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E-Procurement Supplier Portal introduction

Purchase orders are used throughout the purchasing process to record information about
the goods and services that a company buys from various vendors. Purchase orders can help
people in various roles to update and keep track of order statuses. For example, the
Purchasing Agent uses purchase orders to create a list of products that are to be purchased
from a specific vendor. Information such as price, delivery information, and items are
recorded into the purchase order. Additionally, the Purchasing Agent will generate a
purchase order confirmation document. This is an external document that is sent to the
vendor to notify them of the purchase.

The objectives are: 
• Create and Analyze Online RFQ. 
• Create and Analyze Online Auction. 
• Review and Approve e CS Report.
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E-Procurement Supplier Portal
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RFQ & Auction

Buyer receive Username and Password on their Email ID from E-Procurement system or Buyer can click on 

below link https://kcorp.procuresens.com/.

1. Buyer can login to E-Procurement with User Name and Password.
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https://kcorp.procuresens.com/


Buyer can view list of assigned or delegated Purchase Requisitions to MY PR page.

MY PR list have Three types of Status:-
Pending : PR Lines or Quantity is completely pending to convert to RFQ or PO. No action on PR is taken by Purchasing
agent.
In Process : PR Lines or Quantity is converted to RFQ or PO. This can be completely or partially used.
Closed : PR Lines and Quantity are completely converted to Purchase Order.
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BUYER SCREEN - PR



Buyer can convert Delegate PR to RFQ, Auction or PO. Following actions are available :-

RFQ : Convert complete or partial PR Lines and Qty for Online RFQ creation.
Auction : Convert complete or partial PR Lines and Qty for Online Auction creation.
Create PO: To Create Purchase Order of Purchase Request.
Reject: To Reject Purchase Request.
Lines: To view Line Item in Purchase Request.

PR.NO : To view whole details of PR
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BUYER SCREEN - PR
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BUYER SCREEN - PR

Lines: To view Line Item in Purchase Request
Buyer can create event for single line item also
If there is Qty used from total Qty then refers “Qty Used & Bal”
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Click on “Event No” to go inside the event
Buyer can view list of created Events (RFQs & Online Auctions) under Event Screen. Following Statuses are available for
Event :-

Unpublished : RFQ/Auction event has been drafted but not yet published to the Suppliers.
Published : RFQ/Auction has been created and published to Supplier.
Closed : Once event timers end it means event is closed.
Awarded : RFQ/Auction has closed and item awarded to Suppliers.
Terminated : Once RFQ/Auction has been published buyer can cancel/Terminate the event.

BUYER SCREEN – RFQ / Auction
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BUYER SCREEN – RFQ / Auction

If there are multiple rounds created then buyer can view it from “Event Round” column.
Click on round No. to see all the Previous Rounds details.

Click on “Event No” to see all the details of particular round
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Buyer can view list of created Events (RFQs & Online Auctions) under Event Screen. Following Statuses are available for
Event :-

Published : RFQ/Auction has been created and published to Supplier.
Unpublished : RFQ/Auction event has been drafted but not yet published to the Suppliers.
Awarded : RFQ/Auction has been created and published to Supplier.
Terminated : RFQ/Auction has been created and published to Supplier.
Closed : RFQ/Auction event has been published and responses received from the suppliers and event has been closed for
further responses.

BUYER SCREEN – RFQ / Auction
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RFQ Dashboard shows Overall Summary of the drafting event.

Round – RFQ/Auction round. i.e., 1st round, 2nd round.
Event Number – System generated event number.
Event Title – Event name which Buyer has given while creating a new RFQ.

BUYER SCREEN – RFQ Dashboard



Technical Technical Documents/Parameters required from suppliers can be added into this tab. 

Terms & 
Conditions

Commercial Terms & Conditions can be added into this tab.

Price Bid Price Bid Charges and other information related to price can be added into this tab.

RFQ Dashboard shows following tabs to draft a RFQ in step-wise process –

Vendors List of Vendors to whom Buyer wants to send RFQ can be select from this tab.

Collaborative 
Users

Collaborative users from the other department – i.e., Technical, Finance, Q&A, can be selected from 
this tab. They can access the respective tab for which they have given the rights by Buyer. Price bid 
section cannot be accessible to this users.

Schedule Price Bid Schedule date and time can be set under this tab.

Publish Publish RFQ to the Suppliers can be done under this tab. It also contains Pre-drafted editable email 
template.
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BUYER SCREEN – RFQ
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If any PR document was attached with PR then it will automatically reflect under “General Documents”. (Various types of PR
documents – Technical specifications, Auto-CAD files, drawings draft, etc.)

Buyer can Add any new document by clicking on “Upload new Document”.

Buyer can Delete / Download any document by clicking on “Delete”.

BUYER SCREEN – RFQ - Technical



Buyer can add/select Technical Parameters required for selected items. This will help Buyers & Collaborative technical user
for further evaluation and supplier finalization.
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BUYER SCREEN – RFQ - Technical
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Buyer can select/add Technical parameters required from Suppliers. Buyer can also Download the format & Import
parameters from Excel. These templates can be saved for later use also by clicking on “Save Template”.

Mandatory & Non-mandatory fields can be selected by Buyer.

BUYER SCREEN – RFQ - Technical
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CREATE RFQ- T&C

Buyer can select Commercial Terms & Conditions here. Can “Add Template” or can “Add Terms”.

Add Template – Buyer can add Template for T&C. This can be managed by the person who has “Admin rights”. Those
selected templates can be visible here to Buyer.

Add Term – Buyer can add individual terms as per the Product Category requirement.

Edit/Delete– Buyer can Edit individual terms as per the Product Category requirement.

BUYER SCREEN – RFQ –T & C
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CREATE RFQ- PRICE BID

This tab shows selected Line item information from the PR.
Event Currency – Buyer can Change event currency according to him.
Club Multiple PR - Buyer can add additional Line item from other PRs by clicking on “Add Item”.
Qty – Buyer can split the quantity of the line item.
Lot Level Charges – Buyer can Add lot level charges also.
Non Pricing Title – Buyer can add lot level remarks.

BUYER SCREEN – RFQ –Price Bid 



CREATE RFQ- PRICE BID
Note : This Section is only for BOQ/Service
If there is a service PR with BOQ attached then it have “+” button Click on that button and review BOQ/Sub Items.

BUYER SCREEN – RFQ – Price Bid – BOQ/SERVICE 
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Buyer can add Charges at line item level.
1. Click on “Add Price Bid Charges” and add Charges name and GST(%).
2. Click on “Price Bid Charges” and select charges which you have created.

Supplier will be able to give response to Unit Price and other Charges at item level.
This is help Buyer to get Item level price bifurcation

12
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BUYER SCREEN – RFQ –Price Bid 



CREATE RFQ- PRICE BID
Click on “Settings” to view further settings.
1. “Is Discount ?” Buyer can open discount field by checking it.
2. “Is GST Compulsory ?” Buyer can mandatory GST field for vendors
3. “Propose QTY ?” By checking this field vendor can decrease the Qty according to him.
4. “Is Basic Price ?” Buyer can add basic price for each line item.
5. “Is Basic Price Validation Req. ?” By checking this field vendor can fill unit price less than or equal to basic price.

Click on “Save” to complete price bid section.

BUYER SCREEN – RFQ –Price Bid 
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Buyer can select vendors by click on “Add more Vendors”. Buyer can select Approved as well as Temporary Vendors and invite 
them in RFQ.
If historical purchase data is available, system will show “Suggested Vendors list” to Buyer while selecting suppliers.
Buyer can add vendor category wise by clicking on “Add Vendors Category Wise”.
Green highlighted defines that the vendor is “disable”. Buyer can add disable for RFQ / Auction but not able to award item.

BUYER SCREEN – RFQ – Vendor 
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Selected Vendors shows associated Person name, email and contact details.

BUYER SCREEN – RFQ – Vendor 
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Buyer can invite Collaborative users to participate in an RFQ and give access for Techno-Commercial evaluation and scoring.

Collaborative users cannot have rights for Price bid information.

BUYER SCREEN – RFQ – Collaboration
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Buyer can schedule RFQ by selecting Event Start and Event Closing Date.

BUYER SCREEN – RFQ – Schedule
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In-built templates are available for Publishing the RFQ to suppliers. Buyer can also edit this templates.

BUYER SCREEN – RFQ – Publish
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Buyer can view detailed dashboard with live tracking of supplier’s activities/responses.
Timer – Event timer.
Tracking – Green highlighted shows Supplier’s Response. Blue highlighted shows supplier’s Acceptance of terms with some. 
Delegation. Red Highlighted shows supplier’s Pending terms.

BUYER SCREEN – RFQ  – DASHBOARD - AFTER RFQ PUBLISHED



BUYER SCREEN – RFQ  – DASHBOARD - AFTER RFQ PUBLISHED
If a Buyer received early bids from vendor then buyer is able to short close the event.
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Comparison Sheet can be viewed in “View QCS” tab.

Surrogate Bidding – Buyer can bid on behalf of supplier if he is unable to submit his bid online. Approval has been required by 
Purchase head/CPO to allow Buyer to bid. In this case, supplier submits price bid, technical specs and T&C with Buyer through
email. Note: Buyer can access Surrogate bidding only when the event is closed

Document/Lot level attachment/Price bid attachment – documents which were attached during live event can be viewed here.

BUYER SCREEN – RFQ – VIEW QCS PUBLISHED/CLOSED
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To download QCS report, select all vendors and click on “Download Comparison”.

BUYER SCREEN – RFQ – VIEW QCS PUBLISHED/CLOSED
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BUYER SCREEN – RFQ – QCS REPORT
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Buyer can Extend event to Next Round or Auction if required by clicking on “Next Round/Auction” Button.

BUYER SCREEN – RFQ – DASHBOARD – NEXT ROUND
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1. If Buyer want to go with the previous details then check all the given check box ().
2. Select Previous Round vendors by tick() check box.
3. If Buyer want next round is auction then click on  “Extend To Auction”.
4. If Buyer want to go with same or with RFQ then click on “Extend To Next Round”

BUYER SCREEN – RFQ – DASHBOARD – NEXT ROUND

1
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Buyer can view/approve Vendor under “QCS Approval” tab.
Buyer can award item according to him by clicking on “Award Item”.

BUYER SCREEN – RFQ – QCS APPROVAL
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Buyer can approve Vendor by clicking on “QCS Approval”. This Approved Vendor will go under further approval workflow as 
defined by the Administrator.

Buyer can split Qty between vendors

BUYER SCREEN – RFQ – QCS APPROVAL
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Buyer have to go on QCS status. It shows detailed information about Vendor Name, Vendor Code, Total Value, etc.
Click on “Submit for QCS Approval” to Send this QCS for approval to respected Approver.

BUYER SCREEN – RFQ – QCS APPROVAL



Buyer Can track QCS approval status by clicking on “Review”.

BUYER SCREEN – QCS – UNDER APPROVAL
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Once approver approves the QCS, a QCS is come under “Pending PO” section.
Buyer can “Create PO / Terminate QCS”

BUYER SCREEN – QCS – PENDING PO
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Click on “Create PO” and “Submit” QCS item list.

BUYER SCREEN – QCS – PENDING PO
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Buyer can view Header level and Line Item by clicking on “Header & Line Item” Respectively
The Red(*) star describes that this field is mandatory.

BUYER SCREEN – QCS – PENDING PO
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Buyer can Upload documents by clicking on “Upload Document”
Select the supplier  by clicking on “Search icon”

BUYER SCREEN – QCS – PENDING PO
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Buyer cannot select green highlighted vendors because the vendor status is disabled(Details is missing like Bank AC No, IFSC 
Code, GST, CIN No, Email ID).
Clicked on supplier on which buyer want to select.

BUYER SCREEN – QCS – PENDING PO
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Add some other fields like Payment terms by clicking on “Search Icon”, Escalation1, Escalation2  of Buyer Name, Mobile 
number, and Email

BUYER SCREEN – QCS – PENDING PO
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Click on “Line Item” to see/add item in PO
Buyer can add item in PO by clicking on “Add Line”
Buyer can edit or delete the item also

BUYER SCREEN – QCS – PENDING PO
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Add Purchase Group, Category and Sub Category and other item details.
Red(*) Is highlighted for Mandatory fields.
Click on “Save” to save the item.

BUYER SCREEN – QCS – PENDING PO
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Click on “+ ADD” to add the other lot level charges.
Buyer can select the charges and Add value In Percentage or Amount.
Click on “Save” to save the PO.

BUYER SCREEN – QCS – PENDING PO
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Buyer can create direct PO without PR by clicking on “Create PO”
Buyer can view PO items in by clicking on “PO NO.”
Buyer have multiple options in “action column”
1. Click on “Terminate” to terminate PO.
2. Buyer can “Edit” PO.
3. Once buyer create PO then he/ she have to send PO for Approval by clicking “Submit For Approval”
5. Once it is approve from all the level then “Pending to Release” Option will open for buyer to release it to the vendor.
6. After releasing the PO towards the vendor. The vendor will acknowledged the PO and status will change from approval to 
“Acknowledgement By Supplier”
4. Buyer can also make a “Print” of PO

BUYER SCREEN – PO – MY PO
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This PO has draft status which means it is not fully approve from all level. Once it will approve the DRAFT watermark will 
removed

BUYER SCREEN – PO – MY PO

Copy Rights @Safal Softcom Pvt Ltd



BUYER SCREEN – PO – PO
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After submitting PO for approval.
Buyer can “Review” PO status.
If a buyer want to recall the PO for edit or terminate he/ she can “Recall” PO.



Copy Rights @Safal Softcom Pvt Ltd

A reverse auction is a type of auction in which sellers bid for the prices at which they are willing to sell their goods and 
services. This will allow transparent way of negotiations between Buyer and all suppliers.

E-Auction can be created from :
1) From RFQ
2) Direct from PR

BUYER SCREEN – E-AUCTION
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Buyer can extend RFQ to Auction by Clicking on the ‘Extend to Auction’

BUYER SCREEN – E-AUCTION
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New Round of Same Event will be created.
Round Name will be changed to ‘Reverse Auction’
Click on Publish to float Auction Round to Suppliers.

BUYER SCREEN – E-AUCTION – PUBLISH 
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After Published the auction you can find “Auction” Button.

BUYER SCREEN – E-AUCTION – DASHBOARD
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After going into Auction section find “Auction Setting ” button.

BUYER SCREEN – E-AUCTION – DASHBOARD
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Auction Settings :
1) Auction Type : Select Reverse or Forward Auction.
2) Auction Mode : Color, Rank or Both.
3) Min Bid : Enter Min Bid decrement in Value/Percentage.
4) Max Bid : Enter Max Bid decrement in Value/Percentage.
5) Tie Prevention at Lot Level and Item Level : Option to allow no two suppliers can bid for same price if marked ‘YES;
6) Auto Extension of auction time.
7) Target Price for each item can be enter by Buyer to get notification if value of line item is reduced below target price.
8) Check lowest bid to show the lowest unit rate to every vendor.
9) Want to show the rank of Item level / lot level

BUYER SCREEN – E-AUCTION – AUCTION SETTINGS
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Auction Chart : Shows suppliers Lot Level Bid value against time
Buyer can also change Auction settings during live auction

BUYER SCREEN – E-AUCTION – AUCTION
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Buyer can view Auction details by scrolling down
Table showing Lot Level Suppliers Price including Starting Bid for Auction, Current Bid and Saving (Difference of Starting & 
Current Bid).
Action : To view Suppliers screen in read only and Reject Suppliers Bid in case of mistake by suppliers.
Item Level Supplier information 
Red Notification on Item Level shows the Suppliers price is below target set price.

BUYER SCREEN – E-AUCTION – AUCTION



THANK YOU


