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1.  DOCUMENT CONTROL 

1.1 Change Record 
 

Date Author 
Ver
sion 

Change Reference 

05 February 2014 
Julius Ermitanio & 
Michael Angelo Soliven 

1.0 
Initial Issue and 
Review 

29 October 2014 
Julius Ermitanio & 
Michael Angelo Soliven 

2.0 Update 

01 December 2014 
Julius Ermitanio & 
Michael Angelo Soliven 

3.0 Update 

08 February 2021 Riza Nequias 3.1 

Update  
- Added steps 1 

and 2 
- Changed 

screenshots 
- Created a 

separate manual 
for the 
generation of 
AOQ 
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2. Description 

Manual ID  

Manual Name Entering Quotations 

Information System 
Supplies, Procurement and Campus Management 
Information System 

Functional Domain  

Purchasing Unit Buyer  
Purchasing SPMO Buyer 
Purchasing Manager  

Purpose 
To enter the quotations submitted by the suppliers in the 
system 

Data Requirement RFQ Number 

Dependencies 
Request for Quotation (RFQ) was created in the system 
RFQ status is “Active” 

Scenario 
After receiving price quotes from suppliers, the buyer will 
enter the quotations in the system 

Author Riza Nequias 
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Step 1.  Go to uis.up.edu.ph 
 
Step 2.  Log-in your credentials  
(e.g. username and password) 
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Step 3.  On the homepage, select  

 
Purchasing Unit Buyer, <CU> 
or 
Purchasing SPMO Buyer, <CU> 
or 
Purchasing Manager, <CU> 
 

 
Then navigate to 
 
RFQ/ITB and Quotations/Bids > 
RFQ/ITB 
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Step 4.  The Java application will 
launch with Security Warning.  
 
Tick the checkbox and click Run. 
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Step 5. On the toolbar click the Find 
icon. 
 
The Find RFQs window will open. 
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Step 6.  On the Find field, search for 
the RFQ by entering the RFQ 
number. 
 
Click Find.  
 
Then click OK.  
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Step 7. Once the RFQ appears, 
click Suppliers. 
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Step 8. The RFQ Supplier window 
will open. Click the ellipsis. 
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The search for the name of the 
supplier who provided a price 
quote.  
 
To search for the supplier, enter 
the supplier name with % to view 
all possible results.  
 
Example: %Office%Warehouse% 
 
Then, click Find.  
 
Select the name of the supplier 
from the list, then click OK. 
 

 
Note: If the supplier is not listed, 
kindly fill-out the Supplier 
Registration Form provided by the 
Supplier Manager of your CU. 
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Step 9. Repeat Step 8 until all 
suppliers with submitted quotations 
have been entered. 
 
 

 
 
 
Step 10. Click Save. 
 
Then close the window. 
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Step 10. Next copy the RFQ details 
to create a quotation document in 
the system.  
 
To copy, click Tools and select 
Copy Document. 
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The Copy Document window will 
appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11.  On the Action field, click 
the ellipsis. 
 
 
 
Select Entire RFQ.  
 
Then click OK. 
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Step 12. On the Type field, click 
the ellipsis. 
 
Select Quotation. 
 
Then click OK. 
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Step 13. On the Supplier field, 
click the ellipsis to display the list of 
suppliers you entered in Steps 8 & 
9. 
 
Select the first supplier on the list. 
 
Click OK. 
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Step 14. Check the Copy 
Attachments checkbox. 
 
 
Step 15. Click OK  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 16. A Note will appear that a 
new quotation has been copied 
from the RFQ.  
 
 
Click OK. 
 
 
IMPORTANT: Please take note of 
the Quotation Number. Please 
write the Quotation number in 
the document or quotation 
submitted by the supplier. 
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The RFQ to Quotation window will 
appear. 
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Step 17. Update the Status to 
Active. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Doc Ref: SPCMIS User Manual – Entering Quotations 

 

22 
Generation of UP Request for Quotation 
File Ref: ITDC-SPCMIS-UM- Entering Quotations -02082021-ver.3.1 

 
 
 
 
 
 
 
 
 

Enter the Effectivity Date. The 
date range must be within 3 
months. 
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Step 18. Select a line item. Then, 
click Price Breaks to enter the price 
quote given by the supplier.  
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Step 19. The Quotation Price 
Breaks window will appear. 
 
Update the Price per line then click 
Save. 
 
A confirmation will appear at the 
bottom of the window. 
 
Then, close the window. 
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Step 20. Update the succeeding 
quotation lines by repeating Steps 
18 to 19. 
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Step 21. Enter quotations from the 
remaining suppliers by repeating 
Steps 10 to 20.  
 
Then click Save. 
 
 

 

 

 

 

 

 

 

 

 

 

 
DISCLAMER: The screenshots in this 

document are for illustration purpose only 
and may not be the same as the final user 

interface. 


