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Quick Reference Guide

Important Icons

Further Help

 Visit SAP Online Help 

Available from the Help menu on every SAP screen OR press F1 for field-

level help

 Contact Support desk

Contact any of the following persons: 

Phone number: +254203201332

Phone number: +254203201344

In the Log-On screen

1. Confirm that the Caps lock and 

Number lock keys on your 

keyboard are off

2. Type in your username in the 

appropriate field

3. Type in your password in the 

appropriate field

4. Click on the Log On button

Log On Instructions

Company Data Maintenance 

 View and Maintain company 
data

Participate in Vendor qualification process

 Display and answer 
qualification 

questionnaires

Employee data maintenance 

Self-Registration 

 New suppliers can register themselves by 
navigating to the following link 

https://e-stima.kplc.co.ke:8210/supplierregistration

.

 Display and create 
employees

General Help: 

sapsrmhd@kplc.co.ke 

https://e-stima.kplc.co.ke:8210/supplierregistration


Supplier Registration – New Suppliers

Access self-

Registration 

URL from 

KPLC portal

Add product category as 

requested .

Mandatory fields are marked 

with red asterisk ^

Use the URL 

and User 

credentials 

received via 

Email to 

update further 

information

Complete 

registration form

Read and accept the Data 

Privacy statement and click 

To complete the self-

registration
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Fill the 

registration 

form with 

company 

and contact 

details.

Update User 

ID and 

password for 

future  login.

Read and 

accept Data 

Privacy 

statement. 

Click create  

to update the 

new user ID 

and password

Login with the 

new user ID 

and Password



Supplier Registration - Existing Vendors
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All Existing 

Vendors will 

receive two 

emails .One 

with User ID 

and URL and 

another email 

with Password

Login to 

supplier portal

^

Access the 

tab ‘Company 

‘

Click ‘Edit ‘ 

from the 

Company data 

screen to 

update 

/change 

company data

Click send to 

send the 

changes for 

approval

Supplier is 

notified of the 

approval via 

email. The 

company can 

be reviewed 

again.

Use the URL 

and User 

credentials 

received via 

Email to 

update further 

information

Update User 

ID and 

password for 

future  login.

Read and 

accept Data 

Privacy 

statement. 

Click create  

to update the 

new user ID 

and password

Login with the 

new user ID 

and Password

Update Company Data

Create Employee

Login to 

supplier 

portal

^

Access the 

tab ‘Employee 

‘

Enter 

Employee 

information, 

Accept Data 

privacy 

statement and 

click Create to 

send for 

approval

Supplier is 

notified of the 

approval via 

email. Access 

List of 

Employee 

from supplier 

portal

Edit the 

employee data 

to update user 

ID and assign 

relevant roles. 

Click save to 

complete 

employee 

creation



Answer Qualification Questionnaire 

Registered 

new suppliers 

are notified via 

email about 

vendor 

qualification 

process

Login with Supplier 

credentials to access the 

qualification questionnaire 

Answer the 

questions 

Appropriately 

according to 

the type of the 

question

After reading 

‘Introduction’ 

section, if any, 

Click ‘next’ to 

answer the 

questionnaire 

Go through the questionnaire 

answering wizard
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Click the 

URL 

received via 

the 

Notification 

Email

Upload 

documents if 

requested .

Read and 

select to 

accept the 

data privacy 

statement 

Click ‘submit’ 

to submit 

your answers 

to KPLC


