E- Procurement Portal User Manual




INTRODUCTION

The supplier portal holds a number of activities which acts as a medium between the suppliers and
Procurement department

SUPPLIER REGISTRATION
The supplier can create an account as follows.

On a browser> Key in the URL/Link to the portal as shared or advertised/Published> Click on Create
account as below with a red arrow> Choose your business type > and fill in the first required
information.

€ C @ supplierskmagoke

Welcome to the KMA
Suppliers Portal !

Login to continue...

Company Registration Number

Password

& Forgot your password?

LogIn

+2 Create Account

Choose the ACCOUNT TYPE AS BELOW



< C @ supplierskmago.ke:

Select Value-

Sole Proprietor
Limited Company € Back to Login

The first page is the bio data which one is required to fill in then click on CREATE ACCOUNT <THE
GREEN BUTTON> For sole proprietor

€ C @ supplierskma.goke

Create Account as:

Sole Proprietor v

Company Name Phone Number

Company Registration No. Tax Number (PIN) Nationality

__

Passport Photo Postal Address Street Address/Building No Supplier Category

QChoose gils]| No file chosen _ —

Password Repeat Password

Create Account

The first page is the bio data which one is required to fill in then click on CREATE ACCOUNT <THE
GREEN BUTTON> For Limited company.



@ supplierskma.goke

Create Account as:

Limited Company v

Company Registration No Tax Number (PIN) Company Logo

— _ Sicossifii] No file chosen

Country of Operation County Telephone Number Mobile Phone Number

E-Mail Postal Address Postal Code Physical Address

Supplier Category Password Repeat Password

Create Account

The supplier will receive an email as well a message as below that lets them know their account has
been created however, they need to log in to complete registration.

& C @ supplierskmagoke

v Account Successfully Created. Kindly proceed to login to complete the registration process x

Welcome to the KMA
Suppliers Portal !

Login to continue...

Company Registration Number

Password

@ Forgot your password?

Log In

+2 Create Account

The supplier is to key in the company registration number> password > click on Log in.

On Login the page below will open, which requires you to complete registration.



& supplierskmagoke

Phone;

Company Registration No.890 Email
Dashboard EXSST Street/Building No:

Postal Address:

Request for Quotation

City:
Request for Proposal Click to Complete your profile ———__ County

Purchase Orders
Jencers Notifications General Information
Awards/Regrets
Title Description Date Posted Due Date Title Description Posted By
Contracts
Please complete your profile Please complete your profile

Enquiry

Click on the GREEN Button <Click to Complete your Profile>

The page that opens will have the data earlier fed, however the supplier is required to key in their
bank details THEN click on NEXT

@ COSEKE LTD ~

COSEKE LTD 890
KRA PIN/Tax Number : Telephone Number
Dashboard A43987543P

Request for Quotation Mobile Phone Number E-Mail

Request for Proposal

Purchase Orders Postal Address

Tenders MOMBASA ROAD

Awards/Regrets Special Group

Contracts Youth v

Enquiry I

NYAL




Director and Contact Person’s Details

The next page will allow the supplier to key in the director and contact person’s information as
follows:

i supplierskma.goke

Dashboard

Request for Quotation Director and Contact Person Details

Request for Proposal

Director Name Director Email
Purchase Orders
Tenders . . .
Director Telephone Director National ID/Passport No
Awards/Regrets
Contracts ’ s
Director Nationality Gender
ERauiy Select v Male v

Ownership(Shares in Percentage)

Key in the information then Click on Add Director
The portal will allow a supplier to add one or more director or contact person.

ON adding the director, the below page will open which allows the supplier to go to the next page.
Click NEXT as shown below in Yellow.

COSEKE LTD ~

Dashboard

Request for Quotation

Request for Proposal

Purchase Orders
Tenders

Awards/Regrets
Director Name
Director Email

Contracts
Enquiry
Director Telephone Director National ID/Passport No
Director Nationality Gender
Select: ~ Male v

https://suppliers kma.goke:643/step-3 Ownership(Shares in Percentage)



PRODUCT CATEGORY

This page allows the supplier to select by check marking on the box on the right the categories they
belong to. i.e what they can supply.

® supplierskma.go.ke

o

@ COSEKE LTD ~

Dashboard

Request for Quotation
Request for Proposal
Purchase Orders
Tenders
Awards/Regrets
Contracts

Enquiry

Dashboard

Request for Quotation
Request for Proposal
Purchase Orders
Tenders
Awards/Regrets
Contracts

Enquiry




SPECIAL GROUP PAGE

The next page is the special group page.

N.B the page will only be filled by suppliers who belong to a special group.

suppliers.kma.go.ke

Dashboard

Request for Quotation

Request for Proposal
AGPO Certificate No.

Purchase Orders Select

ect Value v
Tenders o
Date of Issue Validity in Years
Awards/R ts d/m VWY
wards/Regre dd/mm/yyyy o

Contracts

Fill in the information as required>Click on ADD. THEN Next as shown below

@ supplierskma.goke

Dashboard

Request for Quotation Special Groups
Request for Proposal

Purchase Orders

Tenders

Awards/Regrets
Supplier Category

AGPO Certificate No.
Contracts

Select Value v
Enquiry
Date of Issue Validity in Years
dd/mm/yyyy [m]
ttps://suppliers.kma.go.ke:643/step-5 -

Attachments

The supplier is to attach the following valid documents



@ supplierskma.go.ke

Request for Quotation Attachments

Request for Proposal

Attachment Type Attachment

Tenders

Awards/Regrets

Contracts

Enquiry

Click on the Document you want to attach> Choose file from you computer or phone> then click
ADD. REPEAT this for all the documents.

SUBMIT APPLICATION

»

@ COSEKE LTD ~

Download

Download Delete

Dashboard

Download Delete

Request for Quotation

Request for Proposal Download Delete

Purchase Orders CR12/13- Registrar of Corr

Download Delete

Tenders

Download Delete

Awards/Regrets

Download Delete
Contracts
Enquiry
Attachment Type Attachment
Audited Financial Statement for current v Choose file | No file chosen m

After attaching all the documents click on the button in green (Marked in yellow) Submit and Send
for approval.

The supplier will get an email on the email address keyed in while filling the general information for
any communication.

Communication will be made once approval is granted or otherwise.



