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Navigation



▪ The new RFQ can be 

entered directly from the 

Supplier Poprtal 

Dashboard by clicking its 

name.

Open RFQ from Dashboard
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Navigation

Open RFQ



▪ To access the RFQ Pure, 

which is an overview of 

RFQs, navigate to the 

Request button in the 

menu on the left side of 

the screen.

▪ Select the option 'RFQ 

Pure,' which takes you to 

the overview.

Navigation to RFQ Pure
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Navigation

RFQ Pure



▪ In the RFQ Pure, you can see 

all RFQs created and their 

details.

▪ To filter the RFQs, click on the 

Filter icon, which displays an 

expandable menu.

▪ The first option is to display all 

RFQs for your company or 

only those where you are 

assigned as the Responsible 

Person.

▪ In the second part, you can 

tick the boxes that represent 

the Quote Status relevant to 

you.

▪ Confirm the filter setting by 

clicking the Apply button.

Filter
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Navigation

All / Mine

Quote Status

Filter

Apply



▪ To search for text in the 

RFQ name, use the 

magnifying glass icon.

Export
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Navigation

Search



New RFQ



▪ A new RFQ is notified by email.

▪ You can use the link in the email 

to access the supplier portal.

Email notification
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New RFQ

Link



▪ At the same time, the 

new RFQ becomes visible 

in the RFQ Pure.

▪ Its initial status is New 

when no action has been 

taken yet.

Order List

10

New RFQ



▪ To open RFQ, click on its 

RFQ No. or name.

▪ The RFQ can also be 

accessed directly from 

the RFQS box in the 

Dashboard.

Open PO
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New RFQ

Open RFQ



▪ The RFQ will appear in 

the new window.

▪ Before proceeding to the 

next steps, review the 

attached documents.

▪ Some documents may 

require downloading or 

checking a box to 

indicate your agreement.

Accept / Decline
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New RFQ

Documents

Agree to Documents

Accept / Decline



Quoting



▪ After accepting the 

documents, the next step is 

the general overview.

▪ If possible, select the 

currency. This option is not 

available in all RFQs.

▪ Payment and delivery 

conditions should be 

according to the agreement 

with the buyer.

▪ When the delivery address is 

not visible, the RFQ should 

be applicable to all 

addresses attached in the 

documents section.

General
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Quoting

Currency

Payment conditions

Delivery Conditions

Delivery address

Next



▪ Throughout the entire 

quoting process, you can 

send a message to clarify 

any details with the 

buyer.

▪ You can leave a comment 

and continue by clicking 

the Next button.

General
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Quoting

Next

Messages

Comments



▪ In the next step, you can 

find an overview of the 

items to be quoted.

▪ The items can be filtered 

by their status or only the 

required ones.

Quote
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Quoting

Filter



▪ In the next step, you can 

find an overview of the 

items to be quoted.

▪ The items can be filtered 

by their status or only the 

required ones.

▪ The list of items can be 

printed by clicking the 

printer icon.

▪ All items can also be 

declined with one click 

on the X button.

▪ Proceed to quoting by 

clicking the name of the 

item.

Quote
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Quoting
Filter

Print

Decline all items

Quote



▪ Start by selecting the 

price unit, then enter the 

price for the defined 

price unit.

▪ After clicking the save or 

decline button, you will 

save the quote or decline 

the item. Both options 

will automatically take 

you to the next item to 

be quoted or to the 

review after confirming 

the last item.

Quote
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Quoting

Price unit

Price

Comment

Save



▪ The review page provides 

you with an overview of 

the quoted items. When 

the quotation is ready, 

send it to the buyer by 

clicking the Send button.

Review
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Quoting

Send



▪ Before final confirmation, 

you can add your Offer 

number and Sign.

▪ Send the quote to the 

customer by clicking the 

Send button.

Send Quote
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Quoting

Send

Offer Number

Sign



▪ After sending the 

quotation, a printable 

confirmation is displayed.

Confirmation
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Quoting

Print



▪ The buyer can send an 

email informing you 

about accepted or 

declined quotes after 

awarding the quotation 

from all suppliers.

Confirmation
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Quoting
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