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E-Market Place Requisitioning

Training Documentation



Finance System Support
Email - FinanceSystemsSupport@hud.ac.uk
URL- https://agressoweb.hud.ac.uk/MS7_Live_Web/Login/Login.aspx
Training- https://staff.hud.ac.uk/finance/financesystems/training/

	
E-marketplace Requisitions
Log in to Unit 4

By following the URL you can log on to the Live Unit4 system: https://agressoweb.hud.ac.uk/MS7_Live_Web/Login/Login.aspx 
Alternatively, via the Staff Hub internet page login: 
On the black navigation bar near the top of this page, locating the link Online Systems. 
This opens a new page which you will need to scroll down to locate the link for Unit4 (campus only).

To note: OFF campus you will need to login via Unidesktop to access.
The following Login box should appear.  Enter the details requested and then click the LOGIN button:

[image: ]User name:  the same as your computer login e.g. FINANN
Client: is the University company to be used select either H1 or H3 
H1 - (Main Company)

Password: must be at least 6 digits and include a number. If you have forgotten your password, please use the ‘Forgotten your password?’ option





This will open up a screen similar to the one below.  The ‘book ends’ available at the left of the screen will vary according to your role. 
[image: ]

 
Create the Requisition

Select Procurement, Requisitions, Requisition – E Mktplace.
[image: ]


Your name and the current period will be defaulted into the Period and Requisitioner fields.
[image: ]



Enter the E-marketplace Supplier ID if known and press tab or click on the search icon [image: ].
[image: ]


If using the search icon:   When the field help appears, click on the arrows to open the Advanced tab.  
[image: ]


A search can be performed on any of the fields shown.  To find all marketplace suppliers type M* in the SuppID field and click on search.  All E-marketplace suppliers will be listed.  
[image: ]



Further suppliers can be viewed by clicking on the page number or the list can be filtered by entering part of the supplier name or address in the relevant field (eg. *purch*) and then clicking on the Filter icon as shown below:
[image: ]



To select a supplier click on the supplier name and this will transfer to the Requisition entry screen.

Enter the Sub-Project (where the items will be paid from) and press tab.
[image: ]


 
Now select the Delivery date and Contact address from the drop down list and press tab.  
All items on the requisition will be delivered to this address. You can also add an external reference; it is advised to be unique for each order so it makes it easier to identify previous requisitions. 

NOTE:  If different products need to be delivered to separate locations, a new requisition will be needed for each delivery location (except for Catering and Hospitality orders – see below).  If the delivery address you require is not available in the drop down list, contact Unit 4 Support. 
DO NOT free type or amend the address, as the order will be rejected on the E-marketplace. 
(For requisitions to Catering and Hospitality Services the address you select here can be your main delivery address as they will use the delivery address on the product questionnaire not this address).











Click on the Punchout tab and then click Go Shopping
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A new Window will now open as below (the window will sometimes appear behind the current screen so you may need to minimise it to see the E-markeplace):

[image: ]

NB: if you are not directed to this screen, hold down the shift and the Ctrl keys simultaneously and click on Go Shopping.  If you are then directed to the screen below this means your pop-up blocker is on and you may wish to amend your pop-up settings to allow you access to the site in future. 




You are now on the E-marketplace home page. 
Select a Product

On the E-marketplace home page should look similar to that below.  Suppliers are listed according to the category of products they mainly supply.  To view the supplier’s webpage, click on the name of the supplier in this example The University of Huddersfield Procurement Services is selected.

[image: ]

This will take you to the Home Page of the selected supplier.  From here you can browse the items available.  

[image: ]
Select the products required in this example Lanyard & Card holders.  Enter the Quantity needed and then click on Add to Basket.  
[image: ]
The items you have currently added to your basket will be shown.  You can amend the quantity in the basket by changing the Quantity and then click on Update to change the cost.  If other items are required, click on the add more to basket button.
[image: ]

Viewing Your Basket and Checking Out

Once all the items you want to purchase have been added to your basket, check thoroughly before clicking on Checkout.    If you need to remove an item from the basket click on the Remove button at the side of the line you wish to delete.
 [image: ]
[image: ]

Once your shopping is complete click Go To Checkout this will close the E-marketplace tab and return to the requisition screen in Unit 4 as shown below.  Click on Retrieve Shopping.


[image: ]

[image: ]

A new line will appear to show the basket you have just checked out:
[image: ]


Click in the tick box and this will insert a tick against the relevant line to select the products from that basket, next click on Generate to Requisition.
The items that were in the basket on the E-marketplace will now be shown as items on the requisition:

[image: ]

Completing the Requisition

Click on the requisition details line to enter additional details in the Product text. You will need to do this if you want to enter additional information regarding the product.   Click on the arrows at the side of an option to open it.  
[image: ]
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Product Text - enter any extra information about the product which you want to appear on the purchase order that goes out to the supplier.

Workflow Log - enter any relevant information here which you want to be seen by the budget holder.  To duplicate the explanation for each product onto different lines, put a tick in the tick box for the relevant lines in the Requisition Details section and then select Copy under Workflow log.  

NOTE: For Catering and Hospitality Services orders you will need to enter brief details of the event as the questionnaire information is not accessible in Unit 4.
GL Analysis - shows the accounting information where the purchase of the product will be charged.  To change this, click into the field where the current Nominal is and type over the details with the new nominal.  

NOTE: The GL Analysis line will now show the new nominal to be charged.  The Requisition details line will NOT change as this is the product code to be sent to the supplier and must be the same as the one from the E-marketplace (see below).
[image: ]


The catering nominal can be changed depending on the hospitality;
X540= Hospitality (staff)
X541= Hospitality (non Staff)
X545= Hospitality exceeding 3:1 ratio (more than 3 external to 1 internal staff)

When the requisition is correct and no further changes are required, click Save.  Select the appropriate requisition type for the order to be raised, which in this example will be I O (Internal Order).   Click OK.

· Req       -  (Standard Purchase Order) for orders to external suppliers
· Req IO  -  (Internal Purchase Orders) for orders to Internal Suppliers
· Req PC -  (Petty cash Order) for orders to reimburse petty cash expenditure 
[image: ]





A Requisition Number will then be produced and will show in the green box at the top of the screen.
Each line on the requisition will go through a workflow process to be approved by the subproject budget holder.  Where the cost is split over different subprojects, the lines will go separately to the budget holder for that subproject.  
NOTE:   The requisition will not convert to an order until all lines have been approved. 
The progress of a requisition through workflow can be checked by running a workflow enquiry (see the section on Making an Enquiry on a Requisition).
Making an enquiry on a requisition

If you would like to enquire on the progress of a requisition you can select 
Procurement/ Requisitions/ Enquiries/ Workflow enquiry - Requisitions from the main menu and the following screen will appear.
[image: ]
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To filter down your search, you can type your requisition number in the RequisitionNo column.
Then click on search [image: ]
This brings all lines relating to the requisition number.
[image: ]
Using the example below, you can see this requisition is currently waiting for Financial Budget Holder Approval. You can identify the name of the approver under the Task Owner column.
You can also view the work flow map by clicking on the Workflow status hyperlink. This shows a pictorial view of the workflow and indicates to whom the requisition has been routed for approval.
[image: ]
Green - These steps have been completed.
Yellow – This step is awaiting action and has not currently been completed.
Red – The steps highlighted in red indicate that the budget holder has rejected the requisition; therefore the requisition has been routed back to the inputter for amendments. For example, an incorrect Subproject could have been entered or there could be no value on the order.
If you move your mouse over a box it will provide information on when the step started and finished and the person who actioned that step.

[image: ]



Sending the Order to the Supplier

Once the requisition has been through workflow and converted to a purchase order, you will receive two confirmation emails, one from Unit 4 to confirm the order has gone to the supplier and the second from the supplier confirming receipt of the order. E-market place orders DO NOT need to be printed, they are sent electronically to the supplier via the e-market place. 
Example Unit 4 Confirmation
[image: ]
Example Supplier Confirmation
[image: ]
NOTE:  If you have not received the supplier confirmation email as above within 15 minutes of receiving the    first e-mail, please contact Finance System Support.
Now wait for the goods/service to arrive and then make a Goods Receipt Entry (see below).  
NOTE:   Do not wait for the invoice to arrive to enter a delivery.


Making a Goods Received Entry 

From the Menu select Procurement/ Purchase Orders/ Goods Receipt	
[image: ]
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1) Enter in your order number and tab
2) Scroll down the page to the Order details and then, for each line enter the amount you wish to deliver in the Qty Received column.
3) To confirm the changes click on the [image: ] at the right hand side of the order line.

[image: ]
Once you have entered in the correct delivery amounts you can click Save [image: ]
Goods Received If you are receiving the full amount of an order line(s), instead of typing in the amount in Qty Received, you can tick the check boxes at the beginning of each relevant line and then click [image: ] This will put the total Ordered Qty into the Qty. Received column (useful if there are many lines to an order).  You can then click on the save icon to save the changes. 

Rest Cancelled If there are more items outstanding for that order line and you are not going to receive them, you can cancel the remainder by ticking the first column of the order line and selecting ‘Rest Cancelled’ [image: ]
This will close the outstanding quantity on that line. Once the invoice is posted, it should close the line and show as ‘Finished’.
If the amount that you deliver is the same amount on the invoice, the system will then post the invoice to the ledger ready for payment.










Missing Goods (GRN) Task

If you have not delivered the goods on your purchase order and the invoice has already arrived into Finance, it will be scanned into the system and you as the inputter will receive a Missing GRN Task in your Task List and an email notifying you that there is a task waiting to be action.
[image: ]

[image: ]
You will find your Missing Goods tasks looks like this in your task bar in the top right corner. 
Click onto the task and the following screen will appear.







[image: ]
[image: ]
The invoice can be seen on the right hand side of the screen. You can enlarge this by clicking on the open/download icon. [image: ]
Goods Received If you are receiving the full amount of an order line(s), instead of typing in the amount in Qty Received, you can tick the check boxes at the beginning of each relevant line and then click [image: ] This will put the total Ordered Qty into the Qty. Received column (useful if there are many lines to an order).  You can then click on the save icon to save the changes. 
Rest Cancelled If there are more items outstanding for that order line and you are not going to receive them, you can cancel the remainder by ticking the first column of the order line and selecting[image: ]
This will close the outstanding quantity on that line. Once the invoice is posted, it should close the line and show as ‘Finished’.
If the amount that you deliver is the same amount on the invoice, the system will then post the invoice to the ledger ready for payment.

Sending a Request for Quote to a Supplier 

If the product required does not appear or differs from that on the supplier website, there is the facility to request a quote from a supplier or to request quotes from several suppliers who supply the same goods/services.
When you have clicked on the Punch Out tab and then Go Shopping you will see the Marketplace home page.  Here you can click on Create under the heading Create a Quote or select Orders, My quotes, Create quote request.
[image: ]
You now need to read the information on the types of quotes and decide which one is most suitable for the items you require a quote for.  
NOTE  - Open and Sealed quotes are non-negotiable and once the supplier has replied you can only accept or cancel the quote.  A Negotiated quote is the only quote where you can respond to the suppliers reply to your quote and is the recommended quote type. 





Click on the circle at the side of the type of quote to select it.  A Sealed Quote will require a Close by date so you will need to select the date by clicking on the calendar at the side.  
If you want to Allow responses from any supplier you will need to click in the tick box to the side (this option is not available for Negotiated quotes).  Click on Save and Continue.
[image: ]
You can now search for the supplier(s) you wish to receive a quote from.  In the Search Term type the name of the supplier or the type of goods you are looking for and click on Search for Suppliers.

The supplier or list of supplier(s) will appear.  To select the suppliers you want to receive a quote from:
[image: ]


1 - Click in the box under the Action column if you want to select that supplier.

2 - Click Add Selected Suppliers


Once you are happy with the supplier(s) you have chosen click on Save and Continue.
[image: ]



List Template Quotes


There are two types of templates you can use for the quote.  The recommended type is a List template which allows you to enter details of the items you want to a quote for in list format.
[image: ]


You should enter the supplier Part Number of the items you want (if known), then you must enter the Quantity and Description.  You can add extra rows if necessary.
[image: ] Click on Save and continue and you will be given the option of attaching a file if required.  To do this click on Attach Files and then click on Continue.




[image: ]	


You will then need to click on Browse and select the name of the file to be attached.  Then click on the upload button to add the link to the relevant file.  If you have attached an incorrect file or wish to remove the file click on remove.


[image: ]
The name of the file you have attached will be confirmed and you can click on close window to see a summary of the quote details.
Please take note of the quote ID at this point.
[image: ]

Finally, to confirm the quote, click Send Quote and you will receive an on-screen confirmation that the quote has been sent. 
Quote Template 

The second type of quotation is a Quote template which allows you to enter details of the items you want to receive a quote for in a single block of descriptive text:
[image: ]


NOTE  - when this is converted to a requisition the quantity will always be one so if several invoices expected do not use this template type.
Click on Save and continue and you will be given the option of attaching a file if required.  Continue as the instructions for Quote template. 


Accepting/Cancelling a Quote and Setting up a Quote Template 

Once the supplier has responded to the quote you should receive an e-mail as follows:
[image: ]
To review the quote you will need to log into Unit 4 and select Procurement , Requisitioning,  Requisition – E Mktplace and follow the instructions in Requisition E-Mktplace  at the beginning of this document.  
Once you reach the @UK marketplace you can view the response(s) to your request for quote by selecting:
Your ‘Things you need to do list’ on the Market place homepage on the right hand side, where any outstanding quotes will be waiting to be processed.
[image: ]

Or Orders, My Quotes, Existing Quotes. Use this process to view existing quotes, particularly if you have been logged out and need to go back.









[image: ]
You can search using the description, a date range, closing date, status or the quote ID number and click Search (NOTE leave both the Available to all users box blank).  
[image: ]





Your search results will be displayed as follows:
[image: ]

The number of responses will be shown.  If you want to save the quote as a template for future use click on Create Quote Template enter a name for the template and click on Save Quote Template. 
To view the responses to the quotation click View Quote.  You will then see an overview of the original quote with the supplier responses showing price and any attachments.  
If you want to reject the quote click on the Back [image: ] button on your browser and then click on Cancel This Quote.
When you have decided which supplier you would like to place your order with, click Select Winning Supplier on the corresponding row and then click the Select The Winning Supplier button.
You will then have the option to write an internal note (this is not visible to the supplier), recording why you decided to choose that particular supplier then click Send Mails And Add Winning Quote To Basket.
Emails will then be sent to all suppliers involved in the quote process, notifying them whether or not they have been successful.  (NOTE you may be asked by suppliers who were unsuccessful to provide feedback when they have received the e-mail).
[bookmark: _GoBack]
The items on your quote will then be added to your Basket and you can then checkout and Generate to Requisition. 
[image: ]
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Requisition - E Mktplace

Requisition entry  Punchout

Requisition Default supplier & contract
Reqisitioner* Suppier
Helen Bilinski M1002
7a0a4az Fuddersiood
Status*
Active -
period Default GL analysis
202001
Subproject
Externalreference Erev
FINANCIAL SERVICES
o+ Product Description
1 x4t Tes, Coffee & Biscuits - Tea, Coffee & BiscuitsMinimum Order 4 people
2 x4t Rols & Wraps - Our Chef' choice of a mixed selection of freshly made meat,
3 x4t Cak - Our Chef's choice of cake. Lemon Drizzle Cake, Victoria Sponge and.

Unit description  Supplier
90101603(EA  M1002
90101603(EA  M1002
90101603(EA  M1002

Delivery contact

Contact

CSB8 (Delvery) -

Delivery attention.
Period | Quantty = Price  Amount Status
202001 1000 175 1750 Active
202001 500 385 1925 Active

202001 100 200 200 Active
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H1 Requisition - EMkiplace X

Product Description Unitdescriptio.. Supplier | Period  Quantity = Price  Amount Status
O 2 X541 Rolls & Wraps - Our Chef's choice of a mixed selection of freshly..  90101603[EA  M1002 202001 500 385 1925 Active

O 3 X541 Cake - Our Chef's choice of cake. Lemon Drizzle Cake, VictoriaS.. 90101603|EA  M1002 202001 100 200 200 Active

z 3875

Add || Delete || Copy || Reset || Park || Close || Searchkits || Kitcomponents || Goshopping || Generate to requisition

4 Product text

2 Werkflow log (row 1)
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o # Nominal Dept(ct) | Project Subproject Where Workpack ~ Taxcode = Taxsystem  Percentage = Amount

3 10000 1750

Split row
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Requisition details

ol # Product Description Unit descriptio... Supplier ~ Period | Quantity Price Amount | Status
O 2 X541 Rolls & Wraps - Our Chef's choice of a mixed selection of freshly.. 90101603[EA M1002 202001 5.00 385 1925 Active
O 3 X541 Cake - Our Chef's choice of cake. Lemon Drizzle Cake, Victoria S.. 90101603[EA  M1002 202001 100 200 200 Active

b3 3875

Add || Delete || Copy || Reset || Park || Close || Searchkits || Kit components || Goshopping || Generate to requisition

¥ Product text

¥ Workflow log (row 1)

# GL Analysis

ol # Nominal Dept(c1) Project Who Where Workpack  Taxcode Tax system Percentage  Amount

10000 1750

Split row





image27.png
@ please select 2 number cycee

Period |

201301 Req10 Human &Health

NextTransho.

201301 ReqP C Human & Health





image28.png
Menu

Your employment
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Start pages
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Procurement

Product search configuration
Invoice accounting templates
Accounting template enquiry

Invoice control maintenance

Requisitions

WEEEEE

&

Requisitions - advanced
Requisition - E Mktplace
Requisitions - allocate PO number
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Workflow enquiry - Requisitions

# Selection criteria

Reusitont.tke Aetve
Company e m ol
[RT— -
Detail level | All levels v Copy to clipboard
b T P | S | | WO fiiome | SS9 ot | Descbton | Unt | U0 | U ordeed | O | D | Tiewcose
8

Time executed 19/08/2019 122536 Number of rows 0
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Workflow enquiry - Requisitions

P ——

RequisitionNo. ike
Company like

‘Workdlow status like

Task owner like.

HL

Historical

Detallevel | Alllevels ~ | [ Copyto cipboard
Task_ Workflow Budget Unit Curr. Delivery Input by
# T | Process Step o) o Reauistoro. | U8 product Description Unit Uit | G| ondered | Dgiver s
13100721 =) [
1 A Requisition  Financial Appro... Steve Varty  Workilow in progr. 13100721 DP999  T1907-04636 MacBook Pro 13" i7 16GB 512SSD (as per quote ref Q00 UN 183675 183675 100 19/08/2019 [T Purchasing te.. :
2 A Requisition  Financial Appro... Steve Varty  Workflow in progr. 13109721 DP999 T1907-04636 87W USB-C Power Adapter UN 6254 6254 100 19/08/2019 IT Purchasing te.. ¢
Requisition  Financial Appro... Steve Varty  Workflow in progr. 13100721 T1907-04636 USE-C Charge Cable (2m) UN 1504 100 19/08/2019 [T Purchasing te.. :
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4] Workflow enquiry - Requisitions > Map

Map

CoH1TC:47 OrderNo:13109721 Pos:2 #:1

@y Nommanatke

@  romwanaron

v

@ o

A T

@  rewsennye

v

@ o
P
RROuAL

Steve Varty
(sv)
(Substitutes)

v

Under £5000

o

I

Log book

Map selection list

Process Version no. Started
Reauisiion 60 10/08/2019 08:45:20
Map information
Mapstatus  Active
Initiator itpurchasing@hud ad.uk (TP)
Started 10/08/2010 08:45:20
Finished
Versionno. 60
Process Reauisition
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Step information.
Step status

Step started
Step finished
Distr. user
Logged values

Workflow log
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12/05/2016 12:20:35
12/05/2016 12:20:35
Troels Petersen
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From: Agresso [mailto:agressosystem@hud.ac.uk]
Sent: 09 May 2012 15:12
To:

Subject: New gMarksfnlace Order

Dear

‘The following requisition has been converted into a purchase order and sent electronically to the eMarketplace. You should
receive an email from the eMarketplace confirming receipt of your order.

If you do not receive an emil from the eMarketplace within 1 hour please forward this email to agressosup@hud.ac.uk

[Requisition Number |Order Number | Supplier [ Description
[16700061 [20800402 [M1005 (Purchasing Department) [Staff Lanyard and Card holders

If you have any problems please contact agressosup@hud.ac.uk or alternatively contact Agresso Support on 01484 473833.
Regards

Agresso Support Team
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From: GUK PLC AutoResponder [mailto:technical.support@ukplc.net
10 May 2012 15:52

Subject: Confirmation of Order
Thank you for placing your order with

The University of Huddersfield Procurement Services
Your contact details:

Pniversity of Huddersfield HEC

Queensgate
Huddersfield

West Yorkshire
HD1 3DH

United Kingdom
Telephone-81484 473718

Your order details:
Customers Order Reference: 20800402

UKPLC Purchase Order number 1966253
10 X Staff Lanyard and Card holders <Part No. ><Man. No. > at 1.8 (1.68 inc. VAT) each. Item Tax % Nb. 3

Requisition Point: DR
UKPLC Address ID: 2598862

Your delivery address:

University of Huddersfield HEC Level 8CSBQueensgate
Huddersfield

West Yorkshire

HD3 3FE

Order supplied by:

The University of Huddersfield Procurement Services
University of Huddersfield

HD1 3DH
United Kingdom
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H1 Goods receipt %

Goods receipt
Order information

Order number

‘Supplier

2 Workflow log (row 0)

Orderstatus.

References Delivery
Inputby petnentdate
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00:00)
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Order details.

Order ine. ‘Supplier product ‘Supplier product description Product Description Orderaty. Ordered amount
(m] 1 BO61 ‘Subscriptions B061. ‘Subscriptions 200 2000
‘Subscriptions ‘Subscriptions
[m] 2 BOGL ‘Subscriptions B061 ‘Subscriptions 200 2000
z 400

Add || Setreceived to zero || Goods received || Rest cancelled || Delete || Batch and serial information

 Additional delivery information  Additional product information
2 GL Analysis
Nominal Deptict) Project Subproject Projown.
B061 FIFIN FIN0OO FIN00O-01
z

Workflow user log Log book

Previously received
000

000
000

Tax code

Qty.received  Unit

20040

200 UN
400

Toxsystem

Unitprice  Rest cancelled
1000
1000
Percent
10000
10000

Reason code

Amount

2000
2000
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Goods received
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Rest cancelled
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Missing Goods Receipt
Agresso System <agressosystem@hud.acuk>

© Thu05/05/2016 11:11
University Finance

Dear Troels Petersen

An invoice has been received for the following purchase order(s) where the goods have not yet been received on the system.

[Client [order Number Supplier ID
H1 5001536 10119 (B H Blackwell Ltd)
H1 5001536 10119 (B H Blackwell Ltd)

Please could you log onto Agresso and complete the Goods Receipt task(s) if the items have been delivered.
If you have any problems please emil agressosup@hud.ac.uk or alternatively contact Agresso Support on 01484 473833.
Many Thanks

Agresso Support team
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Your tasks

Receive Goods OrderNo: 5001536 RegNo: 50354407 (2)

39
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UNITAa Agre:

HI Receive Goods OrderNo: 5001536 RegNo: 50... X

Goods receipt
Order information References Delivery
Order number Order status Input by Delivery date
5001536 Ordered Troels Petersen 05/05/2016 2]
- Status® Extermal reference™ Devery fime
W Bisckwel Lid Active - 0000
Order dete
04/05/2016

[2 Woridflow log (row 1)

2 Image
05/05/2016 11:05 Troels Petersen (TP1) - Distributed

(Enter a comment)

Copy
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VIEWBASKET [EENNIESNER )

& I dB Welcome, Naomi Needham | NN@1735 | UNIVERSITY OF HUDDERSFIELD e iia el UGG R

Keyword Search Contract Search Product Code Search Create a Quote
Find goods and services to order by entering a keyword Find contracts by entering supplier, product or product Find goods and services to order by entering a supplier's Request a quotation from one or several suppliers at once
or phrase: group name. product code:

CREATE
SEARCH

Categories Things you need to do
To do listis empty.
Favourites
tanarcs
Procurement

Audio Visual Catering Supplies (Non Internal) Computing & IT Recent Orders

(B S B B .
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Configure Quote

Quote Type™ () Open Quote
O Sealed Quote
[ClNegotiated Quote
Elaum responses from any supplier

EETT I —
SAVE AND CONTINUE
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ADD SELECTED SUPPLIERS S

Select Supplier

LECTALL

Company ID | Description Action
Aero Healthcare 458075 | first aid and medical supplies r
Add this company to Quote
Appleton Woods Ltd 444669 r
Add this company to Quote
AVM Impact Ltd 444942 | Impact supply, install and maintain all audio visual and video-conferencing equipment, including. projectors, projector screens, LCD & plasma r
screens, interactive screens & tablets, lecterns, visualisers, microphones, speakers, amplifiers, mixers, control systems, switchers, digital signage. | Add this company to Quote
lecture capture, video-walls and IPTV
B &D Print Services Limited 469367 | Established for 37 years printing company providing both Lithographic and Digital products. Stationery, Leaflets, Brochures, Posters, Labels, r
Folders, etc. Accredited with FSC, BSI and BPIF Add this company to Quote
Belmont Press Limited 469394 r
Add this company to Quote
Broadstock Office Fumiture Ltd 444720 r
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Add Suppliers

Orders » New Request for Quote » New Request for Quote

You must select atleast 1 supplier to send your quote to.
When you are happy with your choice, please click 'save and continue’.
Links are also available to remove suppliers or add additional suppliers.

Selected Suppliers

Name Description Telephone Number | Email Address RfqEnabled | Action
(This is where the quote will be sent)

The University of Huddersfield Procurement Services ‘The University of Huddersfield Procurement Services provided intemal sales of items ordered in bulk for the University fopurchasing@hud.ac.uk
of Huddersfield Schools and Services

‘Once you are happy with your choice of supplier, clck the button below to continue to the next step in the process.

\VE AND CONTINUE
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Please choose the type of template you wish to use

Quote template
This template is appropriate if you wish to order a service, it allows you to enter a single block of descriptive text to describe the detail of your request

List template
This template is appropriate if you wish to order a series of products, where you know the part number and/or name of the items. It allows you to build a request consisting of multiple rows.
Select Template

Template type® © Quote template
© Listtemplate

SELECT TEMP|
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List Style Template

Orders » New Request for Quote » New Request for Quote » Choose template

Please enter the details of the product or service you wish a quote for in the box below.
Please note you must enter a description against any line you wish to form part of your Quote.

Part Number Quantity Item Description

ADDROW | SAVE AND CONTINUE
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Add Attachments

Orders » New Request for Quote » New Request for Quote » Choose template

Click on the ‘Add Attachments’ next to each line to add attachments to this line
Once you have added your attachments, or if you do not wish to add attachments, click the continue button at the bottom of the screen.

Line Summary

Part Code Quantity | Description Add attachment Current Attached Files.
1| Envelopes ADD ATTACHMENT

'SAVE AND CONTINUE
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Add Attachment

Add Attachment

‘The maximum file size you are allowed to attach is 20MB.

Attachment*

ADD ATTACHMENT

Browse.
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Confirm and Send

Orders » New Request for Quote » New Request for Quote » Choose template » Add attachments

Your quote is now ready to send to your chosen suppliers

Please review the details below and click Send Quote to email the supplier with this quote.

Header information

Quote Id Mode Close by
55379 This quote will operate in fixed quote mode.
Suppliers cannot edit the quote details when responding.
This quote will be sent to the following suppliers
Name Description Telephone Number [Email Address
The University of Huddersfield Procurement Services The University of Huddersfield Procurement Services provided internal sales of items ordered in bulk for the University of Huddersfield Schools iopurchasing@hud ac.uk
and Services

Quote detail

Part Code

Quantity | Description Attachments

1/ Envelopes

ND QUOTE
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You have received this message because The University of Huddersfield Procurement Services has responded to your quote for one of their products or services
In order to review this response, please login to the UKPLC Procurement system and click on Existing quotes, which is under My quotes, under the Orders menu.

Regards
UKPLC Team
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~ cloudBuy

VIEWBASKET [EEVNUNINEEE §

Welcome, Naomi Needham | NN@1735 | UNIVERSITY OF HUDDERSFIELD  [lSeiinarl ISantES

Contract Search Product Code Search Create a Quote

Keyword Search
Find goods and services to order by entering a keyword Find contracts by entering supplier, product or product Find goods and services to order by entering a supplier's Request a quotation from one or several suppliers at once.
or phrase group name. product code:
EATE
Categories Things you need to do

hy | B

To do listis empty

Favourites

Lanyards
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Needham | NN@1735 | UNIVERSITY OF HUDDERSF

D cloudBuy

Orders

Dashboard

New Order

Search for goods and services to buy, or re-order from a list of previous purchases.

New Order CREATE
Order History

est for Quote

Order History

View orders you have placed, locate orders to Receipt, or add orders to your Favourites list

New Request for Quote

Send details of your requirement to one or more suppliers for them to respond with prices, and access your saved RFQ Templates.

CREATE

Quote History

View your requests for quote and locate RFQs you need to respond to.
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Quote History

Orders » Quote History

Search for Quotes

Quote ID

Description

Requistioner Surname

Start date | 07109115

End date | 061015

Latest close date

status

I Available to all users





image61.png
Search Results

Quote ID | Description Suppliers Quote Type | Created CloseBy | Status
55374 | ITBM 28423 Bid ref: 541356316 ThinkStation P700 Option 3 - P700 178 Solid | Getech Education - Catalogue Negotiated IT Purchasing team on Oct 2 2015 Response required.
State Drive, 25", SATA, 6Gbis, Non OPAL 1 response from 1 supplier Quote 2:58PM
VIEW QUOTE AND RESPOND | EMAIL ORIGINAL
| create quoTe TemPLATE ]
55351 | Please quote for production of posters for September Open Day supplied University of Huddersfield Printing Services | Open Quote | Joanne Ricketts on Oct 12015 oct 06, Response required.
1 response from 1 supplier 204PM 2015
VIEW QUOTE AND RESPOND | EMAIL ORIGINAL
EATE QUOTE TEMPLATE
55287 | liyama Prolite XB2779QS-51 27'LED AH-IPS Silver Monitor Stone Group Negotiated IT Purchasing team on Sep 26 2015 Quote complete.
1 response from 1 supplier Quote 1252PM

VIEW QUOTE | EMAIL ORIGINAL QUOTE [l CREATE QUOTE TEMPLATE
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