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1. Purchase Requisition 

1.1 PR creation on SAP 

Purchase Requestion created in SAP: 1005797448 

SAP PR may be created with the desired Material code, Plant, Purchase Group & 

Requisitioner. 

Three types of PR will sync into the Pro Con Portal, i.e.,  

- Sourcing PR  
o Stock Material PR with SAP Material Code 
o Consumables Material PR 

- Asset PR  
- Service PR 
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1.2 Exploring the PR Section on Procon 

Log on to Pro Con Portal with Buyer credentials. 

If logging in for the first time, users will get an email verification request on their 

registered Email IDs. The user needs to authenticate this log in and subsequently use 

Single Sign-on (SSO) option for logging in to Pro Con. 
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The user can fill in their user Credentials or use the SSO (Single Sign On) function to Log on 

to the Procon portal 

After Log-in to Pro Con, Select Purchase Requisition in the Task Bar to the left.  

 

 

 

 

 

 

 

 

 

 

 

The user can also use the Search icon to search for any particular PR.   

 

 

 

 

 

 

 

 

 

 

 

The Layout button opens a window where the user can create & choose their default 

layout according to their choice.  
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The Filter button also opens a window which can be used to filter the PRs according 

to Plant, Purchase Org, Material Category, Material Group, Created On, Delivery Date.  

The Mail button also opens a pop up where the user can add single or multiple mail 

ids or even their own id to send the PR data to those mail ids in excel format.  

The Download button can be used to download all the PR data in excel format.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PR 1005797448 created in SAP is directly synced in the Pro Con.  

The user can view details about the created PR under the adjacent columns. 
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Release Indicator (SAP created/blocked/released/not applicable) is also shown for user 

reference. The SAP PRs without any release procedure, will show as Created, similarly the 

PRs with release procedure in SAP, will either show as Blocked or Released. If there is no 

other procedure to be followed then, it shows not applicable. 

 

 

 

 

 

   

 

 

 

 

 

Clicking on the PR, further Item-level details are displayed 

The next step involves utilizing this PR for RFQ creation on PROCON. This part will be 

covered in more detail in the RFQ with PR section 
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1. RFQ Creation 

In the PROCON portal, RFQ can be created in two methods: PR reference and Direct RFQ. 

1.1 RFQ creation with reference to SAP PR for sourcing 

 Purchase Requestion created in SAP: 1005797448 

SAP PR may be created with the desired Material code, Plant, Purchase Group 

& Requisitioner. 

Three types of PR will sync into the Pro Con Portal, i.e.,  

- Sourcing PR  
o Stock Material PR with SAP Material Code 
o Consumables Material PR 

- Asset PR  
- Service PR 
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Log on to Pro Con Portal with Buyer credentials. 

If logging in for the first time, users will get an email verification request on 

their registered Email IDs. The user needs to authenticate this log in and 

subsequently use Single Sign-on (SSO) option for logging in to Pro Con. 
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Go-to Task Bar & Select RFQ. The tiles work the same way as the PR module. And 

the function buttons also work the same way as the 

PR module. 

 

In the RFQ Creation Dashboard, the user can view summary of RFQ to PO creation, 

under multiple headings like RFQ Number, Mode, Status etc.  

Click on Create NEW as highlighted in Yellow.   
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General Data 

 

 

 

 

 

 

 

 

 

 

 

 

On clicking Create NEW, user will be taken to RFQ creation screen. 

Click on the RFQ Mode and Select PR Reference RFQ. 

Maintain all the mandatory fields as below: 

Deadline Date- The Vendor will be required to respond to RFQ by this date. 

Evaluation Start & End- This is the date window during which the Vendor Quotes 

will be Evaluated. The system will default these dates 7 days apart (also editable by 

user).  

Awarding Start & End- This is the date window during which the evaluated RFQ 

will be Awarded. The system will default these dates 7 days apart (also editable by 

user). 

Delivery Date- User defined date for Goods Delivery. 

Category- RFQ (Request for Quotation) / RFP (Request for Proposal)/ RFQ (Request 

for Quotation- OEM) 

Payment terms- Standard SAP fields 

INCO Terms- Standard SAP fields 
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Currency- The currency for payment 

Document Type- Sourcing /Asset/ Service 

Then User must save the General Data by clicking the save button on the Right-

hand corner(down). Once that is done the RFQ number will show on the top left 

of the screen. 

 

 

 

 

 

 

 

 

 

 

 

PR Search window is opened, wherein the user can Select appropriate PR, based on 

Company code, Plant, Indicator Purchase Organization, Material Type, Created 

On and Document Type inputs given during PR creation. 

Select the required PR/PRs from loaded list to perform RFQ.  

Click Next to display the PR Item-level details. 
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Selected PR item-level details will be displayed in the Pop-up screen. 

Select the required line Items to proceed with creating RFQ. 

In case multiple PRs had been selected in previous screen, all the line items will be 

displayed with PR reference. The user can selectively create RFQ for PR items. 

Click Add button to only fetch the Items selected above, in the RFQ. 
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Item 

 

 

 

 

 

 

 

 

 

 

Select the line item, Use the Quick Edit button and specify the Order Quantity of 

Material for RFQ. 

Other item-level details are also visible in this screen: 

Material Code & description 

Material Group 

Request Tracking Number 

Cost Center 

G/L Account 

Plant 

Purchase Organization 

Unit of Measure 
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Branding 

 

Select Branding, Use the edit button to add the branding items in the specific 

category provided. 

Click save to procced further 

Vendor 

Go-to Vendor Tab & Click on Select Vendor 
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List of Matched vendors displayed on the screen, Select the Vendors by the 

Matched Vendors or All Vendors by using the tab button between All & matched. 

After selection of vendor, Click add button . 

These Selection of Vendors is allowed in Item-level and Item category too. The buyer 

can decide which vendors to be selected for RFQ at the item-level. 

 

 

 

 

 

 

 

 

 

 

List of vendors are successfully added after using the Save. 
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System criteria 

 

 Select the system criteria either by ADD or Choose from Template. 

Add the evaluation Criteria by Weightage. 

 

Click on Save. 
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Evaluation Criteria 

Go-to Evaluation criteria and Add or Choose from template by description. 

 

Enter the Details in the add New Template 

 

Evaluation Criteria is for information purpose only. The factors based on which 

the Evaluator will decide and rank the Vendors Quotation can be listed in this 

section. These criterions do not contain any weightage, as opposed to System 

Criteria that the system will use for ranking Vendor quotes. 
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When you click on more then, more numbers of Headers Open Up. 

Partners 

 

 

Select Partners by first clicking Add New and then Add. 
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Evaluator Selection- The vendor responded RFQ will be evaluated by the Evaluated 

prior to Awarding stage. The Evaluator would rank vendor quotes based on their 

personal experiences and preferences. Evaluation is possible at Item-level also for 

particular RFQs. 

 

Buyer can select multi-level Evaluation in this tab. If a particular RFQ needs to be 

evaluated by two or more people in the organization, their User IDs can be 

maintained in the desired sequence Level 1, 2, … 

Awarder Selection- The Awarder will Award the evaluated RFQs at Item-level and 

have option to create Cumulative Purchase Orders. 

Awarder can view System ranks and Evaluator ranks against each vendor quotes. 

 

Document 

 

 

 

 

 

 

 

 

 

 

Two types of documents can be attached in separate tabs, Buyer documents & 

Vendor documents. 
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Drag and drop or select the Document to add it to the portal as a Buyer 

documents. In Vendor Documents tab, Give Title & Choose the Document is 

Mandatory or Optional & Save It. 

 

 

 

 

 

 

 

 

 

 

 

 



Page 18 of 25 

 

 

Questions 

 

 

 

 

 

 

 

 

 

 

Select the questions either by ADD or Choose from Template. 

Select the Question by Mandatory or Optional, Select answer type as Yes/no or 

Text & Save it. 

 Buyer T&C.  
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The Buyer can Add Remarks/Comments for Vendor notice. 

Also, Additional Document scan be attached in this Tab.  

 Delivery Location 

 

 

 

 

 

 

 

 

 

 

Similar to all previous windows, even Delivery Location can be individually selected 

for Items of the RFQ. It can be seen for All Items/Plant Wise/Item Wise. Default 

Delivery Location will be auto populated from Plant-specific Master Data. 

  Preview 
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In the Final page of Preview in RFQ Creation, check all the details that are 

maintained is OK & Finally Click Release to create RFQ. 

 

 

 

 

 

 

 

 

 

 

 

 

RFQ approval Process initiated.  

The Business can maintain customized RFQ Approval Criteria based on Plant, 

Purchase Organization, Material Category, and RFQ Value. 

The RFQ Approver will receive and email detailing the RFQ item level information 

and Mail CC marked to the RFQ creator. 

1.2 Direct RFQ creation 

Pro Con also offers a provision to create Direct RFQ without the need for an SAP 

PR. The RFQ creator can enter Account Assignment details at Item level  

and generate the RFQ. 
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Click on Create RFQ in the RFQ dashboard. 

 

Select Direct PR under Mode of RFQ. 
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Select RFQ document type as per requirement. Corresponding to SAP PRs, Direct 

RFQ can also be created for Asset, Service and Sourcing procurements. 

 

Enter all the mandatory fields indicated with asterisk symbol (*) and Go to NEXT 

tab. 

Click on Add Items. 
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Maintain all the mandatory fields as below: 

Short Text - This field is required for manual entry in case a Consumables item 

(without SAP material code) is to be selected for RFQ. Alternatively, if the Buyer 

Selects Material code from the drop down under Material Code field, the Material 

Short text can be left blank. 

Plant Code – Drop down field. 

Material Category – Drop down field. 

Material Code – Drop down field. 

Material Description – Auto populated based on Material Code selection. 

Material Group – Drop down field / Auto populated based on Material Code 

selection. 

Order Quantity – Manual Entry field. 

Unit of measure – Drop down field / Auto populated based on Material Code 

selection. 

Account Assignment – K: Cost Center. F: Internal Order 
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Cost Center Code – Drop down field for Consumables material / NO Entry Field in 

case SAP Stock Material code is previously selected. 

GL Account – Drop down field for Consumables material / NO Entry Field in case 

SAP Stock Material code is previously selected. 

 

 

 

 

 

 

 

 

 

 

The entered item-level information is saved under Item tab. The Buyer can similarly 

add multiple line items to the RFQ. 

In the following sections-  

Vendors > System Criteria > Evaluation > Partners > Document > Questions > 

Delivery Location > Buyer T&C > Preview 

Follow the same steps to fill in the following Tabs as detailed under  Error! 

Reference source not found.  

 

1.3 RFQ for Service 

The Initial steps are similar to create RFQ section, In general data, document ype 

select service 
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Similarly, In the following sections-  

Vendors > System Criteria > Evaluation > Partners > Document > Questions > 

Delivery Location > Buyer T&C > Preview 

Follow the same steps to fill in the following Tabs as detailed under  Error! 

Reference source not found.  

1.4 RFQ for Asset 

RFQ for asset remains the same as RFQ for sourcing. 

Follow the same steps to fill in the following Tabs as detailed under  Error! 

Reference source not found.  
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1. RFQ VENDOR RESPONSE PROCESS 

 

 

Log-in to Pro Con through Vendor Credentials. 

 

The RFQs awaiting Vendor response will be listed under this Vendor dashboard. 

Click on the RFQ to respond. 
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General Data 

 

In this tab, the Vendor can propose Payment terms, Inco terms & Currency as desired, from 

a drop-down menu. The Buyer set inputs will be auto populated in these fields and 

changeable by the Vendor. 

Item 

 

Item-level information is displayed in this tab. 

Documents attached by the Buyer can be viewed by clicking on the Document icon as 

highlighted above in yellow. 
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Click Quick Edit button to quote the price for each item. 

 

Enter the mandatory fields i.e., Deliverable Date, Unit Price, Deliverable Quantity & Price 

validity, and click on Save. If you do not want to change the deliverable date, or deliverable 

quantity or Tax Code for each item then you can use the tick boxes in the top to add it every 

item level. (Highlighted in Yellow) 
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You can also use the Action button (Highlighted in red) to add everything differently 

on the Item Levels. 

 

Item-level Quote is displayed as above. The Overall Quotation price gets calculated based 

on Item wise inputs by Vendor. 

You can also add all the details in a excel format by downloading  the RFQ in excel 

format and then filling it and uploading  it back to portal. 
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Questions 

 

In the Question tab, questions posed by the Buyer will be displayed. The Vendor can answer 

these questions as desired. If Buyer mentioned the question as mandatory to be answered, 

if not answered it will throw an error message. 
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Requested Document 

 

In this screen Vendor can view what documents Buyer has asked for and can upload the 

same. If it is mandatory, then it will show it as an asterisk (*).  

Buyer T&C 

 

Under Buyer T&C Tab, the Vendor can view the Buyer Remarks and T&C documents 

attached by the buyer during RFQ creation.  

 

 

 

 



  
  

                         Page 10 of 19 

Vendor T&C 

 

In this tab, the Vendor can mention their remarks against each item. Also, upload relevant 

Vendor T&C documents to support their quotation. 

Delivery Address 
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Item-wise/Plant-wise/All Items delivery locations will be displayed in this tab for Vendor 

to note. 

Preview 

 

When you got more and Choose Preview then in this screen, the Vendor will see the 

preview of all previously entered item-level information. The quoted details will be 

displayed for Vendor’s review. 

Click on Release. 
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After Vendor quoted, success message will be displayed. 

After Vendor response, Email gets triggered to the Evaluator & Vendor with CC marked to 

the RFQ creator. 
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2. Renegotiated Vendor Response 

 

The renegotiated RFQs will have a re-negotiate chip as indicated above. 

Click on the Renegotiated RFQ. 

 

Only the Item selected for Renegotiation by the Buyer will be open for quoting can be 

seen as Show Renegotiation. 
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The Previous Quoted price and Buyer’s Expected price are displayed as highlighted in 

Yellow with remarks from the buyer. 

Enter the revised Base price quote and Deliverable Date. The Deliverable Quantity can 

also be revised by Vendor, if needed. Click on Release. 

 

The fulfilment status shows as vendor responded Successfully in the Vendor screen. 

The RFQ Evaluator gets an email update on the renegotiated quotes. 
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3. Asset Case Vendor Response 

In case of an Asset type RFQ the changes in VR are as follows- 

 

 

The Chip for asset RFQ will be showing Asset (highlighted in Yellow).  

The rest of the vendor response process is the same as Material. Follow the same steps to 

fill in the following Tabs as detailed under RFQ VENDOR RESPONSE PROCESS 

(Material/Sourcing Case) & Renegotiated Vendor Response. 

4. Service Case Vendor Response 

In case of a Service type RFQ the changes in VR are as follows- 
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The chip will be showing Service for the Service Type RFQs. 

 

The Item Level details are shown in a table format for each Service Main Line item with its 

own sub service line items in the down. (Highlighted in Yellow) 

Also, the action button is only shown in the main item level. (Highlighted in Red) 

 

If the user clicks on the 3bars (Highlighted in Red), then the full list of Main line items is 

also shown in the left (Highlighted in Yellow). Users can also use the Arrow buttons 

(Highlighted in Green) to toggle between main line items. 
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The show details/hide details buttons (highlighted in Yellow) can be used to see the 

deliverable date, tax percentage & tax code, all of which can be edited via Quick edit 

button. 

The rest of the vendor response process is the same as Material. Follow the same steps to 

fill in the following Tabs as detailed under RFQ VENDOR RESPONSE PROCESS 

(Material/Sourcing Case) & Renegotiated Vendor Response. 

5. Import Case Vendor Response 
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In the case of Import RFQ the chip will show import as well as sourcing/asset/service. 

 

The only change comes in the condition part (both in header level as well as in the item 

level) of the Vendor response. 

 

 

In the item level when the user clicks on action button a pop up opens where the 

user can add item level conditions as well as Scale price. 
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Scale price is nothing, but vendors can give different prices for different number of items 

ordered. 

The rest of the vendor response process is the same as Material. Follow the same steps to 

fill in the following Tabs as detailed under RFQ VENDOR RESPONSE PROCESS 

(Material/Sourcing Case) & Renegotiated Vendor Response. 
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1. Introduction 

Approver dashboard allows approver to get all data related to existing bidding events 

before creating event which includes – Event id, Event name, Event on (On which date and 

time event was started), Company, Purchase organization, Event created on (On which date 

event was created), Current status of the event. 

 

2. Authentication 

For existing user: 

• Enter username and password 

• Click on Login 

or 

• Click on NCP SSO 

 

 

 

 

 

 

 

Follow steps to reach on approver 

dashboard:  

• Go to side bar 

• Click on “Auction”  

• Click on “Reverse Auction” 

• Click on “Approver”  
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3. Approver dashboard 

 

Approver dashboard features 

1. Business unit: Business unit provides authority to event approver to get event 

information under particular BU.  

2. Profile: Clicking on Profile provides the facility to Logout as well as language selection 

option 

3. Tile bar: Tile bar includes four tiles – Event Approved, Evaluation rejected, Event in 

progress, Event Closed which provides easy access to filter events based on event tiles. 

4. Search: Search bar helps to find event using keywords which are based on Event id, 

Event name, on which date and time event was started, company, purchase organization 

or the date event was created. Click on “Search” icon, it will expand, and approver can 

search. 

5. Layout: Layout helps to select the columns approver wants to get in event list. Click on 

“Layout” button. It will provide access to approver to add new layout by selecting and 

deselecting column name and select existing layout. 
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o Select the existing layout: Click on drop 

down under Select layout text and select 

any existing layout. 

o Create new layout: For creating new 

layout, Approver has to select or deselect 

any column by clicking check box. Click 

on “SAVE AS NEW LAYOUT” button and 

enter the layout name. To save it, click on 

“Save” Button. To cancel, click on 

“Cancel”. 

o Update any existing layout: Select any 

existing layout, select/ deselect column 

by clicking on checkbox and click on “Update” Button. 

o Apply any layout without adding new or updating existing layout: Select/ deselect 

column by clicking on checkbox and click on “Apply” Button. 

 

6. Filters: Filters help to find events based on approver’s 

choice. Click on “Filters” icon. It will provide access to the 

approver to filter based on Company, Plant, Purchase Org 

(Organization), Status, Currency, Category and Creation 

start to end date. After choosing inputs from drop-down 

box, approver has to click “Apply Filters” button. Applied 

filter will reflect on Event list in dashboard. To clear all 

filters, approver can click on “Clear All” button. 

7. Download: Download button allows approver to 

download all events available on the dashboard in excel 

format. 

8. Event list: Event list allows approver to get the event details. Event can be sorted by 

ascending or descending order by clicking column name 

9. Pagination: Pagination segment allows approver to select the event number on a 

particular page, move to first page, next page, previous page or last page. 
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4. Approver summary  

Event info & Vendor rules 

Event info and vendor rules allows Approver to get basic details related to events like event 

name, currency, type of event, description (if provided by creator), Event duration, Evaluation 

& Awarding due date, Auction extension related details, Bidding related rules for vendors, 

Payment and Incoterms.  Besides that, Approver also able to get information related to team 

members. 
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Content details 

Approver can see entire Content details, which include: 

1. Material list – Material # (Material Id), Material name, Category, Plant, Purchase Org 

(Purchase Organization), Company, Order Qty (Order Quantity) 

2. Questions – Question details, answer type – Text, Yes/No, Date, mandatory or not, 

added attachment 

3. Requirements – Requirement details, added attachments 

4. Request Docs – Document details, Mandatory or not 

5. Terms & Conditions  

 

Vendor Details 

Approver can be able to get the details regarding all the vendor and get the authority to 

approve or reject any vendor. 
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If Approver reject any vendor, then the event can’t be 

approved. Once rejected, the event will move to creator 

dashboard. 

If Approver approves all vendor, then click on “Approve” 

and get the pop-up for approving the event. Then click 

on “Submit” to approve the event. 
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1. Introduction 

This user manual is to guide users on the process of performing reverse bidding – event 

creation activity on PROCON portal. Step by step procedure from Authentication portal to 

event creation include creator dashboard, creator info, content, member, summary dashboard. 

 

2. Authentication portal 

For the first time users:  

• Register using Email ID.  

• Email verification request will be 

received on registered mail id. 

• Once verification is completed, user 

needs to authenticate this log in 

portal. 

 

For existing user: 

• Enter username and password. 

• Click on Login 

or 

• Click on NCP SSO 

 

 

Follow steps to reach 

on creator dashboard:  

• Go to side bar. 

• Click on “Auction”  

• Click on “Reverse 

Auction” 

• Click on “Creator”  
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3. Creator Dashboard 

Creator dashboard allows creator to get all data related to existing bidding events before 

creating event which includes – Event id, Event name, Event on (On which date and time 

event was started), Company, Purchase organization, Event created on (On which date 

event was created), Current status of the event. 

 

Components of creator dashboard 

 

o Company and company code: Company and company code provides authority to 

event creator to get event related information under particular BU.  

 

o Profile: Clicking on Profile provides the facility to Logout as well as language selection 

option.  

 

o Tile Bar: Tile bar includes four tiles – Event Created, Evaluation Decision, Event 

Awarded, Event Closed which provides easy access to filter events based on event 

tiles. 

 

o Search bar: Search bar helps to find event using keywords which are based on Event 

id, Event name, on which date and time event was started, company, purchase 

organization or the date event was created.   

Click on “Search” icon, it will expand, and creator can search.  
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o Layout: Layout helps to select the columns creator wants to get in event list. Click on 

“Layout” button. It will provide access to creator to add new layout by selecting and 

deselecting column name and select existing layout. 

 

Select the existing layout: Click on drop down under Select layout text and select any 

existing layout. 

 

Create new layout: For creating new layout, Creator has to select or deselect any 

column by clicking check box. Click on “SAVE AS NEW LAYOUT” button and enter the 

layout name. To save it, click on “Save” Button. To cancel, click on “Cancel”.  

 

Update any existing layout: Select any existing layout, select/ deselect column by 

clicking on checkbox and click on “Update” Button. 

 

Apply any layout without adding new or updating existing layout: Select/ deselect 

column by clicking on checkbox and click on “Apply” Button. 
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o Filters: Filters help to find events based on creator’s choice. Click on “Filters” icon. It 

will provide access to the creator to filter based on Company, Plant, Purchase Org 

(Organization), Status, Currency, Category and Creation start to end date. After 

choosing inputs from drop-down box, creator has to click “Apply Filters” button. 

Applied filter will reflect on Event list in dashboard. To clear all filters, creator can 

click on “Clear All” button.  

 

o Event download: Download button allows creator to download all events available in 

the dashboard in excel format. 

 

o Pagination segment: Pagination segment allows creator to select the event number 

on a particular page, move to first page, next page, previous page or last page.  

 

Sort events: PROCON Dashboard offers creator to sort events ascending or 

descending orders by clicking Up or down arrow beside any column name.  
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4. New Event Creation 

 

First step for reverse bidding starts with creating a new event by the creator. During this 

creation, Creator has the authority to note basic details related to event (Event name, 

Event type, Timing rules, bid related rules, Payment terms, Incoterms etc.), select 

required materials, vendors, team members and publish event after approval. Click on 

“New Event” to create a new event. 

 

 Event info 

After clicking on “New event” button, “Event info” page will open. The page will look like 

following: 

Here creator will be able to find 3 segments: 

1. Basic data 

2. Timing Rules 

3. Auction Rules and Terms 

 

 

Basic data: It allows creator enter details related to event where Event name, Currency, 

Event type are mandatory field. 
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- Event type: Direct reverse bidding, PR reference reverse bidding, RFQ reference 

reverse bidding, ADHOC   

-  

- Currency can be selected from the drop-down menu. 

 

Timing rules: It allows creator to set event start time and end time, evaluation due date, 

awarding due date. Besides that it also allows auction extensions process. All details are 

mandatory for timing rules.  

- Event start time should be minimum 15 minutes post from the current time. 

- Event duration cannot be less than 15 minutes from event start time (Select from 

drop-down) 

- Evaluation due date should be after event end time. 

- Awarding due date should be same or more than evaluation due date. 
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- By Clicking clock symbol, creator can set time for event. 

 

- For custom in event duration, creator can set customize event start date and time 

& event end date and time. And click “Apply”. 

 

 

 

Auction Rules and Terms: In this field, Creator can add bid decrement (in percentage (%) 

or whole number (#)), Tie bid settings, Payment term and incoterms as mandatory. 

Beside that Price deviation also can be added as optional and enable-disable options 

available for Vendor rank (initially enabled) and Gap L2 price to L1 (initially disabled) 

- Enabling Vendor rank allows creator to show that rank of particular vendor in the 

bidding event. 

- Gap L2 Price to L1 allows vendor to get difference between bidding price and best 

bid price. 

- Bid decrement allows vendor to bid the percentage gap for next bid. 

- Price deviation limit prevents vendor from entering erroneous value by showing a 

warning message who attempt to submit a bid that is significantly lower than 

previous bid.  
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- Tie bid settings help creator to get same or different bid from multiple vendors for 

a single material. 

 

After filling all details, Creator can click “Save & continue” 

button to go for the next “Content” section. One clicking 

on the button Event id will generate and status for event 

will be “Drafted.”  

If Creator click “Cancel”, will get a pop-up and in the following pop-up, if creator clicks 

“Okay” will move to creator dashboard. 

 

 

Content 

Content allows creator to add materials, create lots, set celling price of the material etc.  
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- Click on “+ New Material” to open right-side bar with material list details. 

- Select materials by clicking on checkbox. 

- Click “Add Material” button to add the material. 

 

 

 

- Creator can search material using search box (After clicking search icon) 

- Creator also can click “Filters” to open Filters portal and filter materials based on 

Company, material category or plant. Then click "Apply Filters” to execute. 

 

After adding materials, creator will be able to see the material details into the dashboard. 
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By clicking “Quick Edit” button, creator can edit – Purchase Org (Purchase organization), 

Purchase group and Order Qty (Order Quantity). After updating all details, click on 

“Save” to save the details. 

  

 

Add Custom column & Rank value formula: 

Custom column helps creator to set an input box for all added items on which vendor 

can place bids in vendor response screen.  

Rank value formula helps to update bids, show rank of vendors, compare vendors on the 

portal. 

For Rank formula, it is suggested to use column name on which creator wants to allow 

vendor to bid. 

For example,  

• Creator add “Price” as custom column. Then creator can use column name “Price” in 

Rank formula. 

• If creator added “Price” and “SecondPrice” as custom column, creator could use rank 

formula as “Price+ SecondPrice” (For performing addition)   
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• If creator added “Price”, “SecondPrice” as number input type & Added “NewPrice” as 

formula input type in custom column. In “NewPrice” column creator is able to 

perform “Price+ SecondPrice” for addition and can set “NewPrice” for Rank formula.  

 

Add Lots: 

Lot creation is allowed if number of materials are more than one. Creator can follow the 

following process to create LOT: 

1. Click on “Create Lots” 

2. Enter Lot name, Lot type (Series/ Parallel) 

a. If Lot type is Series then Lot start time can be changed (Except 1st LOT), Lot End 

time can be changed. 

b. If Lot type is Parallel then Lot start time and end time should be same as Event 

start & end time 

3. Lot Description is optional. 

4. Materials can be moved by clicking on “Move to” button.  

5. Every lot should contain at least one material. 

6. If more lots are needed to be added, creator can click on “+ Create” button.  
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Post creating lots, content screen is expected to look like following: 

 

Add Questions, Requirements, Request documents, Terms and Conditions 

- To add questions, creator have to click “Questions” button. 

- Click on “+Question” Button. 

- Add Question, Answer type, Mandatory or not, attachment & click “Save” icon. 

- Click on “Save” to save the question (Below of the right-side bar)  

- To edit question, creator can click on edit icon. 

- To delete question, creator can click on “delete” icon. 

- To add new questions, creator can click “+Question” Button 
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For adding requirements, requested docs, Terms & Conditions, creator has to click on 

respective buttons on the same bar. 

- Terms & Conditions: One documents can be added by creator. 

 

- Requirements: Requirement name – creator can add description and documents 
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- Requested docs – Creator can ask documents as mandatory or optional from 

vendor.  

 

Members 

Vendors:  

1. Click on “+ Add Vendor.” 

2. The bar on the right side will open. Select vendors by checking check boxes.  

3. Click on “Add Vendor” button. 

 



 
Page 18 of 22 

 

Team members: 

 

There are two ways to add team members, 

1. Import templates: To import a template, creator can click on “Import template” and 

select any existing template to import already created template. To create a new 

template, creator can click on “+add” button then new template (Please refer image). 

After creating template, creator can add new member by clicking “New Member” 

button. To import click on “Import template”.  

2. Creator can add event manually by clicking on “+add” button. 

 

 

 

 

 

 

 

 

5. PR based Event 
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PR based Event can be created if event type is “PR reference”. Creator has to fill all data in 

event information same as direct reverse bidding in event info page. While adding material, 

creator has to select material as following steps: 

1. Select PRs (which contain materials) 

2. Click on “Open folder” to get the materials. 

3. Select materials from the material list. 

4. Click “Add material” to add materials. 

 

 

6. Creator Summary 
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In summary view, creator is able to get the following details: 

a. Event info & Vendor rules  

b. Lot details 

c. Vendor details 

d. Bid summary (Available once event starts) 

 

Other than these details, questions, requested documents, requirements & Terms and 

conditions will be visible in this summary screen if the creator adds it.  
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Bid Console 

When bidding starts, creator will be able to see bid console. Here creator can perform the 

following actions:  

1. Add time: Creator has authority to add time for event. The same will reflect into 

vendor’s account. 

2. Pause time: Creator has authority to pause/resume time for event. The same will reflect 

into vendor's account. 

3. Stop time: Creator can stop event by clicking Stop button.  

Besides that, there are also different options available: 

1. Table view 

 

2. Card View 
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Add time: If creator wants to extend event time, by clicking “Add time” button creator can do. 

Once clicking Add time button, creator will get the pop-up to update bid time. 

 

 

Stop time: If creator clicks on “STOP” button, creator will get a pop-up as following.  

If creator clicks on "Yes, stop”, then event will be stopped and the event will move to evaluator. 

If Creator clicks on "Yes, cancel”, then entire event will get cancelled. 
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1. Introduction 

Observer User manual provides understanding on end-

to-end flow for observers PROCON portal.  

2. Authentication 

For existing user: 

• Enter username and password 

• Click on Login 

or 

• Click on NCP SSO 

 

Follow steps to reach on observer dashboard:  

• Go to side bar 

• Click on “Auction”  

• Click on “Reverse Auction” 

• Click on “Observer”  
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3. Observer dashboard 

 

 

Observer dashboard features  

1. Business unit: Business unit provides authority to event observer to get event 

information under particular BU.  

2. Profile: Clicking on Profile provides the facility to Logout as well as language selection 

option 

3. Tile bar: Tile bar includes five tiles – Total Event, New Event, Bidding in progress, 

Evaluator decision which provides easy access to filter events based on event tiles. 

4. Search: Search bar helps to find event using keywords which are based on Event id, 

Event name, on which date and time event was started, company, purchase organization 

or the date event was created. Click on “Search” icon, it will expand, and observer can 

search. 

5. Layout: Layout helps to select the columns observer wants to get in event list. Click on 

“Layout” button. It will provide access to observer to add new layout by selecting and 

deselecting column name and select existing layout. 
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o Select the existing layout: Click on drop 

down under Select layout text and select 

any existing layout. 

o Create new layout: For creating new 

layout, observer has to select or deselect 

any column by clicking check box. Click 

on “SAVE AS NEW LAYOUT” button and 

enter the layout name. To save it, click on 

“Save” Button. To cancel, click on 

“Cancel”. 

o Update any existing layout: Select any 

existing layout, select/ deselect column 

by clicking on checkbox and click on “Update” Button. 

o Apply any layout without adding new or updating existing layout: Select/ deselect 

column by clicking on checkbox and click on “Apply” Button. 

 

6. Filters: Filters help to find events based on observer’s 

choice. Click on “Filters” icon. It will provide access to the 

observer to filter based on Company, Plant, purchase org 

(Organization), Status, Currency, Category and Creation 

start to end date. After choosing inputs from drop-down 

box, observer has to click “Apply Filters” button. Applied 

filter will reflect on Event list in dashboard. To clear all 

filters, observer can click on “Clear All” button. 

7. Download: Download button allows observer to download 

all events available on the dashboard in excel format. 

8. Event list: Event list allows observer to get the event details. Event can be sorted by 

ascending or descending order by clicking column name 

9. Pagination: Pagination segment allows observer to select the event number on a 

particular page, move to first page, next page, previous page or last page. 
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4. Observer Summary 

Event info & Vendor rules:  

Event info and vendor rules allows Observer to get basic details related to events like event 

name, currency, type of event, description (if provided by creator), Event duration, Trigger over 

time, Auction extension related details, Bidding related rules for vendors, Payment and 

Incoterms.  Besides that, Observer is also able to get information related to team members. 

 

 

 

Content details: 

Observer can see entire Content details, which include: 

1. Material list – Material # (Material Id), Material name, Category, Plant, Purchase Org 

(Purchase Organization), Company, Order Qty (Order Quantity) 

2. Questions – Question details, answer type – Text, Yes/No, Date, mandatory or not, 

added attachment 

3. Requirements – Requirement details, added attachments 

4. Request Docs – Document details, Mandatory or not 

5. Terms & Conditions 
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Vendor details: 

Vendor details allow observer to get the details – vendor code, name, location, email and 

vendor status (approved or reject)  

 

 

 

 

 

 

 



Page 9 of 9 
 

Bid console: 

Bid console allows observer to observe bidding time, how many vendors placed bid, if creator 

allows to show vendor identity then they are able to get vendor details in bid console.  

Table view:  

 

Card view: 
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1. Introduction 

 

This user manual is to guide users on the process of performing reverse bidding – event 

creation activity on PROCON portal. Step by step procedure from Authentication portal to 

event creation include creator dashboard, creator info, content, member, summary dashboard. 

 

2. Authentication 

 

For existing user:  

• Enter username and password 

• Click on Login 

or 

• Click on NCP SSO 

 

 

 

 

How to reach Vendor 

dashboard: 

1. Click on “Auctions” 

2. Click on “Reverse 

Auctions" 

3. Click on “Vendor”  
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3. Vendor Dashboard 

Vendor dashboard allows vendor to get all event where vendor can take participant in 

bidding. 

Components of Vendor Dashboard 

 

Business unit: Business unit provides authority to event vendor to get event information 

under particular BU.  

Profile: Clicking on Profile provides the facility to Logout as well as language selection 

option.  

Tile bar: Tile bar includes five tiles – event participated, new event, bidding in-progress, 

event closed, not participated which provides easy access to filter events based on event 

tiles. 

Search: Search bar helps to find event using keywords which are based on Event id, Event 

name, on which date and time event was started, company, purchase organization or the 

date event was created. Click on “Search” icon, it will expand, and vendor can search. 

Filters: Filters help to find events based on vendor’s choice. Click on “Filters” icon. It will 

provide access to the vendor to filter based on Company, Plant, Purchase Org 

(Organization), Status, Currency, Category and Creation start to end date. After choosing 

inputs from drop-down box, vendor has to click “Apply Filters” button. Applied filter will 

reflect on Event list in dashboard. To clear all filters, vendor can click on “Clear All” button. 



Page 6 of 9 
 

Download: Download button allows vendor to download all events available on the 

dashboard in excel format. 

Event list: Event list allows vendor to get the event details. Event can be sorted by ascending 

or descending order by clicking column name. 

Pagination: Pagination segment allows vendor to select the event number on a particular 

page, move to first page, next page, previous page or last page. 

4. Vendor bidding board 

Event Info & Vendor Rules 

Event info and vendor rules allow Vendor to get basic details related to events like event name, 

currency, type of event, description (if provided by creator), Event duration, Trigger overtime, 

Bidding related rules for vendors, Payment and Incoterms. 

 

Content Details 

Approver can see entire Content details, which include: 

1. Material list – Material # (Material Id), Material name, Category, Plant, Purchase Org 

(Purchase Organization), Order Qty (Order Quantity) 

2. Questions – Question details, answer type – Text, Yes/No, Date, mandatory or not, 

added attachment 

3. Requirements – Requirement details, added attachments 

4. Request Docs – Document details, Mandatory or not 

5. Terms & Conditions  
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Questions & Request documents 

Vendor have to answer questions & attach requested documents which are mandatory and can 

provide input for other questions or documents if vendor wants as these are optional.  

 

 

 

 

 

 

Terms & Conditions 

Vendor has to agree to the terms and 

conditions by checking terms and 

conditions. 

Click on “Agree & Accept” 
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Bid console 

 

In vendor bid console, vendor can select tax code, bid price, can see the latest bid price, can 

check vendor rank & gap among level best bid and vendor’s bid (if creator provides 

permission). Vendor also can see the duration of bidding, bid decrement rules on the header. 

If Lots are present then, Vendor will be able to see LOTS with its time duration as follows:  

 

Vendor can select LOTs and place bid during LOT time duration. If one LOT gets expired, vendor 

will not be able to place bid for that particular LOT. 
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If Event creator extends the time, vendor will get the following pop-up: 

 

If event paused by creator, vendor will not be able to bid during that time.  
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Evaluation 

Materials: 

Evaluator Login Screen 

Log-in to PROCON through your Evaluator credentials. 

 

Dashboard 

 

In the left tool bar, Select Evaluation. (Highlighted in yellow) 
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The tile section (highlighted in red) helps the evaluator to view the number of RFQ’s 

in each stage namely evaluated, renegotiated, Pending, Near to expire and Expired. 

The orange highlighted area consists of the search, column selector (layout), filter, 

email and download icons. The Action icon shows the RFQ history of the RFQ which 

starts from the RFQ creation and ends once the PO is created. 

Clicking on the RFQ number takes the evaluator to the Summary screen for that 

RFQ.  

o Search here is a universal search and helps the evaluator to search for the 

required RFQ. 

o Column Selector allows the evaluator to edit the layout of the dashboard. 

Click on apply to apply the changes made to the layout by selecting only the 

needed columns. The evaluator will also be able to add a new template for 

the dashboard screen using save as a new layout option. 
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o Filter helps the evaluator to filter the contents of the dashboard. 

 
o Send email helps the evaluator to send an email where an excel attachment 

of the dashboard will be sent. 

o Download option helps the evaluator to download the information available 

on the dashboard. 

o Action – This icon allows the evaluator to view the history of the RFQ. 
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RFQ Summary 

 

The RFQ Summary consists of three sections.  

The top left (highlighted in yellow), consists of Timeline, Baseline Spend, Suppliers, 

Items responded, and Vendors responded. Whereas the right top (highlighted in 

red), is the Scenario table. The scenario table will have 2 default scenarios – Best 

Bid and Company Guidelines. The evaluator will be able to add new scenarios using 

manual allocation and simulate options. 

o Best Bid Scenario – In this scenario, the system allocates fully quantity to the 

vendor with the lowest quoted price. This scenario can only be used for 

information and cannot be submitted. 

o Company Guidelines – In this scenario, the system awards the vendors 

according to the system rank and company guidelines set in the masters. 

Below these, the Quote Comparison table is available, and the evaluator will be 

able to compare and evaluate the vendors for all the items. In the quote 

comparison, the Material Description, Plant details, Requested Quantity (Req Qty), 

Least price (Lowest price quoted by any vendor for the item) are available as default 

under common columns and Total Unit Price, Rank and Award Qty are default under 

the vendor columns. 
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Total Unit Price – The total unit price is the addition of conditions (discount, freight 

and insurance etc.), tax and the unit price of the items. 

The evaluator will be able to change the layout, filter the table, download 

templates, send email and search using the icon on the right top of the table. The 

evaluator will also be able to toggle between the scenarios. 

Documents – The documents button helps the user to view the documents during 

RFQ creation, Vendor Response and Evaluation. 

Supplier Response Details (View details) 

 

The View Details will be available for each vendor in the quote comparison table. 

Clicking in the view details will show a pop up which shows a detailed view of the 

inputs given by the vendor for this RFQ. 
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Compliance Screen 

 

The Compliance Screen is like the view details where the evaluator will be able to 

see the compliance of each vendor for all the items. 
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Baseline Spend 

 

The Baseline Spend can be viewed by clicking on the edit button on the Baseline 

spend tile in the left top of the RFQ summary screen. Baseline spend helps the 

evaluator to have a benchmark for the purchase. For each item, the evaluator can 

set Baseline Type (Best Quoted Price, Last Purchase Price or the Manual Price) to 

calculate the baseline spend. By clicking on the upload excel, the evaluator will be 

able to download the excel template for this screen and upload the excel file once 

they have filled the details in the template. 
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Simulate 

 

Evaluators can start the simulation by clicking the Simulate button on the top of the 

scenario table. Simulate helps the evaluator simulate multiple scenarios by 

changing the constraints (Highlighted in red). Once the evaluator chooses the 

constraints and click simulate, the sourcing optimizer then gives the optimal 

solution on the right side of the constraints. 

The evaluator is asked to choose Scenario level at first and it consists of options like 

All, Company, Plant and Material category. Except for all, the other options have 

one more level. For e.g.) If Company is chosen, then the next step would be to select 

the desired companies. 

Now the evaluator must choose if the simulation should be on Overall Level or Item 

Level.  

Overall Level: 

In Overall Level, the sourcing optimizer would split the final share of business for 

the vendors adhering to the other constraints.  

o After choosing the overall level, the evaluator must select the number of 

vendors and assign the share of business for the vendors. 

o Minimum Order Quantity is required to ensure that a minimum quantity is 

assigned to the vendors. The maximum allowable percentage is 30%. 
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o The evaluator can set different MOQ for items. Once the item is chosen, the 

MOQ should be entered in percentage or quantity. And then the add details 

should be clicked to add the constraint. 

o The date of delivery and the item coverage constraints are optional for the 

simulation.  

Item Level: 

However, Item Level allows the evaluator to split the quantity for each item among 

the vendors. 

o After choosing the overall level, the evaluator must select the number of 

vendors and assign the share of business for the vendors. 

o Here the evaluator can choose different number of vendors and assign 

different share of business for the items individually. Click on add details to 

add the constraints. 

o  The date of delivery and the item coverage constraints are optional for the 

simulation.  

Once the constraints are filled, the evaluator can use the simulate button to run the 

sourcing optimizer and get the optimal result. Save can be clicked to save the 

scenario in the scenario table. The evaluator is allowed to name the scenario and 

give comments. A maximum of only 2 scenarios is allowed to be saved in the 

scenario table. 
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Manual Allocation 

Manual Allocation helps the evaluator to manually edit the Company guidelines or 

simulated scenarios and save it as a new scenario using the save button. 

o The evaluator is allowed to download the template using the download 

template button. And upload the edited template.  

o If the evaluator tries to Manually allocate a scenario which was a manual 

allocation itself, the evaluator can either click save to save it as the same 

scenario or click on save as to create it as a new scenario. 

o A maximum of 2 manual allocations can only be saved in the scenario table. 

 

Line-Item Level Manual Allocation: 

In this Manual Allocation (Screenshot above), the evaluator can edit the Award 

Quantity given for each item, for all the vendors. Then Proceed to save the 

allocation. 

Overall Manual Allocation: 

In this Manual Allocation (Screenshot below), the evaluator is given an option to 

choose any vendor of their choice and give award them the entire RFQ items. The 

chosen vendor will be awarded for all the items and if the required quantity is not 

met. Then the other vendor fields will become editable, and they can be allocated 

the remaining quantity for those items. There is no template upload option for 

Overall Manual Allocation. 
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Renegotiation  

 

To initiate the renegotiation, click on the Renegotiate Button in the RFQ summary 

screen. The system automatically selects (highlighted in yellow) the vendors who 

are awarded and are not the least priced vendors. The remaining vendors can also 

be selected manually by the evaluator. For all the auto selected checkboxes, there 

will be a renegotiation opportunity icon showing the scope for the renegotiation. 

Click on proceed to continue the renegotiation. Now the evaluator can use 2 views 

to perform the renegotiation, they are Material Level (first screenshot) and Vendor 

Level renegotiation (second screenshot). 
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o If the number of items is higher than the number of vendors, then it is 

advisable to use the vendor level renegotiation and vice versa. 

o The view can be changed by clicking the drop down highlighted in red. 

o The details entered in one view will be available in the other, in case the 

evaluator wants to switch the view. 

o The Counteroffer and comments (highlighted in yellow) can be filled in by 

the evaluator. Comments is a mandatory field.  

o The reason for renegotiation is applicable only in the vendor level 

renegotiation. 
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Click on submit button to submit the renegotiation to submit the renegotiation. 

Once it is clicked, the evaluator will get a pop up to set the renegotiation deadline 

date and revise the other dates. 

 

Click on Submit, once the evaluator has completed revising the dates. The 

renegotiation will be sent to the respective vendors. 

o During this renegotiation period, the evaluator is not allowed to submit the 

evaluation, perform manual allocation and run a simulation. This is only till 

the deadline, or all the vendors respond for renegotiation. 

o It is advisable to create new simulations and manual allocation using the 

newly renegotiated unit prices to get better results. 

o The evaluator will not be allowed to proceed with the old simulations and 

manual allocations. 

o After the renegotiation, the timeline will be updated.  

o The renegotiation trend will be shown in a chart near the scenario table. 

(highlighted in red) 

o There will be quote history available in the renegotiation opportunity icon or 

i icon. Which shows the trend in the renegotiation for a particular item. 



Page 17 of 26 

 

 

Submit Evaluation: 

Once the evaluator has completed his evaluation and decided on a scenario. The 

evaluator can select the scenario and click Submit to go to the submit screen. In the 

submit screen, the comments are mandatory for items which have deviations from 

the company guidelines.  

Click on Submit to submit the evaluation and a pop-up confirmation will be visible 

saying “Submit Successful”. This scenario will be shown with a submitted tag in the 

scenario table and can viewed later along with the comments by clicking the view 

submission which will be available on the bottom of the RFQ Summary screen. 
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Asset 

Asset type RFQ follows the same process as the Materials case. The differences in 

Asset cases are  

o There is no “Simulate” available for asset case. 

o At the end of the evaluation, the evaluator is asked to assign asset codes for 

the items. 
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Assign Asset Code 

 

Click on the Update Asset Code on the left top of the submit evaluation screen. The 

Asset Code Split pop will appear. The evaluator can split the asset and assign new 

asset codes for the items. Click Save to save the details added and the evaluator can 

proceed to submit the evaluation. 

Import 

The Import RFQ also follows the same process as the Materials RFQ. However, the 

import case has 2 new features.  

o Conditions (Highlighted in red) 
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o Currency Conversion (Highlighted in yellow) 

Both these buttons will be available below the scenario table for Import 

procurement. 

 

Conditions  

The conditions are set from the schema master available in the Masters. Only the 

conditions that are enabled for the vendor will be available with the vendor. And 

the other conditions will be available for the evaluator. 

The evaluator can select the conditions required for evaluation. This can be done in 

two ways. The first way is to use the conditions below scenario table (First 

Screenshot). Click on the conditions, choose the vendors and the items. After that 

select same or different, according to the selection, the table will appear. The 

evaluator can enter the details for evaluation here. 

The second way is to click on the view details and then click on the conditions 

available in the screen (Second Screenshot – highlighted in red). Choose the 

conditions needed from the list and enter values. The total unit price is updated 

once the conditions are added by the evaluator. 
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Currency Conversion 

 

The currency conversion helps the evaluator to convert the price related details to 

a preferred currency. For example) If the RFQ currency is USD but the evaluator 

would like to see the quote comparison in XAF. The evaluator can choose the 

desired currency in the drop down in the pop up (Screenshot above) and then click 

submit. All the currency-related information will be changed to the chosen 

currency. 
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Service 

The entire process remains the same for the services case. But in Services RFQ, we 

have a main service item which will have one or more subitems. Therefore, the 

screens look a little different from the other cases. 

 

The above screenshot shows the quote comparison screen for the services RFQ. 

The area highlighted here are the main variables for the comparison screen. The 

vendors are ranked using the Gross Price. 

Gross Price = Sum of net price of all sub service items + Tax + Conditions  

The awarded vendor will be shown 100% award in the main service level and the 

unawarded vendors will be shown 0%. The vendor who is awarded 100% will be 

allocated full quantity for the sub items of the respective main service item (Note: 

In services case, a main service cannot be split among 2 vendors). The conditions, 

tax and compliances are given on a main service item level. 
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Simulation 

Simulation in services only have overall best where the number of vendors and 

Share of Business is fixed as 1 & 100% respectively. The evaluator can change the 

delivery date and item coverage constraints to get an optimal result. 

 

 

Renegotiation: 

In services case, the Counter Offer and the Comments are given in sub service item 

level. 
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Manual Allocation: 

 

In item level manual allocation, the evaluator changes the award % of the main 

service item to 0% or 100%. 100% to award one vendor and 0% for the rest of the 

vendors. And in overall manual allocation, a single vendor is given 100% for all the 

main service items. 

Branding 

Branding follows the same process of materials RFQ. However, like the services case 

the screens are different in this case as well. 
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The brands get awarded with respect to the requested quantity. The award can also 

be split amongst the brands and vendors. 

Simulation 

In Simulation, one new constraint is added only for branding. The evaluator can 

choose only the preferrable brands before a simulation. 

Renegotiation 

The counter offer and comments are given for the brands under the main item. 

Comments are mandatory for renegotiation. 
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Awarding 
1. Introduction 

The Awarding page is a critical component of Procon, used for granting Purchase 

Orders (POs) to vendors. This module becomes essential after the ‘Evaluation’ 

phase, where the final decision-making process takes place. Here, procurement 

officers and managers can award POs to the selected suppliers, ensuring a 

streamlined and efficient procurement process. 

 

Steps To Award 

       

Image: Log-in to Pro Con through the awarder credentials 

Fill in you log-in credentials to access the awarder dashboard  
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Case 1: Materials (non-import) 

 
Image: Procon Home Page 

Click on Awarding in the left Task bar. 

The Awarder Dashboard will be displayed, listing all the RFQs awaiting Awarder action. 

 

Image: Awarder Dashboard 

In the Awarding Dashboard the awarder selects the RFQ number which they want to 

move forward with for the awarding process.  

To proceed with the awarding process, please select the RFQ number you wish to move 

forward with. 

Click here 

Choose a 

RFQ Number 
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Image: Awarder Dashboard>RFQ Evaluation Details 

RFQ Selection: 

o After selecting the RFQ, the evaluation details will be displayed on the 

screen. 

Vendor Quotes and Evaluation Data: 

o Item-wise vendor quotes and evaluated data are shown for the awarder’s 

information in a table matrix format. 

o Each vendor’s quote is displayed for comparison. 

Quote Information: 

o Unit Price: Price quoted by the vendor. 

o Quantity: Deliverable quantity quoted by the vendor. 

o Deliverable Date: Deliverable date quoted by the vendor. 

o Vendor Payment Terms, Vendor Inco Terms, Documents, and 

Questionnaire: These details are also listed in the evaluation screen. 

Evaluation Results: 

o Evaluator Rank, Evaluator Reason, Evaluator Quantity: Evaluation results 

are displayed. 

o If multiple evaluators are involved, the evaluation data from each evaluator 

will be shown in sequence. 

o Recommended simulation is provided. 
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Awarder Choices: 

o Separate Simulation: The awarder has the option to run a separate 

simulation based on the requirements similar to Evaluator Simulations 

o Manual Allocation: If the awarder is not satisfied with the evaluator’s 

decision, they can manually allocate the items. The awarder can also perform 

a simulation as the evaluator and choose that option. Alternatively, they can 

reject the evaluation, sending the RFQ back to the evaluator for re-

evaluation. 

o Agreement with Evaluator: If the awarder agrees with the evaluator’s 

decision, they can proceed to award the scenario as a Purchase Order (PO) to 

the vendor. 

 

Image: Awarder Dashboard>RFQ Evaluation Details>New Simulation Added 

Once the Awarder is done with the new simulation it will reflect on the Awarder 

Dashboard. Post Simulation, any one of the Simulations or Company Guidelines can be 

opted for Awarding. 
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Image: Awarder Dashboard>PO Details >Award 

Post-Simulation and Manual Checks: 

After completing the simulation and manual checks, the awarder has the following 

options based on the RFQ requirements: 

• Create a Purchase Order (PO): Proceed to issue a PO to the selected vendor. 

• Create a Contract: Establish a contract with the vendor as per the RFQ 

specifications. 

On Clicking on ‘PO’, the PO details will be generated on the next screen 

Image: Awarder Dashboard>PO Details >Award>Add remarks 

Once you select PO it will guide you to the ‘Preview’ of the PO Details 

Enter the Remarks  
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Image: Awarder Dashboard>PO Details >Award>Submit 

Check entered Remarks and Submit 

 

 

Image: Successful submission of the PO 

Success message pops, “Submit Successful”. 

Approval Process is initiated for Item-wise PO Awarding if configured before. 

PO Awarding Approval Criteria is customizable based on the Share of Business preferred by 

the Origin.  

Click on 

‘Done’ 

Click on 

Submit 
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Image: Successful submission of the PO reflected on Awarder Page 
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Case 2: Service 

 
Image: Procon Home Page 

Click on Awarding in the left Task bar. 

The Awarder Dashboard will be displayed, listing all the RFQs awaiting Awarder action. 

 

 

Image: Awarder Dashboard 

In the Awarding Dashboard the awarder selects the RFQ number which they want to 

move forward with for the awarding process.  

To proceed with the awarding process, please select the RFQ number you wish to move 

forward with. 

Click here 

Choose a 

RFQ Number 
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Image: Awarder Dashboard>RFQ Evaluation Details 

RFQ Selection: 

o After selecting the RFQ, the evaluation details will be displayed on the 

screen. 

Vendor Quotes and Evaluation Data: 

o Item-wise vendor quotes and evaluated data are shown for the awarder’s 

information in a table matrix format. 

o Each vendor’s quote is displayed for comparison. 

Quote Information: 

o Unit Price: Price quoted by the vendor. 

o Quantity: Deliverable quantity quoted by the vendor. 

o Deliverable Date: Deliverable date quoted by the vendor. 

o Vendor Payment Terms, Vendor Inco Terms, Documents, and 

Questionnaire: These details are also listed in the evaluation screen. 

Evaluation Results: 

o Evaluator Rank, Evaluator Reason, Evaluator Quantity: Evaluation results 

are displayed. 

o If multiple evaluators are involved, the evaluation data from each evaluator 

will be shown in sequence. 

o Recommended simulation is provided. 
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Awarder Choices: 

o Separate Simulation: The awarder has the option to run a separate 

simulation based on the requirements similar to Evaluator Simulations 

o Manual Allocation: If the awarder is not satisfied with the evaluator’s 

decision, they can manually allocate the items. The awarder can also perform 

a simulation as the evaluator and choose that option. Alternatively, they can 

reject the evaluation, sending the RFQ back to the evaluator for re-

evaluation. 

o Agreement with Evaluator: If the awarder agrees with the evaluator’s 

decision, they can proceed to award the scenario as a Purchase Order (PO) to 

the vendor. 

 

Image: Awarder Dashboard>RFQ Evaluation Details>New Simulation Added 

Once the Awarder is done with the new simulation it will reflect on the Awarder 

Dashboard. Post Simulation, any one of the Simulations or Company Guidelines can be 

opted for Awarding. 
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Image: Awarder Dashboard>PO Details >Award 

Post-Simulation and Manual Checks: 

After completing the simulation and manual checks, the awarder has the following 

options based on the RFQ requirements: 

• Create a Purchase Order (PO): Proceed to issue a PO to the selected vendor. 

• Create a Contract: Establish a contract with the vendor as per the RFQ 

specifications. 

On Clicking on ‘PO’, the PO details will be generated on the next screen 

Image: Awarder Dashboard>PO Details >Award>Add remarks 

Once you select PO it will guide you to the ‘Preview’ of the PO Details 

Enter the Remarks  
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Image: Awarder Dashboard>PO Details >Award>Submit 

Check entered Remarks and Submit 

 

 

Image: Successful submission of the PO 

Success message pops, “Submit Successful”. 

Approval Process is initiated for Item-wise PO Awarding if configured before. 

PO Awarding Approval Criteria is customizable based on the Share of Business preferred by 

the Origin.  

Click on 

‘Done’ 

Click on 

Submit 
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Image: Successful submission of the PO reflected on Awarder Page 

 

 

 

 

 

 


