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Create RFQ from PR - Process Flow

An information to review 

Text Denotes the 
specific action to 
be taken

1. Buyer details 
to contract

1. Verify default values 
of address and 
change if required

2. Enter Title, Description 
and mandatory field Values 

Number denotes the 
sequence of the steps to 
be followed.
If same number, either of 
the way same action can 
be called

RFQ Received Review RFQ Accept Terms 
& Conditions

Acknowledge & 
Proceed to Quotation

Notations Used in Training Manual

The goal of this user manual are to:

Course Pre-requisites:

◦ Understand the process of Receive and Acknowledge RFQ

◦ Supplier

◦ Access to ESA SCH portal

Target Audience:

Objectives
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RFQ List Page

RFQ list and Clarification chat

1. Click on RFQ 
under Sourcing

2. Click RFQ to 
Navigate to 
Acknowledgement 
Page

Click on Message to 
Raise any queries

Observe remaining Days 
available to submit Quotation
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Login To SCH Portal

Login Page

1. Enter User ID

2. Enter password

3. Click Log in



Observe remaining days 
to submit Quotation

INCOterms 
and Location

Payment Terms

Short Note 
on RFQ

Quotation currency 
can be either one of 
these currencies

Buyer Contact 
for any 
clarifications

Billing and 
Delivery 
Address

Technical and Commercial – means Technical and Commercial at one go     
Tech Only – means to only Technical Quotation without pricing information
Follow-on Commercial – means Commercial Quotation

Two step process; only technically 
qualified quotation considered for 
commercial evaluation

Introductory Note

Information about 
RFQ and how to fill 
quotation
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Acknowledge RFQ

Review RFQ



Detailed 
Instruction to 
be followed

RFQ related documents can 
be downloaded; field with 
“Blue dot” indicates 
attachments to download 
and follow

Click to confirm 
all documents 
read and agreed

Item details 
with quantity

Refer the listed “Acceptance to Terms & Conditions” from the website:
https://www.emsteel.com/supplier-relations/

Refer all contractual Commercial and Technical Questionnaire with default values while submitting Quotation, 

When all the proposed values are accepted as it is, commercial and technical score will be 100% of weightage; 

When the response is different, score will differ based on weightage
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Acknowledge RFQ

1. Click to confirm all 
documents read and 
agreed

2. Click to 
Acknowledge

Quotation Page
After acknowledgement
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