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Let's get you set up.
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Supplier Registration Process

» Navigateto  https://ke.kcbgroup.com/about-us/suppliers @

» Click on the “Become a Supplier” button.

The button will open a link on the KCB Supplier Portal where you will follow the steps listed

below to complete the supplier registration process.

BANK

ForYou  ForYourBiashara  ForCorporates  Diaspora  Ways of Banking Blog  Deals Q

Suppliers

We're always seeking to partner with innovative businesses in our quest to transform our customers’ banking experience. Our automated supplier
registration process is now simpler and more inclusive, giving businesses an equal opportunity for application, through a fair and transparent process.

All potential suppliers who desire to partner with KCB BANK need to register on our Supplier Registration Portal and pass our prequalification
process. The system is tailored to allow you to preselect your business scope and area of specialization. The qualifying suppliers will then be invited to
tender for specific services after careful selection based on various capacities.

In our bid to support our customers, we are also opening up opportunities for them to collaborate with us as providers of products and services. We
have directed our focus on the youth, women, persons living with disability (PLWD) and strategic SME customers. This is in tandem with our

sustainability policy that supports the empowerment of the youth and the community

We look forward to having mutual respect and sustainable and honest partnerships with our suppliers that are beneficial to us both.

Let's go ahead!
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o (2) (3) (4) (5) (6) (7)
Company Contacts Addresses Business Bank Accounts Products and Review

Details Classifications Services

Register Supplier: Company Details Back  MNext  SaveforLater Register

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number.
* Company D-U-N-S Number
* Tax Organization Type Tax Country
* Supplier Type Taxpayer ID
Corporate Web Site Note to Approver

* Attachments None =

Your Contact Information
Enter the contact information for communications regarding this registration
* First Name
* Last Name
* Email

* Confirm Email

Select the company details like,

= Company hame = Attachments
= Tax organization type = Tax Country and Taxpayer ID
= Supplier Type (Category)




Register Supplier: Company Details

o (2) (3) (a
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g (7)

Company Contacts Addresses Business Bank Accounts Products and Review

Details Classifications

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number.

* Company American Telegram

* Tax Organization Type Government Agency e

SECURITY EQUIPMENT AND SERVICE |+

Corporate Web

Site

* Attachments ADDITIONAL_INFORMATION.zip + X

Services
Save for Later

D-U-N-S Number

Tax Country Kenya

Taxpayer ID KCB45678

Note to Approver

Register

[Your Contact Information ]

* First Name

* Last Name

* Email

Confirm Email

Enter the contact information for communications regarding this registration.

John

Smith

John.Smith@outlook.com

John.Smith@outlook.com

Create the supplier Contact and
Supplier Portal user account.

= First Name

= Last Name

= Email
= Enable User Account

BANK
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Company Contacts Addresses Business Bank Accounts Products and Review
Details Classifications Services
Register Supplier: Contacts Back @ Save for Later Register  Cancel
Enter at least one contact.
Actions v View v Format v == Create - ¥ Delete Freeze [=| Detach Wrap
Administrative  Request User 2
Name Job Title Email Contact e Edit Delete
I Smith, John John.Smith@outlook.com v v / X
Columns Hidden 7
Create Contact
Salutation Mr. EI 254 v 3321
Phone

* First Name John 455200

Mihe Mobile M

* Last Name Smith

John. il
ot Titte John.smith@gmail.com
| Administrative contact
4 User Account
Actions v View v Formatw X Ep Freeze  [w Detach Wrap
Role Description
Iswpwsons«vucm Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and ... N
Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and ...
Supplier Sales Representative Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging or requesting cha... v
Create Another OK Cancel
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Company Contacts | Addresses | Business Bank Accounts Productsand  Review
Details ifications Services

Register Supplier: Addresses Back Save for Later  Register Cancel

Actions v View v Format v Edit

Address Name Address

Address Purpose
Mo data to display.

Columns Hidden 3

Create the Supplier Address and link
the contact to address.

= Address Name = Address Purposes
= Country and other geography details




Create Address

* Address Name| Tom Mboya

* Country Kenya v
* Address Line 1 Street No.1
Address Line 2
Address Line 3
*City Nairobi
State

Postal Code

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Formatv X | B Freeze

Name

I Smith, John

Columns Hidden 4

* Address | Ordering

Purpose | Remit to

¥/ RFQ or Bidding
Phone 254
Fax 254

Email

=" Detach Wrap

Job Title

v 345
v
Email
John.smith@gm...

KCB BANK

23745698
Administrative
Contact User Account
v

Create Another IOI_( Cancel
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Business Classifications
None of the classifications are applicable
Actions v View v Format w xX

* Classification Subclassification  Certifying Agency e ™M Certificate  StartDate  pXPIO" Notes

Small Business | v Other ¥ Governtment ISO 9001 Certific ~ 1/1/20 [ig  12/31720 (g CRN45679430: [

Select the Business Classification and

add the supplier business and legal = Certificate Name
certificate = Start and End date of Certificate
= Classification type = Attachments




KCB BANK

Create Bank Account

* Country Kenya IBAN

KCB Bank Kenya |v Currency KES

Branch Kencome Branch |v

Additional Information

Account Name Agency Location Code
Alternate Account Name Account Type Savings v
Account Suffix Description

Check Digits

Comments

Note to
Approver

Create Another Cancel

Create and Add the supplier bank
account,
= Bank = Branch
= Account and Currency details




KCB BANK

Create Bank Account

* Country Kenya IBAN

KCB Bank Kenya v Currency KES

Branch Kencome Branch |v

Additional Information

Account Name Agency Location Code
Alternate Account Name Account Type Savings v
Account Suffix Description

Check Digits

Comments

Note to
Approver

Create Another Cancel

Select and Add the product and service details to supplier,
= Click search and Add icon to add the product and then select the product/service
related to supplier company.
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Register Supplier: Products and Services

Actions » View v Format v | [} Selectand Add

O—®
Company Contacts
Details
Remove Freeze |z Detach

Category Name

Mo Aata tn dionlass

Select and Add: Products and Services

4 Search

Category Name

View v Format v Freeze [m| Detach

Select Category Name
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Adhesive Tapes

Advertisingl Sponsorship and Communication

ARTIME

ATM Stattionery

Bags Sacks and Cartons

Banking Accessories

Banking Operation Forms

Bicycles and Motor Cycles

Billboard Rentals

Books and Registers

Columns Hidden 1

O—@—0

A Busil Bank A
Classifications

Wrap

Description

Wrap
Description

Adhesive Tapes

ARTIME

ATM Stattionery

Bags Sacks and Cartons

Banking Accessories

Banking Operation Forms

Bicycles and Motor Cycles

Billboard Rentals

Books and Registers

Back HNext Save for Later

Cancel




KCB BANK

» Confirmation x
Your registration request was submitted. You will receive an e-mail after your registration request is reviewed.

OK

- After inputting all the basic and required information, click on register button to
register the supplier information and get the confirmation message and email.




How to respond to an RFP invitation

» STEP 1
Login into the Supplier portal using supplier user account details

» STEP 2
Navigation =» Supplier Portal = Supplier Portal

Good evening, James Stephen!

Supplier Portal Tools Others
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» STEP 3
Supplier will accept the negotiation invitation and acknowledge the participation

. o Notifications Show Al
Active Negotiations Done
® ACTION REQURED 7 minutes ago
You Are Invited to Negotiation KCBK_BD 19 (ATM Machine Accessories Purchase) :““’e"sa' e
4 Search ns v
KCB MPL Actions W t :I
| E——
FYl Accept Invitation
** Negotiation o
Megatiation KCBK_BD_18 (Two stage Process) Was Closed Decline Invitation
** Title KCB IMPL —
** Negotiation Close By m/dlyy fe FYl 12 hours ago
Oracle Fusion Applications-Automatically Generated Password *
Save...
Search Results ¥ 12 hours ago
Actions w View v Format w freeze  |w| Detach Virap I Acknowledge Pirtmpl‘boﬂl Create Respons Supplier Contact User Account for KCB Enterprise was Created
2 2 Negoti ‘Response
Negotiation: [Tl Type ipreadsheet
I KCBK_BD_19  ATM Machine Accessories Purchase RFQ 1 Day 21 Hours 4/18/20 2:30 PM 0 0 m _ﬁ

Columns Hidden 4




» STEP 4

Go to Task Pane = Response = View Active Response

KCB

BANK

Supplier Portal
Search Orders Order Number

Tasks
Orders

» Manage Orders
» Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements

» Manage Agreements

Negotiations

| « View Active Negotiations l

» anage Responses
Auctions from Seller

* View Active Seller Auctions
« Manage Seller Auction Bids

Requiring Attention

Recent Activity
Last 30 Days

Negotiation invitations

Transaction Reports
Last 30 Days

No data available

Il Negotiations Closing Soon




KCB BANK

» STEP S
Click on Create response button to start responding the questionnaire

» STEP 6
In Overview page, select the response valid date, note to buyer information and attach supporting

documents if required

] IONONO

Overv...Requir... Lines Review

Create Response (Quote 4005): Overview M R d by Sp t| ¥ | Acti ¥ Back MNext  Save ¥  Submit Cancel

Last Saved 4/16/20 5:32 PM
Time Zone Coordinated Universal Time

Title ATM Machine Accessories Purchase Coseaie AZ0ZI0MM

Time Remaining 1 Day 20 Hours

General

Supplier AFRICA MANAGEMENT SERVICES COMPANY Reference Number

Negotiation Currency KES

Note to Buyer
Response Currency KES

Price Precisi 2 Decimals I

Response Valid Until | 4/19/20 2:31 PM

Attachments None ==

&




KCB BANK

» STEP 7
Start responding(answering) the all questions and attach the supporting documents if required

in requirement page

Comments

3. Please attach your health and safety Policy
® a Yes
* Resp A ents egp mport.1.zip o
b. No

4. Please attach your environmental & sustainabilty policy
® a Yes
* Response Attachments egpcatalogsimport 8.zip s
b. No

* Does your company have a code of conduct/Ethics policy? If so, please
attach a copy

® a Yes
-

Response Attachments egpcatalogsimport.6.zip o
b. No

Evidence of of any quality itation that your company
holds e.g. ISO 9000 certifications. |r no accreditation held, please provide a
description of your current quality system

a. Yes

® b No
Comments

* 7. Attach your company profile




KCB BANK

» STEP 8
Click next to move lines page to response the item price against the requirement

0ROl - 11O

Overvi... Requir_._| Lines | Review

Create Response (Quote 4005): Lines Messag: pond by Spr ¥ Actions ¥ Back MNext Save ¥  Submit Cancel
c - K Shil Last Saved 4/16/20 5:38 PN
urrency = Renyan Shiling Time Zone Coordinated Universal Tim
Time Remaining 1 Day 20 Hours Close Date 418120 2:30 PI
Actions v View v Formatw o Freeze [u| Detach Wrap
N — * Alternate Line Create Required . Response Response = Promised
Line Description Description Alternate . Category Name Start Price Price Total Score Quantity uom Line Amount Delivery Date
1 CL 9 COMPUTER o+ 102.1021 18,000.00 17,500.00 10 Each 175,000.00 | 4/18720 Cv“
2 FIXED ASSET MOVEMENT .. -+ 102.1021 900.00 850.00 5 Packof 100 4,250.00 | 41920 C-“.

Rows Selected 1 Columns Hidden 7

Grand Totals

All response lines except atternate lines are included.
Response Amount 179,250.00




KCB BANK

» STEP9
Click next to move review page to validate and review all the information before submitted the

response.

» STEP 10
Click Submit button to submit the response

ONONON -

Overvi... Requir... Lines Review

Review Response: Quote 4005 M by Spr v Actions v Back ext  Save ¥ e
Z= Last Saved 4/16/20 5:47 PM
Currency = Kenyan Shiling Time Zone Coordinated Universal Time

Title ATM Machine Accessories Purchase Close Date 411820 2:30 Pl

Time Remaining 1 Day 20 Hours

Overview Reguirements Lines

General

Supplier AFRICA MANAGEMENT SERVICES COMPANY Reference Number

Negotiation Currency KES Note to Buyer

Response Currency KES
Price Precision 2 Decimals Maximum Attachments None

Response Valid Until  4/19/20 2:31 PM




» STEP 9

KCB BANK

Click next to move review page to validate and review all the information before submitted the

response.

» STEP 10

Click Submit button to submit the response

Active Negotiations

4 Search

** Negotiation
** Title

** Negotiation Close By m/dfyy

Search Results
Actions v View w Format v Freeze :m Detach

Negotiation  Title

No results found.

Columns Hidden 4

|« Confirmation

The response 4005 to negotiation KCBK_BD_19 was
submitted.

** Invitation Received Yes

w
v

Response Submitted No

)

Wrap Acknowledge Participation Create Response Accept Terms

Negotiation Time
Type Remaining

Negotiation Open Since m/d/yy

Your Will

Close Date Responses Participate

t @ IS~

Done

Time Zone Coordinated Universal Time

Manage Watchlist Saved Search Open Invitations v

** At least one is required

o

Search Reset Save..
Unread ., Response
Messages View PDF Spreadsheet




03. How to add a new Supplier Portal user or change your user email address

Good afternoon, David Kyenu!

Supplier Portal Tools Others




KCB BANK

» STEP 2
On the side panel, click on the “Manage profile” link

B overview - Supplier Portal - Or X

« = C o @ & httpsy/eoin-test fa.em3.oraclecloud.com/fscmUl/faces/FuseWelcome?_afrRedirect = 124723356909354208&_adf ctrl-state=16gf84vbgo_128& afr« *» @ ¥ noOe® =

Requiring Attention Recent Activity Transaction Reports

® Manage de Last 30 Days Last 30 Days

No data available No data available

Consigned Inventory
« Review Consumption Advi

Invoices and Payments

7

B Negotiation Messages

Supplier News
o Mana <espon
Auctions from Seller

« View Active

» Manage Seller Auction Bids

Qualifications

» Manage Questionr o

» View Qualificati

Company Profile




KCB BANK

» STEP 3
Click on “Edit profile”

Company Profile @

l
Organization Details Tax Identifiers Addresses oNtacts Payments Busness Classfications Products and Sernces
4 General
Company TEST SUPPLIER KENYA Tax Organization Type Corporation
Supplier Number 11712 Status Active
Supplier Type STATIONERY Assashsants Nonia

4 |dentification

D-U-N-S Number National Insurance Number

Customer Number Corporate Web Site www testsuppher com
Sic

4 Corporate Profile
Year Established Chief Executive Title
Mission Statement Chief Executive Name
Principal Title

Principal Name
Year Incorporated
4 Financial Profile

Current Fiscal Year's Potential
Revenue

Preferred Functional Currency

Fiscal Year End Month



KCB BANK

» STEP 4
Click yes to

acknowledge
that you are

making a profile

change
/. Warning X |
POZ-2130390Making edits will create a change request for the profile. Do you want fo continue?

» STEP5 KCB BANK 0
Click on the Pen ¢ o ofie change Request: 162003 EBEEEED
icon to edit the —
supplier user ’ ‘
details or the “+" w':‘m 5] e S e
icontoadd a Name av Job Title av Email a9 Phone Administrative  User Account  Status
new user oo m—_— . =

Columns Hidden 7



STEP 6

KCB

BANK

Make the required supplier user changes. You can edit the names, email address, activate or deactivate

the user, or change the user roles that are applicable to the user. Once done, save the changes

Edit Contact: JOHN SMITH x
Saluhdoniﬂ Pnom[j El '_ *]'7 ’
* First Name | JOHN ] Mobile [ T[ ‘ |
Middle Name | ‘ Fax{ 777E‘| ! 7‘;_ l
* Last Name | SMITH J Email Ekmmal@kch coke J
- | s [rove [¥]
V' Administrative contact
4 Contact Addresses
Actions v View v Format w [ Freeze w Detach Wrap
Address Name Address Phone Address Purpose Status
No data to display
Columns Hidden 5
4 User Account
Account ssts [Acive |9]
User Name dkmulai@kcb.co ke
Roles Data Access
EE— L
Acions v Vieww Fomaty X B Freeze u Detach Wrap
Role & 7 Description
g Ac R and for the supplier company Primary tasks include submitting invoices as well as tracking in. A
Supplier Bidder Sales rep from a supplier responsible for ing to req for quote, req for requ...

Supplier Sales Representative M. ag

and deliverables for the supplier company. Primary tasks include acknowledging or requesting chan 4




Create Contact

Salutation V|

* First Name | DAN

Middle Name

* Last Name | KERRY

— e ) )

Job Title | SALES EXCUTIVE
Administrative contact
4 Contact Addresses
Actions w View w Format w B Freeze = Detach
Address Name Address
No data to display
Columns Hidden 5
4 User Account
L4 Request user account
Roles Data Access
Actions v View v Formatw 3 B Freeze = Detach

Role &'V Description
Supplier Accounts Receivable Specialist

| Suppler Bider

KCB BANK

pone|  w]| | |
Mobile (254 | w|[720  |[soc09000s |
Bl ]

Email [ dankerry @example.com ’

Status | Active VI

Wrap

Address Purpose

Wrap

Supplier Sales Representative

nis and dell

bl Jh'm I o

Manages ag|

L

Status

Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in o
Sales representative from a polential supplier responsible for responding to requests for quote, requests for proposal, requ. ..

pany. Pnmary tasks include acknowledging or requesting chan by



KCB BANK

» STEP 7
Add the change description then click on the “Review changes” button

KCB

Edit Profile Change Request: 162003

* Change Description | Additional user created "”’ :
Janczation Detaik Tax Identifers  Addresse Contacts Payments Busmess Classificat
Actions w View v Formal w + 7 X status |Acive :] Freeze u Detach
Name A Job Title &Y Email &Y Phone Ad“&‘;f:t"" User Account  Status
KERRY, DAN SALES EXCUTIVE dankerry@exampie.com Active
SMITH HN KEY ACCOUNT MANAG dkmutas@kch co ke o ° Active

Columns Hidden 7



KCB BANK

» STEP 8
Review the changes and click on the submit button. The profile change will be reviewed and
approved by the KCB team, and the use account details will be updated. For new user accounts
created, an email will be set to the new user’s email account containing the Supplier Portal link and

a temporary password that will be used for initial login. The user will be prompted to change their
password after the first login

Review Changes Edin E Cancel

Change Description Additonal user created

4 Contacts

View w Format w Fresze w Detach
Name Indicates a new profile was created & v Job Title &% Email &% Phone Adrgmﬁv- User Account  Status Details
+ KERRY, DAN SALES EXCUTIVE dankerry@example com Active =
@ SMITH, JOHN KEY ACCOUNT MANAG dkmutai@kcb co ke (] 0 Active =]

Columi idden 7

Indicates an existing profile was edited






