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1. Request for Quote Response 

Process 
Flow Step 

 

Enter a response for a Request for Quote. 

 

 

You will receive an email informing you that you have been invited participate in a Request for Quote.  Click on 
Yes or No to acknowledge your intent to participate. 

 
Another email window will open, click on Send to respond. 
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Go to https://synergytst.powellind.com/OA_HTML/AppsLogin and login using the credentials provided. 

 
Click on Sourcing Supplier – Powell>Sourcing>Sourcing Home Page 

 
Review the open invitation by selecting the Negotiation Number.  

https://synergytst.powellind.com/OA_HTML/AppsLogin
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If you did not acknowledge participation via email, you must do so here.  Select Acknowledge Participation 
from the list of Actions and click on Go. 

 
Choose Yes or No.  Add any notes to the buyer and click on the Apply button. 

 
 

Select Create Quote from the list of Actions and click on Go. 

 
Select the ‘I have read and accepted the Terms and Conditions’ checkbox and select the Accept button in the 
Terms and Conditions window. 

 
Enter a Quote Valid Until date.  The Reference Number and Note to Buyer fields are optional.    
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To add supporting documentation, click on the Add Attachment button. 

 
Click on the Browse button to search for the file to be attached. 

 
Once you have selected the file to be uploaded, click on the Open button. 



 

 

 

8 Sourcing Supplier Training Guide 
Publication No. 19155                   10/2015 v0 

 
 

 
 

 

 

 

To add additional documents, click on the Add Another button and repeat the steps above.  Otherwise, click on 
the Apply button. 

 

To remove an attachment, click on the Delete icon. 

 
A Warning page will open.  Click on the Yes button to proceed. 

 
Complete the Requirements section.  If this section does not contain information, you may proceed to the next 
step. 

 
Click on the Lines tab to navigate to the lines section. 
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Enter the unit price in the Quote Price field.     

 
If the Indicates more information requested icon is in the Line field next to the description, click on the 
Update icon to complete quote. 

 
Complete the Attributes section.  If this section does not contain information, you may proceed to the next step. 

 
Complete the Cost Factors section.  If this section does not contain information, you may proceed to the next 
step. 
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If there are price breaks, complete the Price Breaks section by clicking on the Add Another Row button and 
complete the Quantity, Price or Discount % and Price fields. 

 
When you have completed all the sections, click on the Apply button. 

 
If there are cost factors, you will see a Quote Price that is different from the Line Price because the system 
adds the cost factors to each item for that line. 

 
Click on the Continue button. 

 
 

If the Buyer has requested a single supplier quote, the user receives a warning message that multiple quotes 
are not allowed.  Click on the Submit button to submit the quotation response. 

 
You will receive the following Confirmation.  Click on Return to Sourcing Home page. 
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If the RFQ is closed early, you will receive the following email. 

 
Once the RFQ is completed, you may receive an email notifying you of the award decision. 
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2. Viewing Messages 

During the RFQ, the Buyer may send the Supplier a message.  Once you have logged in, click on Sourcing 
Supplier – Powell>Sourcing>Sourcing Home Page 

 
On the Home page, click on any number greater than zero to view the message. 

 
 

Click on the Message to open and view. 

 
To respond click on the Reply button, otherwise skip the next step. 

 
Delete the original message and type your response in the Message box.  Click on the Send button. 
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Click on the Negotiations tab to return to the Home page. 

. 
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3. Viewing Negotiations 

Process 
Flow Step 

 

View a response for a Sourcing event. 

 

 

Once you have logged in, click on Sourcing Supplier – Powell>Sourcing>Sourcing Home Page. 

 
 

Click on any Response Number or Negotiation Number under your Active and Draft Responses to review any 
responses you have completed or need to complete. 
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4. FAQ and other points to consider  
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