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1. Overview

The Request for Quote (RFQ) activity facilitates the management of quote
information for eWorkflow Purchase Orders module. It is a consolidated activity;
this means that all documents currently at the Request for Quote activity, are
managed on one screen.

The document is moved from the RFQ activity by the relevant edit control, i.e. once

a vendor has been selected for each line, the e dit control is loaded and the
document is then routed according to the workflow process again.

2. Functionality

The RFQ activity allows for the capturing of quote related data, the comparison
thereof and ultimately the selection of a vendor for a particulari  tem in a purchase
order requisition.

It has three hierarchical levels of displaying data:

U  The first level is the document level and shows all documents currently in
RFQ for the logged in user.

U The second level is the item level which displays all items in the parent
document.

U The third level is the vendor level or the RFQ level which displays all
vendors in consideration for purchasing the parent item in the parent
document from.

Initially when the document arrives at RFQ, no vendor levels will be prese nt (except
if an automated activity has already allocated preferred vendors to each item in the
document). The user may then allocate as many vendor lines as needed.

E-Mails and/or reports are used to request a quote from the vendor. Once obtained
from th e vendor, the costs are manually entered on the relevant vendor lines.

The fields displayed on each level include:
Document Level

Document Number
Document Description
Creation Date
Document Status

cccc

Iltem Level

Line Number

Item Number

Item Description
UOM(Unit of Measure)

cocc

Vendor Level

Vendor Code
Vendor Name
Cost

Additional Cost
Currency Code

et i el e ]
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3. Request for Quote

f To access the RFQ activity, click on O6Reques
of the workflow bar.

Note:
(n) denotes the number of documents currently in RFQ. If for example, there are 9
documents in RFQ at the moment, the |Ii1

for Quote (9) 0 .

Reguest for Quote (9)
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The RFQ screenwill look as follows (note that only the document level is visible at
first):

Request for Quote

=lExpand (] Collapse | Docurnent Analysis | HConsolidated Report BEE-Mail all Wendors | [ #Enter Cost by Wendor

Document Description Date Document Status
14 87 4300 ¢ POS00000S  |Monica Test 05/01/2010 vendor Allocation Required
POS0O00042 Fleet vehicle Service 25/06/2010 vendar Allocation Required
{2 87 @ 50 ¢k POID00OZ21 TEST 22/01/2010 |3 swaiting Cost
287 @ sy ek POIOO002G6  |paint 05/02/2010 | oo 1o be sent
g @ = 50 e POS000044 ChargesHospitality Suite 25/06/2010 vendar allocation Required
{e4 8@ 4500 ¢k POS000039  |Office Stationery 25/06/2010 wendor Allocation Required
. g @ = 590 & POS000041 Aircon Maintenance 25/06/2010 vendor Allocation Required
87 @ 590 ¢k POS000040 Office Sundries Kitchen 25/06/2010 vendor Allocation Required
E4 87 @ a0 <k POSO00043  |Printer Toner 25/06/2010 vendar allocation Required

All documents currently in RFQ are displayed on the screen.

3.1. Toolbar Button Functionality:

At the top of the screen a toolbar is displayed with the following functions:

3.1.1. Expand (current selected line)
—|Expand

1 Click this button to expand the line that is currently selected (i.e. to display
data related in hierarchical levels). The same can be achieved by clicking the
0+06 button on the left hand side of the selected item and also on the + button
of any child reco rds the selected item might have.

3.1.2. Collapse (current selected line)

+Collapse

1 Click this button to collapse the line that is currently selected (i.e. to hide data
related in the hierarchical levels). The same can be achieved by clicking the 0-0
button on the left h and side of the selected item.

3.1.3. Document Analysis
Document Analysis

1 Click this button to perform an analysis on all documents shown.

A dialog is displayed showing the Document Number, Item details and a column for
each Vendor containing the Cost for the Item.
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Decument Analysis

Document Line Humber  |Tkem Number |Item Descripti...[1200 (Chlorid.
i pos000042 1 [ Battery for Fle..|1228 64 -
I POI000021 1 100020 Bryan, Marilyn.. 0

PO1000026 1 100020 Bryan, Marilyn..|3225.18
||POS000044 1 [ Hospitality Ca..,
||Posoo0039 1 [, Office Station...
f Pos000041 1 [, Monthly Airco...
i|Pos000040 1 [ Knife set
il

Lowest Costs are displayed in green text and the background colour of the Cost is
light blue if a specific Vendor has been selected as the Vendor of choice.

1 A Vendor for an Item line can be selected on this screen by clicking on the cost
in the vendords col umn.

3.1.4. Opening the Consolidated Report
i=IConsalidated Report
9  Click the Consolidated Report button to open a report for all documents shown.

A dialog is displayed where the closing date can be adjusted and an enquiry number
specified.

1  dick Show Report to open the report.

Request for Quote Report

Closing Date 128/06/2010 || 1200

|| Enguiry Mumber |
[ Show Report

© AccTech 2010. All rights reserved. Eworkflow.NET 6.0 Request For Quote Activity User Guide



( Acc TECh Request for Quote
¢Workflow.Net

The report is grouped per vendor.

& Request for Quote Report - Internet Explorer provided by Del

4 4 3 ofa bkl 100% - Find | Next Select a format = Export &
for 02/02/2009
ACCPAC Request for Quote
I T Page 3 of 9
123 Sample Company Flaza Closing Date: 25/02/2009 12:00
Any City 12345 Enquiry Number: 1
UsA 2
To: Coastal Heating of Ottawa
1890 Sparks Street
Houston | 4
67183
USA
Item Number  Item Description Order Unit Qty Ordered
NA Faint It 50
NA Paint Brush Ea. 5
NA Paint Brushes Ea. 5

1  The report can be exported to Acrobat (PDF) or Microsoft Excel by selecting the
desired format and clicking Export.

Page navigation is on the toolbar at the top on the left hand side.

3.1.5. eMail a request for quotation to all ~ vendors

EEE-Mail all wendors

1 dick the E-Mail all Vendors button to send an e -mail to all vendors linked to the
displayed documents requesting a quotation.

Note:

The relevant queries to obtain vendors e -mail addresses and data for the e -mail as
wel |l as t he edRF aMemplateomust be set up to use this function.

The content of the e -ma i | is specified by the ORFQ Vendo
relating to the document can also be displayed in the e -mail. For more information

regarding the setup of the e-mail template, please contact your system
administrator.

3.1.6. Enter Costs per Vendor

f Enter Cost by Wendor

1 Click the Enter Cost by Vendor button to manually enter quotation costs
received by a vendor for all displayed documents.

This function is useful if there is a lot of data displayed on the RFQ screen and
various documents and lines have the same vendor attached.
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Enter Cost by Vendor .5
Chioride Systems -
Document Item Number |Item Description UOM Cost Additional Cost |Currency Code
POS000137 A, Paint 10 It 550.00 0.00 usD
POS000137 A Paint Brushes Ea. 5.00 0.00 uso
POS000136 Ma Paint 101t ush
POS000136 MA, Paint Brushes Ea. usD
POS000135 Ma Paint 101t 135.00 0.00 ush
POS000135 Ma Paint Brushes Ea. 1z00.00 0.00 ush
POS000144 Ma Coffee s00ml 50.00 0.00 usD
POS000142 A Paint S0l usD
POS000145 MA Paint Brush Ea. usD
POS000145 & Paint Brush Ea. UsD
POS000145 & Rollers Ea. UsD
POsS000129 [\ Ladder Ea 530,00 0.00 UsD
POsS000129 [\ Ladder Ea. 350,00 0.00 UsD
POs000128 A Paint It 493.64 0.00 uso
POS000153 Ma Rollers Ea. ush
Items: 1-150f 16 Page 1 = of2 NextPages

1 At the top of the screen on the left hand side, select the relevant vendor from
the drop down list.

All items that have the selected vendor attached are then displ ayed together with
their document number.

Costs can now be entered on the screen and will reflect on the main RFQ screen
when the dialog box is closed.

3.2. Document Level Functionality

On the document level, the first column contains buttons with the following
functionality:

3.2.1. Edit Document
Ef

9 Click the Edit Document button to view the edit control of the document.  Also

clicked once the RFQ process is finished for the document and the document is
routed back into the workflow process.

3.2.2. Add Vendors
E:I

1 Click the Add Vendors button to add Vendors to each of the Items in a
document.

When clicked, the Vendors dialog box is displayed.

At the top of the dialog box are links that can be clicked to view all Vendors,
Preferred Vendors, Historic Vendors and Receipted Vendors.

1 To search for a particular Vendor, enter search text in the top most line of the

relevant search column and click enter. The data displayed is then filtered
according to the search criteria.
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Vendors =
&l | Preferred | Historic | Receipted
wvendor Code  Wendor Mame  |[Currency Code TEXTSTREL MAMECITY
]

&r1200 Chloride Syst.., [USD 927 Warehou., |Kansas City
&r(1200001 Chloride Syst.., [USD 927 Warehou., |Kansas City
&r(1z00002 Chloride Syst.., [USD 927 Warehou., |Kansas City
&r(1200003 Chloride Syst... [USD 927 Warehou.. |Kansas City

&r 12004 Chloride Syst... [USD 927 Warehou.. |Kansas City
&r|12004001 Chloride Syst... [USD 927 Warehou.. |Kansas City
&r|12004002 Chloride Syst... [USD 927 Warehou.. |Kansas City
&r|12004003 Chloride Syst... [USD 927 Warehou.. |Kansas City

8| 120088 Chloride Syst... [USD 927 Warehou.. |Kansas City
&r|120085001 Chloride Syst... [USD 927 Warehou.. |Kansas City

&r 120085002 Chloride Syst... [USD 927 Warehou.. |Kansas City

&r 120085003 Chloride Syst... [USD 927 Warehou.. |Kansas City
Items: 1- 12 of 11062 Page 1 ~ of922 MextPages Mext Blockow

1 To select a vendor, click the Select Vendor button in the first column of the
data grid. Once all vendors have been added, close the dialog box.

Note:

If vendors are added on document level, all items in the document are allocated the
selected vendors, if vendors are added on item level, only the selected it em is
allocated the selected vendors.

3.2.3. Document Analysis

&

1 Click the Document Analyis button to perform a document analysis on the
specific document.

Please refer to section 3.1.3 regarding Document Analysis on a consolidated level.
The difference is that Document Analysis on document level is only for the specific
document and not for all documents shown on the RFQ screen.

3.2.4. Report

=

1 Click the Report button to open the RFQ report for the specific document.

Please refer to section 3.1.4 regarding opening the report on a consolidated level.
The difference is that the report is displayed for the specific document and not for
all documents.
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3.2.5. Send eMail
EY

1 Click the Send eMail button to send a request for quotation e -mail to all
Vendors related to the specific document.

Please refer to section 3.1.5 regarding sending e-mails on a consolidated level (i.e.
to all the vendors related to all the shown documents). The difference is thatthe e -
mail here is sent to all the vendors related to th e specific document.

3.2.6. Document Attachments

1 Click the Document Attachments button to add attachments to the document.
This is the same functionality as on the routing controls of workflow
documents. However, since quotes are obtained and there will more th an likely
be attachments that need to be added to the document, it is easier to access
document attachments directly from here as opposed to accessing Edit
Document and attaching files on the edit control.

3.2.7. Split Document
ali

1 Click the Split Document button t o split a document into two separate
documents. The selected items will be moved to a new document that is

created as a carbon copy of the existing document, including its routing history
etc.

A dialog is displayed containing all items in the selected doc ument:

Split Document =
POS0D00137
[7] Line Mumber|ltem Number  |Item Description UM
01 A Paint 10 It
2 M, Paint Brushes Ea.

Split Docurnent
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1  Check the items that should be moved to the new document in the first column
of the data grid and click Split Document at the bottom of the screen to create
the new document and move the selected items to the new document.

3.3.

3.3.1.

3.4.

Note:

No messages & displayed once the document has been split. However, a new
document will exist in the RFQ screen with the split items attached.

Item Level Functionality

On item level, the first column contains buttons with the following functionality:

Add Vendors

E:I

1 Click the Add Vendors button to add Vendors to the specific Item.

Please refer to section 3.2.2 regarding adding Vendors on document level. The
difference is that the Vendors are only added for the specific Item and not for all

Items in the document.

When on Item level, preferred, historic and receipted Vendors will also function as
these are dependent on the item number.

Vendor Level Functionality

On vendor level, the first column contains buttons with the following functionality:

3.4.1. Delete Vendor

5

1 Click the Delete Vendor button to remove the specific vendor from the RFQ for
the item in the document.

3.4.2. Select Vendor

&

1 Click the Select Vendor button to select the specific vendor for the item in the
document.

3.4.3. Quote Details

i
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1 Click the Quote Details button to c apture additional quote details for the RFQ
vendor.

Fields captured here are dependent on how RFQ is set up. Details might include
comments and quote terms, but are fully customizable.

An example of what quote details might look like:

Quote Details

Chloride Systems (USD)

Terms

Comments

Quote Expiry 2/25/2009 12:00:00 PM

I Edit the relevant data as needed and close the dialog.

For more information on the fields captured in quote details, please contact your
system administrator.

3.4.4. Report
=

1 Click the Report button to open the RFQ report for the specific RFQ line for the
parent Item and document.

Please refer to section 3.1.4 regarding opening the report on a consolidated level.

The difference is that the report is displayed for the specific ~ Vendor and Item and
document and not for all documents.

3.4.5. Send eMail
EX]

1 Click this button to send a request f or quotation e -mail to the specific vendor
attached to the specific item and document.

Please refer to section 3.1.5 regarding sending e-mails on a consolidated level (i.e.
to all the Vendorsrelated to all the shown documents). The difference is that the e -
mail here is sent to the specific Vendor related to the specific Item and document.
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