceipt-Mew | Cancellation of Goods Receipt- Al Cancellation of Goods Receipt-Mew Return Delivery - Al | Return Delivery - New

# % S Y
| e (A & "5
Home | Fnd | Hep | FAQ | Logoff Iroli gy

U Goods ReceiptLis
| Goods Receipt List
Print
B 4000000214 GR 23102013 Document Read
B 4000000201 GR 18.08.2013 Document Read
B 4000000182 GR 21052013 Document Read
5 B 4000000175 GR 21052013 Document Read
B 4000000176 GR 13.05.2013 Document Read
B 4000000174 GR 13.05.2013 Document Read
| B 4000000173 GR 10.05.2013 Dlicurnent Read
B 4000000172 R 10052013 Qv
B 4000000171 GR 10.05.2013 Document Read
B 4000000170 GR 09.05.2013 New
— B 4000000189 GR 09.05.2013 Document Read
B 4000000168 GR 09.05.2013 Document Read
B 4000000152 GR 29042013 Document Read
B 40000001456 GR 25042013 Document Read
B 4100000145 GR 24042013 New
BB HH

Select the one with a new status
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Select accept

" Dislay Goods Recep B
v Rt s \ (rzate Invnice\ \ Disply Document Flnw\ M
Al
'M B it i
* Changed
s | ocunet o
: ?::mewum | CocumentHame |GR | L
el | Cocument Date (62211
+ (o by Csone |Sis
v Purchase rcers
1Al Hem venview E
*lew
g 1 12000000es BEARMNG G008 7S sttt 0 10 ach 1 Each
+ 1 Process
1 Confimed
il ot by Custne Partner Information E
+ Reeced Soltto Pty Gy ‘KPACnmpﬂnytnde G508 Mombasa JBEMEN
+ Cancaed by Cuslomer
Sty otfegions
Al
+ 1 Process
o Sen
- :
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Select create invoice

TTEw E
+ Changed
= In Process
+ Confimed ]
+ Partilly Accepted by Customer
« Refected | Display Goods Receipt
= Canceled by Customer - -
v \ Create Invoice | \ Display Document Flow |
Al L
+ New I Basic Data W
o
4000000035
oh | Document Number
+ Confirmed | Document Name R |
» Partially Accepted by Customer | Document Date 06.122012
* Refeced | stus
= Canceled by Customer
v Stigping Notficatons I ltem Querview E
Al
= In Process 1 (1200000059 BEARING 6008 RS 4500000211 10 10 Each 1 Each
" Set BAE HE
e
= All I Partner Information E
® In Process
Sold-to P 33 KPA Cf Cod 55009 Momb: 54-2113500
et | old-to Party | ‘ ompany Code ”| ‘ ombasa |2 ”|

Enter the invoice no on the description
Select the appropriate tax

Goods Receipt List > Display Goods Receipt > Process Invoice

e | Find | Help | FAQ | Logoff

ome
T4

| Process Invoice

[cancel | [ Update Prices | [ Print | [ Downioad

I Basic Data
| invoice
I Status |In Process
| Description [ro
| Document Date

I External Reference

- I Products and Services

1| Material 100101714 | [ADAPTOR 11P462 1729 0] | Each ~||an.0o000 KES | 18% Input Tax ~ | 4500000300
= =] = =]
I Partner Information
Sold-to Party 33 KPA Company Code 95009 |Mombasa 2542113600 [
|| Ship-To Address 3 |kpa Storage Iocation MmN 560037 mombasa lossaae? |surmmmy @ durmmy.com

Select update prices button

4.3.1 Create invoice attachments

Select the add attachment button
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KENVA PORTS [ =G _ ; . - :
AUTHORITY % For B N, wo ) PN 3 _ wSesson Log

History Favorites Personalize View Help . Welcome: Mr. NRIKAH MWANA|
RFx and Auctions Administration Confirmations Invoices and Credit Memos Messages ' MNotification from Purchaser ‘ Purchase Orders. Scheduling Agreement Releases Shipping Notifications. (]

Goods Receipt-All | Goods Receipt- New Cancellation of Goods Receipt - Al Cancellation of Goods Receipt - New Return Delivery - Al Return Delivery - New

* Completion Reported B =]=]
+ Rejected by Customer
+ Accepted by Customer I Partner Information E
e okto Party 33 KPA Company Code 95003 Mombasa 2542113600
v '“:I'“"'d Eeiitat hip-To Address 33 KPA Storage ocaton Mmoo 560037 mombasa
ol I Price Information E
» Document Sent
+ Accepted by Customer Net Value 20,00 KES
+ Rejected by Customer Unplanned Delivery Costs 0,00 KES
" Create nvoice Tax 0,00 KES
 Notifications from Purchaser
+ Goods Receipt- Al (Gross Price 20,00 KES
+ Cancelation of Goods Receipt - All I Terms of Payment E
» Cancellation of Goods Receipt - Hew ] 0,000
+ Return Delivery - Al 0 0,000
+ Return Delivery - New .
 Scheduling Agreement Releases —
* Al I Attachments \ E
* New
N No Attachments Available |
+ Delivery Block Add Attachment
-
» Read Messages
v —

Select browse button

I Attachments

No Attachments Available

Add Attachment
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Find the file where it has been

' Choose File to Upk

saved by the browser

|

X0
v | 4 || Search Desktop pel
5=~ O I

l- Desktop »
Organize v New folder
=571
781K -
43¢ Favorites L—J ——
B Desktop o Ensaservices
- Text Document
= Recent Places 72 bytes
,h.' Ricaiion ™ '; Invoice_Hillto; ) -
“# Dropbox . Adobe Acrobat Documen B Eh ‘
B8 767 k8
e = e Return Delivery - All
b 4 Libraries P _ Selectafile
L‘Jnjﬂl Microsoft Excel Worksheet to preview.
= | 130 KB
4 /% Computer
b “ Local Disk (C:) Wj 3 Ngw Microsoft Word Document =
=== | Microsoft Word Document
> @ GT-18262 = O bytes
@ s Prod_Portal 20,00 K
I €M Network 3 ’ Internet Shortcut
| 279 bytes -~ 0,00 K
0,00 K
File name: ~ | AllFiles () v '
20,00 K
[ Open ] [ Cancel ]
= J
—
[
= Al I Attachments
= New 2
. P No Attachments Available
« Delivery Block Add Attachment ]
= Read Messages || Browse.. i| Upload|
':.'Am. < 1
= Own Data
SRM Suppliers User Guide Page 50 of 64

Version 2



Select open

Organize Mew folder Bz ~
[==T1]
A TE1KE =
3 Favorites |__I
Deskto, 7 Ensaservices
; P Text Document
1= Recent Places 72 bytes
4 Downloads

= Invoice_Hillt 1
‘ nvoice_Hilltop000 from Pu .

”',’ Adobe Acrobat Document

H 767 KB

= Libraries 52 mar
i Microsoft Excel Worksheet
130 KB

1M Computer

ﬁ Lacal Disk (C3) & Ngw Microsoft Word Document
==— | Microsoft Word Document
0 Gr-Im262 == 0 bytes

*# Dropbox

Return Delivery -.

Prod_Portal
Internet Shortcut
279 bytes

f! Network

File name:  Invoice_Hilltop0001 - [AH Files ()

{ open | )[

= Return Delivery - All I:l 0,000

= Return Delivery - New I:l
+ Scheduling Agreement Releases

Al I Attachments

= New -

e NP Mo Attachments Available

. Deli Bloch Add Attachment
= Messages 3

i| Upload

. Read M || Browse... :| pl |
- Admini -

= Own Data

Select upload button

I Attachments

No Attachments Available

Add Attachment

{C\Users\nonyango. KENY A-PORTS\Desktop\invoice_Hiltd| Browse (| Upload |

The add attachment will appear as below

L = _—-‘-—""‘E

I Attachments / \

invoice Hiltop0001pdt ‘

Add Attachment
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Select the send button

) ¥ NE.
L LA 4

SAPRM e ot | MW v W
D R it et > Pross
1 find
-rm | Proess nvcie
i

i

1w

e sl 7
v I Frocess | iz il

v Confimed

. | Sl

Pl Accele by Cstner

il | D ® |

e by e | Dneme fikand
v Rt (e ety SOOI

A |UnpmnadDe\‘weryCusts E

1w

* Croned

*huss Prdiucts an Sices 7
v Confimed

Pl Accele by Cstner

*Reetd

ety e
g lotfei | Partner inormation ﬂ
i, I 1 I it

The message will read your changes have been adopted successfully

T %‘-T"‘
Home | Find | Help | FAQ | Logoff ‘ \uq;gz' '

P ¢ Goods Receipt List > Displav Goods Receipt 3 Display Invoice

I Messages

‘ (& Info: vour changes have been adopted successfully

Note the invoice reference number from the system.
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4.4 Create invoice for service s

Once you confirmation for services has been accepted by the Purchaser, the information shall
be relayed to you on SRM, and You will open the tab of Confirmations, and view the
acceptance status:

* ; KENYA PORTS w
0q 01
")  AUTHORITY .
Welcome: Mr. NRIKAH MWAHASH
RFxand Aucions  Administration Confirmations Ivoices and Credt Memos ~ Messages Noffication from Purchaser PurchaseOrders ~  Scheduing Agreement Releases Shipping Notifications
Al MNew  Changed  InProcess  Confirmed PartiaMunﬁrmed Reected | Canceled by Customer
SAP SRM WL 4 4
b | Fod | te | EAD | Louof g/
_( List of Purchase Orders
 Find .
« Fid | List of Purchase Orders
" s
' Al
. | 1000000224 0 05032013 Confimed 6400 KES 4500000277
» Changed | 1000000223 0 05032013 Confimed 20,0000 KES 800000041
* I Process ] 1000000222 " EnA Confimed 2000000 KES BR00000042
+ Confimed
T —— | 1000000220 0 4032013 Confimed 100000 KES £500000040
+ Reiected | 1000000218 0 4032013 Confimed 100000 KES 6500000032
+ Canceled by Customer ] 1000000215 m (kg llew 2000000 KES BR0000030
¥ Purchase Orders
u | 1000000214 0 B0 Confimed 100000 KES 6300000143
ew [ | 1000000212 0 #0203 Hew 1000 KES £300000140
+ Changed ] 1000000211 m B0 Confimed 1400 KES 4800000007
+ | Process
[ | 1000000240 R0 %01 liew 1400 KES 4200000006
» Confimed
+ artly Accepled by Cusomer [ | 1000000203 R0 502213 Confimed 1400 KES 4200000005
+ Refected ] 1000000202 F0 B2 Confimed 1400 KES 4800000004
+ Canceld by Cusome I 1000000201 " B Conimed 120000 ES 000000
———
T [ | 1000000200 R0 502213 Confimed 120000 KES 620000013 EI
To view the confirmations tab from the SRM window select the confirmation tab
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The report of list of confirmations will appear as shown below:

il i
SAPSRM e | | oo | 7 | Louat APy
4 Ligtof Confimations
+ Fid . .
g | Listof Confirmations
¥ Purchase Orders
Al
e | fest B0 Accepted by Customer 500,00 KES B
» Changed | deviprasad Hnas Accepted by Customer 500,00 KES
* InPrcess I oz | chendrachurtesing 102013 Accepted by Customer 500,00 KE3
+ Confirmed 1
4000000111 deviprasad 1020 ‘Accepted by Cutomer 500,00 KES
« aily ccapted by Customer — ’ Ry '
+ Refected | 4000000110 devi prasad 101203 Completion Reported 500,00 KES
» Canceed by Customer O oo | Deitesing 1012013 Campleon Reported 00000 KES
¥ Purchase Orders
m | 4000000108 Davitesting for girish 101203 Completion Reported 500,00 KES
+New | 4000000107 Service entry sheet 101203 Rejected by Customer 500,00 KES
* Changed B ounoe | oR 04012013 DocumentReed 120000 K3
+ InProcess
e B oo |eR 02012013 Document Aead 120000 K85
o Loniin
» Parfly Accepted by Customer | 4000000100 lestv 1 212012 Completion Reported 10,00 KES
» Rejected B ooz |6 18122012 Document Aead 10000 K3
« Canceled by Cust
moeedy Cisione I 412212 CongonRegored T4 KES
 Shipping Noffications
—— B oo |6 13122012 Document Read 1000000 KES "

Select the purchase order with the status accepted by supplier
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The display confirmation screen will appear as shown below:

&
SAP SRM e | o | e | 0 | st E;!':' 0
{ Lstof Confrmafons :» Display Confimation
» Find . .
*Fid | Display Confirmation
 Purchase Orte's | Crate nice | Cony || Dispay Documet Fow | it | Dowroac|
Al
v lew
Iaasmnata ]
+ Changed
oLl Confirmation Aot
+ Confirmed
, Document Hame fet
+ Partally Accepted by Customer
+ Rected Document Date 20013
» Canceled by Customer Furchase Order Ho. 40000024
v Purchase Orders Senvice Agen llame TESTH2
A Senvice Location KA
e Accepted by Customer
St
+ Changed i
» I Procss KRA Number * 1234678
+ Confirmed I
ftem Overvi
+ Pl Accte by Custos e 0
o Refected M | Accepted Sarvices for SUS Test 500,00 KES
» (anceled by Customer \ , , o - . -
. 1| Accepted 3000129 Service | Standard Line Replace spigol bearing 1,000 Acivunt | 1,000 Activunt 0,000 Activuni | 500,00 KES
¥ Shipping Notifications
me w1 DD PageuH DD B

Click display document flow button [ Display Document Flow:
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The display confirmation screen will appear as below:

WL :
SAPSRM e e e 0 ) o ‘: AW
F Lt Dy i
1 Fid i )
i | Display Confimato
 Pretese (s | ea v || Copy| Dy Documen Fhw\ Do
Al
o few
Besic Dt A
+ Chaned
s [ cofrnin
1 Confimed
P gy Cme | OocumentName ‘GR
Rt | Oocument Date izt
» Canceled by Customer |Purcha5&0rderNu‘
" e s
Al
= tem veniew A
+ hanged
- I Mt BEARNGZE02IC 13Ezch 13 ach 0Each 13000 KE5
S r— I Vst s esszg o Purchesr
Al I Vessane fon sy B‘ B
Click Display Document Flow buttonl Display Document Flow |
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The document flow screen will appear as below:

OAPORM e o ) ot
A LtofConfmaing » D Confmein Dy Ducrent Fow
vfid
i | DocumentFow
¥ Frchgse e
M
ol
i Purcase e ouians2 I ¥ Confimed 130000 KES
+ 1 Process tods Recepl duiairs LI W N 130000 KES
o Cnfimed
o Pl Accepted by Cusiomr
1 Reced
o Canced by Cufomer
¥ Fuchass Orfers
o
o
o Changet
o Fmeess
o Confimed
o Pl Accepted by Customer
+ Reeced
o Canceld by Customer
¥ Shiopng Nfctins
rznmbuadfll

You will note that a goods receipt exists

Click Back to Document link label
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The display confirmation screen will appear as below:

L a8 :

NPT [ 4 0 @7
_4 LtofCanfmaing * Dy Conimein

Im I I

o | Dy Confmeion

" e s ] ] e et ) Do

IM ]
ol |

Bosc Lea

o i
e |Cnnﬂmml‘mn

+ (onfmed

- |DucumenlNarm ‘GR ‘

R |DucumenlDale B

oy i

" e ey kT

1

] |Item0vewiew i
e

- o e BEARNGENN i {3 Eeh 0 Ea 100

+ (onmed

ol et o

el |Meuagea ﬂ
» anced by Costoer

*Siighifg I MM et
e 1 ‘Messaue n g b B
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Select the create invoice button

The process invoice screen shall appear as shown below:

i Process Invoice :
i :
Al
1w
|Basic|]ata i

+ (hnged
v 1 Focess | iz mo0nes
+ Confimed

. |Smus Process
Py Aocetedby Cusomer - £ | N
Rl |Descr|ptm
+ Caed by Custone | o I
" Fntee s |t Reeence
o g ey s [ wis
e
+ Chnged
*hPces | Producs and Sices i
+ Confimed : .
ey 0 ARG e e | R o0
et
v Cancekd by Ctomer
* Sigig i | Partmer Information ﬂ
Al Stk Party b ‘KPACumpaﬂytnde §5008 ‘Mumhasa 2213600
v 1 Focess
¥l | PricgInformation ﬂ
¥ Shipig Noifeatins
s obuaand \Mﬂm 1300 (0 KFE B

Enter the following:
. tax
ii.  Quantity

Click Update Prices button[Update Prices |
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4.4.1 Create invoice attachments

Select the add attachment button

KENYA PORTS
AUTHORITY

KA

Log

History Favorites Personalize View Help . Welcome: Mr. NRIKAH MWANA|

RFx and Auctions Administration Confirmations Invoices and Credit Memos. Weszages ' Hotification from Purchaser ‘ Purchase Orders. Scheduling Agreement Releases Shipping Notifications Ll

Goods Receipt- All Goods Receipt- New Cancelation of Goods Receipt- Al Cancellation of Goods Receipt- New | Return Delivery - Al | Return Delivery - New

= Completion Reported
+ Rejected by Customer
+ Accepted by Customer I Partner Information E
* Canceled |Suh1—tn Party |33 KPA Company Code 95009 Mombasa 254-2113600
Invoices and Credit Memos
v hip-To Address 33 KPA Storage ocaton Mmoo 560037 mombasa
Al
= I Price Information E
» Document Sent
+ Accepted by Customer Net Value 20,00 KES
+ Rejected by Customer Unplanned Delivery Costs 0,00 KES
+ Create nvoice
Tax 0,00 KES
 MNotifications from Purchaser
+ Goods Receipt- Al (Gross Price 20,00 KES
= Goods Receipt - New
" ; I Terms of Payment E
= Cancellation of Goods Receipt - All
+ Cancellation of Goods Receipt - New 0 0,000
= Return Delivery - All 0 0,000
» Return Delivery - New 0
 Scheduling Agreement Releases —
* Al I Attachments \ E
» New -
o No Atachments Avaiabie |
+ Delivery Block Add Attachment
-

» Read Messages

Select browse button

I Attachments

No Attachments Available

Add Attachment
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New folder

Organize v

457 Favorites
Bl Desktop

%5l Recent Places

S} 781 kB

Ensaservices
Text Document
72 bytes

& Downloads
%# Dropbox

Pl sT ks

i [ Libraries

4 /% Computer

Invoice_Hillto
Adobe Acrobat Documen

Microsoft Excel Worksheet
| 130 KB

1 IS New Microsoft Word Document

fion from Purchaser ‘

. N Return Delivery - All
Select a file

to preview.

P Local Disk (C:
E acatDekICY w _g Microsoft Word Document
> @ GT-18262 == 0 bytes
s Prod_Portal 20,00 K
4 ‘i Network ISAP ’ Internet Shortcut
1 279 bytes -~ 0,00 K
File name: ~ | AllFiles () v il
20,00 K
Open ] [ Cancel ]
s — = = J
5 ttancelaﬁonofGoods‘Rew'pt-New [ 9
i I
[0
= Al I Attachments
= New 2
A No Attachments Available
« Delivery Block Add Attachment]
» Read Messages |[.Browse... i[Upload |
e
= Own Data
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Find the file where it has been saved by the browser

Select open
Organize * Mew folder B -
=l
. T81KE -
0 Favorites I__I
ik Ensaservices
Deskto N
F E Text Document
"=l Recent Places 72 bytes
% Downloads | Invoice Hilltop0001
*# Dropbox . Adobe Acrobat Document .
H 167 KB
Return Delivery - .
- Libraries 52 mar
i Microsoft Excel Worksheet
130 KB
hLo Computer
ﬁ Local Disk (C:) ﬁ‘ I N?w Microsoft Word Document
==— | Microsoft Word Document
0 GT-B262 =1 0 bytes
Prod_Portal 20,0
?" Metwark <LUF | Internet Shortcut
279 bytes - 0.0
. . . ] 0,0
File name: Invoice_Hilltop0001 - [A“ Files (%)
20,0
[l Open | }[ Cancel ]

e Soen o L ¢ 0,000

- Rem Beveny A1 1 0000

B —
w Scheduling Agreement Releases

= Al I Attachments

= New

Mo Attachments Available

= In Process

= Delivery Block Add Attachment
+ Messages .

i | Upload

= Read Messages | Browse... i[Upioad |
~ Admini .

= Own Data

Select upload

I Attachments

Mo Attachments Available
Add Attachment

= iC\U=ers\nonyango. KEN'Y A-PORTS\Desktoptinvoice Hiltd| Browse . il Upload |
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The add attachment will appear as below

. =
I Attachments /
s

| Invoice Hiltop0001.

i

Add Attachment

The Process invoice screen shall appear as below:

7. I :
SAPSRM o 1 1 1 501 o ‘l 4 AW W
_ (- Listo onfnios » Dispy Confnaion  Process vsice
1 Find .
- | Processmvoice
vhowt
A
|M |
Basic Dita
.C}m ﬂ
* fcess e SIO0INES
+ orimed
) |Status
+ Pl Aceped by Custoner
el | Oescripton |GR |
o (anceled by Costomer | ocument e LU
Pt 0rtes | el e
A |UnpﬂnnedDe|’r.leryCusts
+Hew
.(}mﬂj
* NPz | Productsand Senices ﬂ
+ orimed
F—— e 20000085 | |BEARNG 80220 | 10NN 16 T v dsooons 0
.Rg'mgd
+ anced by Cusone
 ShipingNostins | Partner nformation ﬂ
i, | I 1 T 7]
Click Send button[Send],
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The SRM Message screen will appear as below:

SAPSRM  ore 1 ot 1 teo 1 70 | oaat
{ Listof Confimatons : Display Confimaton 3 isplay Ivoice
 Find
' Find I Messages
TR (@ o Your cfanges have been adopted successfully
Al
*liew
+ Changed
* I Proczss
+ Confirmed
+ Partily Accepted by Customer
et | Display Ivoice
+ Canceled by Customer
Set Status || Copy || Create Credt Memo| | Diplay Document Flow | | Print | | Download
B [t oy [y i Do
Al
+ Changed
fvice 5000000065
» 1 Process
« Lo St Document Sent
» Patialy Accepted by Customer SHatis (Vew) Accepted by Custamer ¥
* Rt Descripton GR
+ Canceled by Customer
Y Document Date TR
 Shipping Noffications
T Extemal Refirence Az

The message will read your changes have been adopted successfully
Note the invoice reference number from the system.
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