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COMPANY OWN DATA CHANGE IN SUPPLIER LOG IN

SUPPLIER LOG IN

User*

Password =

Copyright @ SAP AG. All Rights Reserved

Log in as supplier with received credentials with authorizations

Example:

USER ID: V391 & Password: kaa123

Log On

Copyright & SAP AG. All Rights Reserved
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The following screen will be displayed - ignore the message “Contact person not found for the user v391: Contact administrator”

e =7 https://qasusportal kaa.go.ke:50001/irj/portal £ ~ & C | = Company Data - SAP NetW... X

Search: Q -~ New Se™

History Favorites Personalize View Help Welcome: test2 for supplier log in is:
E B - B
Home RFx and Auctions Administration Messages

Create Users Find User Own Data Company Data
Administration > Company Data

Display Company Data

@ Contact person not found for the user V391: Contact administrator

Company Details
Jame of the Compan: test2 for supplier log In issuee
Company Registration No: |
Tax Number{PIN):
Address Data
Street: * 13424
34544 Postal Code: = [34344

PO Box: =

‘ = Telephone numbers v

PROCESS

Go to Administration >> Company data >> Click on button PROCESS >> System will allow supplier to input his Company
registration Number and Tax Number (PIN)

@ &7 https://gasusportal kaa.go.ke: 50001 /irj/portal P - @ S| = Company Data - SAP MetW... X

= [ C =

Home RFx and Auctions Administration Messages
Create Users Find User Own Data Company Data

Administration > Cempany Data

Display Company Data
[ Save || Undo |[ Cancel

1D Contact person not found for the user V391; Contact administrator

+ Company Details

Company Details

Name of the Campany testZ for supplier log in ssuee

Company Registration No: [|
Tax Number(PIN) ]

Address Data

Street: * [3424 |

City: = (34344 | Postal Code: = [34344
Country: = [KE |

POBox: * | |

~ Telephone numbers

| Add Lines || Delete
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UPDATE COMPANY DETAILS- INCLUDES ALL MISSING DETAILS

(N/B: All data must be entered correctly as REFLECTED in the source DOCUMENT)

» Company registration number, Tax/PIN number and Address Data

- x
e@|w https//qasuspertal kaa.go.ke:30001 if/partal p-ac H =7 Company Deta - SAP NetW... % ‘ | (AR LN

[ [ -
Home RFx and Auctions Administrati M o]

Create Users  Find User | OwnData = CompanyData

Administration > Company Data

| Save || Undo || Cancel |

B Contact person not found for the user V391; Contact ini: |

_

Company Details

Name of the Company: |test2 for supplier log in issuee |

Company Registration No: [A3244232343242Q |

Tax Number(PIN):

Address Data

Street = [3424 ]

City: = (34344 ] Postal Code: = [34344
Country: = [KE |

POBox =  [23433 x|

» Telephone Numbers (one number per line)

W Search: Q- | New Session SAP Store Log off
4Back Forward ¢ History Favorites Personalize View Help Welcome: SAMMY TIROP
Home RFx and Auctions Administration. Messages
Create Users | FindUser = OwnDala | CompanyData
dministraion > Gempany Data Full Screen | Oplions

city: Postal Code: * [00200 ]
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» email address (one email address per line)

sapd Search: [ @~ | NewSession | SAP Store | Log off
4Back Forward b History Favorites Personalize View Help Welcome: SAMMY TIROP
Home RFx and Auctions. Administration Messages [
e AT ST M
Administraion > Company Data. Full Screen || Options ~

]

ATTACHMENTS

Attach all required Attachments (the documents should be scanned individually/singly in color and PDF format before attaching):

- X
Q@‘E’ hitps.//qasusportal.kaa.go.ke:50001/iry/ portal P-acd ‘ I Company Data - SAP NetW... * { * @ .
|

= |
Home RFx and Aucfions Adminisiration Messages A

CreateUsers  FindUser  OwnData ~ CompanyData

Administration > Company Data

| Save || Undo | Cancel |

D Contact person not found for the user V391; Contact administrator ‘

1. 1UC: Scan copy of Uriginal National 1L or Passport of each director (Mandatory)
§.0TH: Any other relevant document

CR12  CR12 Regisirar of companies - List of directors. pdf

FIN FIN Audited Financial Statements for current 2 years
IDc IDC Scan copy of Original National ID or Passport of

OTH  Others pdf
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CATEGORIES SELECTION - PRODUCT CATEGORY

Select appropriate Categories you are currently pre-qualified for; and as supported by the attached documents:

e 27 https.//qasusportal.kaa.go.ke:30001/irj/portal L-ad|= Company Data - SAP MetW...
I = L= E
Home RFx and Auctions Administration Messages

Create Users Find User Own Data Company Data
Administration > Company Data

Display Company Data
[Save |[ Undo ][ Cancel |

@D Contact person not found for the user W391; Contact administrator

* Product Categories

Product Categories Provided

Search for: | 7| [ Search | [ Reset
Show Selected ltems || Show all

| Product Category Description | Product Category Select
|~ Goods Go1 0
i = |CT Hard/Software G0102 [+
« Services S01 ]

DIRECTORS INFORMATION

Enter Director’s details and make sure Ownership/shares percentage (%) must be equal to 100% Cumulative:

a 7 https://qasusportal.kaa,ge.ke: 50007/i/portal P = @ ¢ || = Company Data - SAP NetW... %
1 i = 1
Home RFx and Auctions Administration Messages

Create Users Find User Own Data Company Data

Administration > Company Data

Display Company Data
[ Save || Undo || Cancel |

@ Contact person not found for the user V391; Contact administrator

Director Details:

“Below fields are mandatory. Input complete list of directors. Total ownership must be 100%
* Scanned copy of National ID or Passport is to be attached for each director

Director Name | Gender | Contact no. | E-mail | Mationality | Ownership percentage ] Changedon | Time | Changedby |
Ramesh Male « 87987897  ramesh@phoenixteam.com IND 100 00:00:00
5 - 0.00 00:00:00
[ - 0.00 00:00:00
[ - 0.00 00:00:00
- 0.00 00:00:00

[Add Ruwj _Remove Row ]
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SPECIAL GROUP CERTIFICATE

Enter Special group, business type, certificate number, certificate issue date and validity of the certificate (In years e.g. 2):

e = https://qasusportal kaa.go.ke: 30001 /iri/portal
t : - — [

Home RFx and i Administration

Create Users Find User Own Data Company Data

Administration > Company Data

Display Company Data
[ Save |[ Undo || Cancel |

@ Contact person not found for the user V391; Contact administrator

Add Row | Remove Row |

£ - @& ¢ || = Company Data - SAP NetW...

0.00 00:00:00

| = Special Group

Special Groups

dd Row | Remove Row |

*Only enter active certificates recognized by Kenya Public Procurement and one must fill all the fields in a given row.

Special Group | Business Type | Cerificate No. | Date Period (in Yrs) | Date | Changedon | Time | Changedby | |
| Youth - Goods w 3453533453 03/07/2017 02 | 00:00:00
] - - 00 00:00:00
] - - 00 00:00:00
- 0o 00:00:00

- - 00 00:00:00 |

SAVE CHANGES

Click on button SAVE - please note that, the system will check the Tax/PIN Number validation; if already used by another

supplier it would not accept changes (PIN number should be enter correctly as in the Tax/PIN certificate)

G I https://gasusportal kaa.go.ke:50001/irj/portal
t = L= l

Home RFx and Auctions Administration Messages
Create Users Find User Own Data Company Data

Administration > Company Data
Display Company Data

i@ Potential supplier 0000000391 already in system with PIN A345435353P

| - Company Details

Company Details

Narr fest? |

Company Registration No: [A34543534350Q
Tax Number(PIN): [A3454353571 %

Address Data

Click on button SAVE once changes are done in log in.

£ ~ @ € || =" Company Data - SAP NetW... ?

Page 7 of 8



System will generate the below message on successful data change updates

- x
e@|B"hhbsf{q'asuspm!3t‘i'aagq.k3m1ﬂqlgoﬁi[ pP-ac ”wc‘,wl}m-w NetW.. % | @
= = L ~
Home RFx and Auctions Messages gy

Creats Users | FindUser | OwnData | Company Data
Administration > Company Data

Company Details
Name of the Company:

Company Regi
Tax Number(PIN):
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