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1 Ultriva RFQ Application 

This document describes the new Ultriva module/Application called RFQ in the Ultriva 7.0 Suite.  

First section describes the admin related tasks. 

1.1 Application Admin (AppAdmin) Tasks 

1.1.1 License Key 

To enable RFQ application the Customer of Ultriva must contact Ultriva Sales and Support to get new 

license key. The same license key must be configured at Plant Level by logging in as AppAdmin. 

1. Login as Application Administrator. 

2. Goto Plants List (Admin -> Plant option) 

3. Select the Plant and click Edit. 

4. Then enter the new license key and save the changes. 

1.1.2 Business Unit Level Attachments 

Ultriva Application now allows administrators to add attachments to the business units like Plant and 

Supplier etc. Administrator can add following attachments at Plant Level. 

1. General Terms and Conditions document 

2. Logo. 

Setting up these documents: 

1. Login as Application Administrator. 

2. Goto Plants List (Admin -> Plant option) 

3. Select the Plant and click More Options. 

a. In the More Options click on the Attachments as shown below: 



Ultriva RFQ Application 

Confidential internal document  Date:  April 3, 2013    
Copyright Ultriva Inc. 2012. All rights reserved.  Page 6 of 55 
 

 

b. This should list all the attachments already attached for this business unit. If this is the first 

time that administrator is attaching document then he or she will see status message with Add 

button. 

 

c. Click Add button.  

d. Pick the type of the attachment and click browse button to pick the document. 

e. And click Upload files to upload the attachment. 

1.1.3 Enabling RFQ Application for Plant User 

This task can be performed by both Application admins and the Plant Administrators who has access to 

Admin/UserList functionality. 

1. After logging in to the application go to Admin/UserList. 
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2. Select the user from the User List. 

3. Click Edit. 

4. From the Application Access List, select the Allow option for RFQ application and Save. 

 

 

1.2 Plant Admin Tasks 

1.2.1 Setting up Terms and Conditions (Codes and Description) 

This task allows users to setup the Terms and Conditions like Payment Terms, Freight Payment Terms, 

Freight Terms, Delivery Terms, Header Text and Footer Text. 

1. After logging in to the application as Plant Administrator, switch to RFQ Application and then click on 

Admin/Terms and Conditions menu.  

2. Add the entries manually by clicking Add button and also selecting different tabs for each terms. 
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1.2.2 Uploading Terms and Conditions (Codes and Description) 

This option allows users to upload the Terms and Conditions like Payment Terms, Freight Payment Terms, 

Freight Terms, Delivery Terms, Header Text and Footer Text. 

1. After logging in to the application as Plant Administrator, click on Admin and Tools menu.  

a. Select Data Load option under Tools menu. 

b. Then pick the respective menu to upload the code and description from the ERP System. 

c. Expected file should contain following fields: 

d. <<>>> 

1.2.3 Setting Up Drawings, Thumbnail Image and Spec for Item Master 

This option allows users to upload the drawing, specification and thumb nail image for an item record in 

the item master. 

1. After logging in to the application as Plant Administrator, click on Admin/Items menu.  

2. Select an item for which the documents being attached. Click on More Options and click on 

Attachments menu. 

3. This will list all the existing documents for this item. If this first time an admin is trying to attach 

document then a status message and add button is shown. 

 

4. Click Add or Edit to attach document. 

1.2.4 Setting Up User Profile Picture 

A Plant Administrator can attach User Profile picture.  

The same can also be attached by the individual user by themselves.  

Ideal size for the profile picture is 215 x 215. 

1. After Logging in as a user then click on the My Account -> Change Profile menu option. 
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2. Then click on the Picture Tab and then click on Add button to add the profile picture. 

3. User can always change the picture by clicking Edit button.  

1.2.5 Setting Up Logo image for Supplier business unit 

A Plant administrator can attach a logo for Supplier Business Unit. 

1. After logging into the application as plant administrator then click Admin->Suppliers menu option. 

 

2. Select the supplier and click on More Options->Attachments option. 

3. Add logo image by clicking the Add button. 
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2 Ultriva RFQ Application – User Interaction 

2.1 Switching to RFQ Application 

If Plant user (buyer or administrator) has access to multiple applications in the Ultriva suite, then they must 

switch to RFQ application to do any RFQ related transactions. 

Following screenshot shows how to switch the application. 

Once user logged into Ultirva, then he/she should click on the Applications popup in the bottom right 

corner. 

Then click on the RFQ option. 

 

2.2 Home Page 

The Home page for Plant users/buyers is similar to the Ultriva CSP module. The home page is divided into 

4 panels. 
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1. RFQ Tracking Panel 

a. RFQ Tracking Panel high lights 4 important tasks.: 

i. Open 

ii. Due Today 

iii. Ready For Review 

iv. Expired 

2. Alerts Panel 

a. Alerts Panel lists alerts related to RFQ Tickets alone. 

3. Integration Status Panel 

a. Integration Status Panel lists RFQ related integrations. There are two integrations: 

i. RFQ Create – this integration happens when an RFQ is sent to Supplier(s). 

ii. RFQ to Purchase Order – this integration happens when an RFQ gets approved and 

buyer enters the purchase order related details. 

4. My Routines Panel 

a. This panel is similar to My Routines Panel in the Ultriva CSP module.  

The screenshot below shows these panels: 
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User can drill down to RFQ Page when they click on numbers shown in the RFQ Tracking Panel,  

2.2.1 Applying Filter to home page 

Users can apply filter to the home page by clicking the Filter icon in the top right side of the page. 

Currently there is just one filter option which is CreatedBy. A buyer can use this filter option to just see 

his/her RFQs. Once it is applied then the system remembers the filter option and automatically applies to 

the next user session. 
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2.3 RFQ Page 

The RFQ Page is the core of the RFQ Application where Buyer and Supplier interact with each other. The 

page is designed in such a way that it is extremely user-friendly and allows users to quickly navigate 

between various tasks that one would perform with RFQ objects.  

2.3.1 RFQ Page Layout 

The page has following layout: 

1. Left Hand side top portion  

a. Current logged in User’s profile 

2. Left Hand side Tabs/Menus 

a. Provides access to various RFQ related activities 

3. Right hand side shows all the RFQs related to the option chosen in the Left hand side menus. For 

instance if we click on Open RFQs tab/menu/button then we will see all the RFQs related that main 

status filter. 
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2.3.1.1 Filter, Sort and Tooltips 

The system provides various tools and information for buyers to easily navigate and work with the criteria 

that bests suites their needs. 

Filter Option Panel 

Click the Filter icon at the top right corner to see the Filter Panel. You can click the icon to toggle to show 

and hide the panel. 

 Filter panel provides following options to filter: 

1. Created By  

2. Created Date Range 

3. Item 

4. Due Date range 
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Sort option 

Click the Filter icon at the top right corner to see the Filter Panel which contains the sort option drop down. 

You can click the icon to toggle to show and hide the panel. 

 

Tooltips 

System provides various tool tips: 

1. Moving mouse on the RFQ Header ID would show details about this header and how many lines are in 

this header. 
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2. Moving mouse over the Qty shows the requirement schedule 

 

3. To show and hide the tab area please use the instruction given below 
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2.3.2 Creating RFQ (Quick Entry) 

This option allows buyer (or users who have access to Create RFQ) to quickly create an RFQ with one line 

item and send it to suppliers. 

1. From the left hand side options click on the Create RFQ.  

2. This option will open up a quick data entry form similar to the one given below: 
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2.3.3 Creating RFQ with multiple line items  

This option allows buyer (or users who have access to Create RFQ) to create RFQ with multiple line items.  

1. From the left hand side options click on the Create RFQ. With Multiple option. 

2. This option will open up a new page with header and detail option.  

3. The form is pretty similar to the Quick Data Entry form except that users can pick multiple items. 
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4. Pick Suppliers, Due Date, Terms in the header. 

5. In the Details/LineItems section pick item and enter qty and required dock date. Please select 

additional documents etc option to attach documents for each line item. 

6. Click on Validate Entries button to make sure there is no data entry.  

7. If no data error is found then Submit button will be enabled. And Click the button to submit the RFQ 

to send to Suppliers. 

 

2.3.4 RFQ and Options shown in the RFQ page 

Following screenshot shows how the RFQs are shown in the application. Each RFQ is shown in an Header 

and Detailed Grouped view. If an RFQ has multiple lines then each line is shown with Header ID at the top.  
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Each RFQ Ticket or Line Item in a Header is shown with Item Image and Requested Qty and Dock date 

details.  

Please note that a blue color solid line separates each header. A light dotted line separates the lines with in 

the header. 

If there are multiple schedules requested by buyer then the same is shown in a tooltip when user moves the 

mouse over the Qty.  
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2.3.5 Communicating with Supplier on RFQ Line 

The messages option shows the messages received by each supplier on a single RFQ Ticket or Line Item. 

Buyer can see all the messages received from respective suppliers. Suppliers can only see their 

communication with the buyer as explained in communicating with buyer. 

Clicking on the Messages would show something like the screenshot shown below 

 

Viewing the messages and Responding to the messages 
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1. Click on the View Comments to view the messages and communication happened with respective 

supplier. 

2. To post a message back to supplier, please click Add comment option. 

3. (To Send a same message to all suppliers in a single click please refer suppliers tab)
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2.3.6 Viewing Bids Received from Suppliers 

The bids option shows all the bids that have been received so far from suppliers. From this tab one can 

quickly approve the bid for a single line. (Please refer Compare and Approve option for more detailed 

comparison and approving multiple lines). 

 

The list also shows the supplier proposed schedules if any at each supplier level. 
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The list is automatically sorted by the lowest bid price. To quickly approve a supplier bid buyer may select 

a row in this Data Grid and clicking on the Approve Supplier bid link. A small form entry shows up where 

buyer can enter notes and click on the Approve button. To add any additional document user may click on 

the Attachments button. 

 

2.3.7 Viewing all the suppliers of an RFQ and sending same message to all suppliers 

The Suppliers option shows all the suppliers who received this RFQ. The option also shows following: 

1. Supplier responded with the Bid (a $ icon next to supplier logo) 

2. The supplier name strike through for Supplier who declined to bid  
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3. To send notes to all suppliers, user may click on the Send Notes to All. User may attach documents by 

clicking on the Attach documents button as shown below. 

4.  
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2.3.8 Viewing Documents and Terms for an RFQ 

The documents option shows all the documents which had been sent to suppliers for this RFQ. Additional 

to the documents list, the option also shows the terms apply to this RFQ. 

 

2.3.9 Compare and Approve Bids  

This option allows buyers to compare the bids for each line item side by side and approve the best bids 

based on different criteria. 

To perform this action following steps are required: 

Select the RFQ Tickets (or line items) with in single header and by clicking on the check boxes. (The check 

boxes are shown only when the system received bids from all the suppliers or due date has been reached) 
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Once the Tickets are selected (with in a single header) please click on the header action menu drop down 

button as shown below: 



Ultriva RFQ Application 

Confidential internal document  Date:  April 3, 2013    
Copyright Ultriva Inc. 2012. All rights reserved.  Page 29 of 55 
 

 

Then select the Approve RFQ option. This will take the user to another advanced comparison page. The 

following screenshot shows that the RFQ was sent to three suppliers. One of them declined to bid, and 

other two submitted their bid. 
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The compare page is laid out as item and suppliers.  

The left hand side shows the each Line Item and the requested qty and dates. 

The right hand side shows the bids submitted by respective suppliers.  

2.3.9.1 Selecting the best bid(s) 

Buyer can pick individually the best bid for each line item or selecting the best bids across line items by 

selecting the radio button on each bid as shown below.  
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Once the bids are chosen a buyer can click on entering notes and click on Approve button. 

2.3.10 Create Purchase Orders for Approved Bid(s) 

Once the best bid is chosen the buyer will be able to convert the same through Create Purchase Order 

option under Waiting for Purchase Order state. 

1. Click on the Waiting for PO on the left hand side options as shown below 

 

2. From the Right hand side list of Approved Bids  
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a. Pick the RFQ tickets by checking the check marks 

b. And then click on the Create PO option from Flyout menu as shown below. 

 

3. Now the system will take the user to Create Purchase Order screen 

a. Following screen shows up. 

i. Please note that if user picks multiple tickets then the PO Detail Information section 

shows each Ticket Item number as one tab. So, buyer can switch to each tab and 

enter the line level details.  
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4. Enter Following information: 

a. PO # 

b. Comments 

5. Optionally change the values: 

a. Buyer may change the terms and conditions if he/she needs to. 

b. Buyer may change the Line Level schedules (Qty or Price) if he/she needs to. 
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i. To add additional schedule use Add Line button. 

ii. To remove a schedule use Delete icon in the row level. 

c. Once the values are entered, user must click on the Validate PO button.  

i. System shows “Validated Successfully” status message if there are no errors. If there 

are errors in the data entry then system would show the respective field in the red 

color border. 

ii. The Submit PO button is enabled once there are no errors.  

1. User can click the Submit PO button to create the PO. 

iii. Then system shows PO Set successfully message and takes the user back to Waiting 

for PO section: 

iv.  

2.3.11 Extending RFQ 

Buyer may extend the due date of an RFQ. Buyer may extend the whole RFQ Header due date or 

individual line.  

To extend the RFQ Header due date buyer may use these instructions: 

1. Click on the Open RFQ option 

2. In the Action fly out menu for the RFQ that buyer wants to extend by clicking on the Extend menu 

option as shown below 
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3. Then system shows a popup window for buyer to enter the new due date and reason for extension 

 

To extend the due date for RFQ Ticket or Line buyer may use these instructions: 

1. Select the extend menu option for line item level fly out menu as shown below 

 

2. System shows following new due date and extend reason edit boxes. Once the values are entered 

please click the Extend button as shown below. 



Ultriva RFQ Application 

Confidential internal document  Date:  April 3, 2013    
Copyright Ultriva Inc. 2012. All rights reserved.  Page 36 of 55 
 

 

2.3.12 Canceling RFQ 

Buyer may cancel a RFQ Line at any point of time before the RFQ Line is closed. To cancel RFQ Line 

buyer may use these instructions: 

1. Click on the Open RFQ option 

2. In the Action fly out menu for the RFQ Line that buyer wants to cancel please click the Cancel menu 

option as shown below 

 

3. Once the cancel option is clicked a small form opens up as shown below. 

4. Enter reason for the cancellation as shown below and click on the Cancel RFQ. 
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2.3.13 Creating Requisitions 

2.3.14 Approving and Converting Requisitions to RFQ 
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3 Ultriva RFQ Application – Supplier User Interaction 

The interaction for supplier user starts from acknowledging the RFQs, submitting the bids, and waiting for 

their result. This section describes how a supplier user interacts with the RFQs. 

3.1 Uploading Logo 

Supplier Administrator may upload their business logo by clicking the My Account and My Business Unit 

menu option. 

User should click the Attachments tab and click Add/Edit option to upload the logo. 

 

 

3.2 Uploading Catalog 

Supplier Administrator may upload their services/price catalog to the system. 

User should click the Attachments tab and click Add/Edit option to upload the catalog. 
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3.3 RFQ Page 

Supplier user goes to RFQ page from Actions/Supplier Actions menu option. Under Supplier Actions menu 

user should click the RFQ menu to interact with RFQs. 

The RFQ Page is the core of the RFQ Application where Buyer and Supplier interact with each other. The 

page is designed in such a way that it is extremely user-friendly and allows users to quickly navigate 

between various tasks that one would perform with RFQ objects.  

3.3.1 RFQ Page Layout 

The page has following layout: 

1. Left Hand side top portion  

a. Current logged in User’s profile 

2. Left Hand side Tabs/Menus 

a. Provides access to various RFQ related activities 

3. Right hand side shows all the RFQs related to the option chosen in the Left hand side menus. For 

instance if we click on Open RFQs tab/menu/button then we will see all the RFQs related that main 

status filter. 
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3.3.2 Acknowledging the RFQ  

Supplier must acknowledge the RFQ before they can submit their bid.  

1. To acknowledge the RFQ supplier user logs into the system and clicks on Actions/Supplier 

Actions/RFQ menu. 

2. Then the system shows all the Open RFQs for the supplier. (If all the Open RFQs been acknowledged 

then the No Records found message shown) 

3. Following screenshot shows how a supplier user accepts the RFQ. 

a. If the supplier does not want to bid for this RFQ then they must click on the Unable to 

Comply button. 

 

 

Following screenshot shows the document attachments if any. 
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3.3.3 Acknowledging All new RFQ  

Supplier may accept all the new RFQ Tickets by clicking the Accept All button.  This is a quick way to 

accept and then later review them one at a time in the Submit Bid Options. 
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3.3.4 Submitting the Bid 

Supplier must acknowledge the RFQ before they can submit their bid.  

1. To submit the bid the supplier must select “Submit Bid or Acknowledged RFQ” option. 

2. In this option each RFQ Tickets are shown in a separate easy to access view. 

3. Select the Bid tab if the tab is not currently selected. 

4. All the values except Price is auto filled for easy data entry. 

a. Please note that if buyer asks for multiple schedules then the data grid shows each schedule. 

5. Enter proposed unit Price and add any additional notes and Click Submit. 

a. Supplier may propose different unit price for each schedule. 
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3.3.4.1 Submitting the Bid with different schedules 

Supplier may split the schedule that buyer asked. For instance if buyer asks 50 units for day 1 and supplier 

wants to supply 25 units on day 1 and supplier wants to ship the remaining 25 units on a different date then 

they can do so by changing the quantity and clicking Add Line as shown below.  
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Please note that the added line can be removed by clicking the check box and then clicking the Delete line 

as shown below in the screenshot with arrow marks. 
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3.3.4.2 Expired RFQs 

If RFQ due date has already passed and supplier has not responded the RFQ may still show up in the 

supplier Queue but the supplier user will not be able to respond to it. 

3.3.5 Communicating with Buyer on RFQ Line 

Supplier may communicate to the buyer at any point of time by clicking on the Comments Tab. 

1. To add additional notes please click Add Comments. 

2. Enter notes and attach any documents. 

3. Press Reply button to submit the notes. 
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3.3.6 Viewing Terms 

Supplier may view Terms and conditions attached to an RFQ Line at any time by clicking on the Terms 

Tab. 

 

3.3.7 Viewing Action History 

Supplier may view Action History on an RFQ Line at any time by clicking on the HistoryTab. 
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3.3.8 Printing RFQ using PDF 

Supplier may Print the RFQ by clicking on the Print option shown in the on the fly Action menu as shown 

below. (Please note that the on the fly action drop down menu shows up when a user hovers the mouse on a 

RFQ) 

 

3.3.9 Checking the result for submitted RFQ 

Once Supplier submits the bid and wants to check the status of the RFQ bid then he/she may use the Bids 

Won and Non-Competitive Bids menu option to check the status.  

3.3.9.1 Bids Won 

This option shows all the bids won by the supplier. The number within the Green color shows the number 

of bids won by this supplier. 
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3.3.9.1 Non Competitive Bids 

This option shows all the non-competitive bids submitted by this supplier. The number within the Red color 

shows the number of bids not awarded to this supplier. 

 



Ultriva RFQ Application 

Confidential internal document  Date:  April 3, 2013    
Copyright Ultriva Inc. 2012. All rights reserved.  Page 50 of 55 
 

3.3.10 Filtering the data  

Each option under RFQ shows predefined set of date range data. An user can change the filter condition by 

selecting the filter option. The filter option is remembered in users profile so that when he or she revisits 

the RFQ module the same is applied. 

 

Please note that to hide the filter please click the Go button or click on the filter icon again. 
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4 Alerts for RFQ Application 

Ultriva RFQ Application supports various rules based alert notification. Following pre-defined alert 

templates are available.  

These Alerts can be sent to Buyer and Supplier users.  

4.1 RFQ Alert Templates 

This section explains these pre-defined rule templates: 

4.1.1 When a RFQ is requested 

This template can be used to send an alert when a new RFQ Request has been sent to Suppliers  

4.1.2 When Supplier Responds to a RFQ 

This template can be used to send an alert when a supplier user responds to a RFQ with Bid details. 

4.1.3 When Supplier unable to comply to a RFQ 

This template can be used to send an alert when a supplier user does not want to bid for a RFQ. 

4.1.4 When RFQ is canceled  

This template can be used to send an alert when a RFQ has been canceled by buyer.  

4.1.5 When RFQ Due Date has changed 

This template can be used to send an alert when a buyer changes the RFQ due date.  

4.1.6 When an user adds Notes to RFQ  

This template can be used to send an alert when a user sends additional notes 

4.1.7 When Buyer picks the winning Bid for RFQ  

This template can be used to send an alert when buyer picks the winning bid 

4.1.8 When Supplier has not submitted Bid - one day before due date 

This template can be used to send a reminder alert for suppliers who have not yet submitted the Bid 

4.1.9 When Winning Bid is not selected for a RFQ after Due Date 

This template can be used to send a reminder alert to buyer when RFQ Due Date has expired but no 

winning bid is chosen  
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4.2 Sample Alert 

In this sample the Due Date Changed rule template was used. 

When the buyer changed the Due Date following notification was trigged and shown to the user in the 

Alerts Panel. 

 

Following rule message is used for this rule: 

-- 

RFQ Due Date has changed for following RFQ Ticket 

RFQ Ticket ID: [RFQ:BPFL_GID] 

Item No.: [ITM:ItemNo] Qty: [RFQ:RequestQty] 

New Due Date: [%HDID;DS; RFQ:RFQDueDate] 

--- 

 

Here is how the message gets formatted. 
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To go to list of alerts users can use the Alerts Panel’s Manage option. 
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4.3 Sample Digest Alert  

Ultriva Application supports email alerts that can be sent every few hours. While doing so an administrator 

can configure the message body to be formatted using TABLE format for easy readability.  

In this example we are configuring a rule which has to fire when a supplier responds to a RFQ with bid. We 

also want to send the notification every 4 hours instead of immediate delivery.  

1. From Admin/Rules menu option, we picked Add option. 

2. Then picked the “When Supplier responds to a RFQ” rule template. 

3. Then in the message definition we would enter something like this: 

4. Received responses from Suppliers on following RFQ(s). 

{| 

|- 

!RFQ ID!Item No!Supplier Name!Requested DockDate!RFQ Quantity!Responded Qty|Unit Price 

|- 

|[RFQ:BPFL_GID]|[ITM:ItemNo]|[RFQ2SV:SupplierName]|[%HDID;DS; RFQ2SV:RequestDate] | 

[RFQ2SV:RequestQty] | [RFQ2S:ResponseQty] | [RFQ2S:ResponsePrice] 

|} 

5. Then clicked the Preview Rule to see how the message would be formatted.  
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The format looks nice so we can click next and save the rule. 

-- 

The output of this email notification as shown below: 

-- 

 

-- 

 


