Copy Requisition to
RFQ

(Request for Quote)

Before Beginning

Before beginning, one should know the vendor number and the requisition number for ease
of entry.

From the menu select: [ endors
Purchasing [~ Purchasing

[ Requisitions
Request for Quotes 4

* Reguest for Quotes
Request Quotes Review RFQ Information

Fegquest Cuotes
FFG Wendor List !
— Copy Reguisition to RFG J
—Vendaor Group

— Dizgpatch Guotes
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Request Quote

. 1
Left click the A_‘dd a Ne_W Value Tab. ,'( Eind an Existing Walue Q{I{I a New Value
Enter your business unit.

Leave "NEXT" in the RFQ ID field.
Left click "Add"

Business Unit:

Q
RFQ ID: NExm
@)Add |

Find an Existing Value | Add a Mew Value
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On the following screen, Enter the Date and Time Closed.
Left click Copy From.

Request Guotes

Business Unit: 53000 RFQ 1D MNEXT Be

Request Date: |b1m4rzuus [5] ‘Status: IOpen vI ‘T O |01m4r2005 3:21PM CET
‘Currency: UsD “Origin: IF A CrtriPurch tTm CI:%

Reference: |

Line Info More Details

Line Rtem SS Haa SS Sie ‘Description

Agency Requisition
Number

'] an [ Al = B | Q

'

e Cateqgory

< |

Dispatch History Header Details  Dispatch Wendor List

I...MDI’E 'l

Exchandge Rate

Line Camments

Catalog

ltern Yendars

Send Email

Header Comments

On the "Enter Copy Criteria" screen, select Requisitions from the Copy Template section's
drop down menu.

Enter Copy Criteria

Feguest For Guotes b
- |Fequest For Guotes -

Selection Criv. A

‘Copy From:

Business Unit: a8000

‘Select Req Lines: | RFQ Required

KI K1

‘Copy Method: | Override Existing RFQ

Cancel | Refresh

.



In the Selection Critera

section, select Req Lines. |Enter Copy Criteria

Place a check in the Specific
Requisition field.

Enter the requisition number.
Left click "OK"

*Copy From: IRequiSitinns vI

Selection Criteria

Business Unit: aa000

‘Select Re F2 Requirad

RFQ Mot Reguired
RFG Reguired

Copy Criteria

y P v Criteria
v Specific Requisition

™ specific Buyer I
™ specific Vendor I

™ Exclude Auto Source tem
™ Include Inventory kems

2
k. | Cancel Fefresh

On the following screen, you have the option to select all lines from the requisition by

clicking the "Select All" icon.

.. or by placing a check mark next to each line desired.

|Note: It is possible to deselect all lines by left clicking the Deselect
All icon. Itis also possible to select all lines by left clicking the

Select .|
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i Select All Deselect All
Select lines to copy

Business Unit: 53000 Requisition ID: SWi41073

Sel Iem Description Req Oty UoOM Price Currency Due Date

[T 03507010005 United states flag, cotton, o 1.0000 EA  10.75000  LISD 014012004
[T 03507010010 United states flag, cotton, p 1.0000 EA 1400000  LISD 014012004
[T 03507010015 United states flag, cotton, p 1.0000 EA 2375000 LISD 014012004
[ 03507020030 United states flag, nylon, po 1.0000 EA 1030000  LsSD 014012004
[T 03507020035 United states flag, nylon, po 1.0000 EA 1400000 LISD 014012004
[T 03507020040 United states flag, nylan, po 1.0000 EA 2250000 LSD 014012004
[T 03507020045 United states flag, nylon, po 1.0000 EA 3250000 LISD 014012004
[ 03507030055 United states flag, polyester 1.0000 EA 1475000 LISD 014012004
[T 03507030060 United states flag, polyestar 1.0000 EA 1590000 UsD 0140142004
[T 03507030065 United states flag, polyester 1.0000 EA 3035000 USD 014012004

Zancel Refrash

Ok

Left click the OK button.

Left click "Save."

|Note: Verify the header details, all line information, add header and
line comments as needed, and add vendors from the Dispatch
Vendor List |

Dispatch Vendaor List
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Left click the save button

Request Quotes

Business Unit: 53000 RFO 10
Request Date: I’I 0/0152003 [5) ‘Status:
‘Currency: LsD *Origin:

Reference:  |From Req ID- 541073

Line Info fore Detailz
Sel Line fem SS Haq S8 SIc
¥  1[o3507010005 Q M [
 z2[oaso7oroot Q M [
I~ 3[o3s07010015 Q [ a
™ 4[03507020030 Q M [
I s[o3s07020035 Q M [ &
G0 to: Copy From Dizpatch History  Catalog
Header Comments... Send Email lterm Yend
B savel  [ElNetity || Refresh |
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