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01. Supplier Registration Process

Let’s get you set up.

02. How to respond to an 
RFP invitation

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



Supplier Registration Process01.
▶  Navigate to 

▶  Click on the “Become a Supplier” button.

https://ke.kcbgroup.com/about-us/suppliers

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.
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Select the company details like,
è  Company name
è  Tax organization type
è  Supplier Type (Category)

è  Attachments
è  Tax Country and Taxpayer ID

▶  STEP 1
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Create the supplier Contact and 
Supplier Portal user account.
è  First Name
è  Last Name

è  Email
è  Enable User Account

▶  STEP 2



BANK



BANK

Create the Supplier Address and link 
the contact to address.
è  Address Name
è  Country and other geography details

è  Address Purposes

▶  STEP 3
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Select the Business Classification and 
add the supplier business and legal 
certificate
è  Classification type

è  Certificate Name
è  Start and End date of Certificate 
è  Attachments

▶  STEP 4
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Create and Add the supplier bank 
account,
è  Bank è  Branch

è  Account and Currency details

▶  STEP 5
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Select and Add the product and service details to supplier,
è  Click search and Add icon to add the product and then select the product/service 
      related to supplier company.

▶  STEP 6
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After inputting all the basic and required information, click on register button to 
register the supplier information and get the confirmation message and email.

▶  STEP 7



How to respond to an RFP invitation02.

▶  STEP 2
Navigation è Supplier Portal è Supplier Portal

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



▶  STEP 3
Supplier will accept the negotiation invitation and acknowledge the participation
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▶  STEP 4
Go to Task Pane  è Response  è View Active Response
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▶  STEP 5
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
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▶  STEP 7
Start responding(answering) the all questions and attach the supporting documents if required 

in requirement page
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▶  STEP 8
Click next to move lines page to response the item price against the requirement
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▶  STEP 9
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
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▶  STEP 9
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
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How to add a new Supplier Portal user or change your user email address03.
▶  STEP 1

Log into the suppliers portal



▶  STEP 2
On the side panel, click on the “Manage profile” link
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▶  STEP 3
Click on “Edit profile”
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▶  STEP 4
Click yes to 

acknowledge 

that you are 

making a profile 

change

▶  STEP 5
Click on the Pen 

icon to edit the 

supplier user 

details or the “+” 

icon to add a 

new user
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▶  STEP 6
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
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▶  STEP 7
Add the change description then click on the “Review changes” button
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▶  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
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Thank You
for your time.
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