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How to enter the quotation details in the ‘Online 

Supplier Quotation entry’ screen 

Step 1 
 

� Copy the URL link available in the email & Paste it in the Browser. 
 

Note: The URL link is compatible only in Google Chrome browser or Firefox browser to open the Online 
Supplier Quotation entry page. 
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Step 2 
 

� Under ‘General’ tab, enter the “Quotation Number”. 
 

� Select the Currency from the “Currency” lookup. 
 

� Select the Tax, if its applicable (Percentage or Lumpsum) 
 

� If the Tax type is selected as ‘Percentage’, then enter the amount in ‘Tax Percentage’ field. 
 

� If the Tax type is selected as ‘Lumpsum’, then enter the amount in ‘Tax amount’ field. 
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Step 3 
 

� Click on “Quotation Item Details” tab. 
 

� If all the requested Items are available, then select as ‘YES’ in ‘Available’ column. 
 

� If any items are not available, then select as ‘NO’ in ‘Available’ column. 
 

� Enter the “Unit Cost” against the available items. 

  

Step 4 
 

� Select Discount type, if it’s applicable (Percentage or Lumpsum). 

 

� If the Discount type is selected as ‘Percentage’, then enter the amount in ‘Discount Percentage’ field. 
 

� If the Discount type is selected as ‘Lumpsum’, then enter the amount in ‘Discount Amount’ field. 
 

� Enter ‘Lead time in days’ & “Quotation Comments” if any. 
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Step 5 
 

� Click on “Overall Discount Details” tab. 

 

� Select the Discount Type, if any (Percentage or Lumpsum). 

 

� If the Discount type is selected as ‘Percentage’, then enter the amount in ‘Discount Percentage’ field. 
 

� If the Discount type is selected as ‘Lumpsum’, then enter the amount in ‘Discount Amount’ field. 
 

� Click on ‘Save’ button. 
 

Note: After saving the Quotation record, “Send Confirmation Email to” button will be enabled. 

Click on that button, an email will be generated, kindly sent it to us. 

 


