
Submitting quotes in PF



Login into PF with your supplier credentials, and 
Click on select company

Note: On your first login you will be prompted to 
change your password



You will be taken to the supplier dashboard
Click View Open RFQs to see the Litens RFQ’s awaiting for your quote submission



The next screen will show the list of RFQ’s awaiting for quotes, along with 
RFQ description, buyer name, and Quote due date

Select the RFQ that you wish to respond, by clicking Open



The next screen will show the RFQ summary

It includes the part numbers covered in the RFQ, their design level, and the 
Volume % requested to quote
(If there are different volume scenarios they will be listed here as well, and 
differentiated in the % column)

To respond the RFQ click Edit



The header section of the RFQ will show the Litens plant requesting the 
quote, and the forecasted volumes for the program

The Part information will also be displayed 



Click on RFQ attached records tab

Here you will find all RFQ attachments, such as component drawing 
and/or model, Litens RFQ guidelines, etc.



Click on Supplier Attached records

Use this section to attach additional quote information, such as mark 
up drawings, SCAFF or any other document accompanying the quote



Click on Buyer Remarks & RFQ Instructions

Here you will find buyer important remarks and instructions pertaining to the RFQ



Go back to the part details tab, and scroll down to start 
completing your quote

The first section of the quote is called “Supplier Quote Summary”

Select if you wish to quote (Yes/No). 
If you select “No”, the rest of the quote fields will be locked and 
you can return to the main screen (Slide 5) to submit your “No 
quote” response to the buyer

Select your Quote Currency

Input Leadtimes for Tooling, PPAP, and Production

Input Supplier comments (if applicable)

Note: The Piece Price, Tooling Cost and Tooling Capacity fields cannot be input 
directly, as they are all formulated with the Cost Break Down detail 



The second section of the quote is called “Quote Details”

Select acceptance to Litens GT&C

Select if you can meet 100% drawing as specified
If you cannot meet the drawing EXACTLY as is, select “Changes 
required” from the pick list. Use the Supplier Comment section 
(see previous slide) to explain the changes proposed/needed, and 
the Supplier Attached records (Slide 8)

Complete the Part Attributes applicable to your part.
Depending on the commodity & part combination the attribute 
fields listed may/may not be applicable
However, the part Mass (g) will always be required for any part 
type



The third section of the quote is the actual “Cost Break Down”

Complete each field in the vertical cost break down
Note that some fields have an arrow symbol next to a cost field  
which means that a horizontal cost detail needs to be completed

Note:
- Yellow fields are mandatory
- Blue fields are automatically calculated by the system
- White fields are optional

Note that every time you click an arrow symbol, it takes a few 
seconds for each to display. Be patient (don’t over click)



Cost Break Down (Horizontal)
After clicking the arrow symbol        , a new window pops up with additional details to be 
completed from the cost line selected

If you require to add more lines, click on Add New Row
If you wish to remove the line, click on Delete
When finish click on Save and Close, and continue completing the rest of the Horizontal 
CBD’s by clicking in all arrow lines in the template



In some special cases, the supplier has the option to not 
complete the horizontal details

If so, you can check the box “I wish to provide no detail”, 
and then you can directly enter a number in the field



After all the Horizontal breakdowns are completed, verify that the 
rest of the vertical fields are also completed

The exchange rate is only applicable for cases where the supplier 
quoted currency is different to the currency of the country of 
manufacturing where the part is produced
(ie. A supplier manufactures the part in China, but quotes in USD)

These are exceptions, as Litens no longer accepts these type of 
quotes for new suppliers



Include LTA % (this percentage is applied over final 
piece price)

Complete all Logistic Details required

Click Save and then click Close



You will return to the main screen
If you wish to submit an alternative bid, continue to next slide. 
Otherwise Click Submit Quote to buyer

You will get a message asking to confirm, click OK

Note: After you submit the quote you will not be able to edit 
any quote information



• Note that the RFQs have mandatory fields that must be completed prior to 
submitting the RFQ to the buyer. The system will prompt a warning message if 
these are not completed

• You can save your RFQ with empty mandatory fields, but you cannot submit it to 
the buyer 

Mandatory fields



Creating Alternative Bids in PF



Alternative Bids are used when the supplier wants to submit an additional offer 
(pricing & CBD) for the same part(s) in the RFQ

There may be many reasons of why suppliers submit alternative bids, either requested 
by the buyer, or by their own initiative
(ie: Bundle business opportunity to improve overall pricing, different raw material 
considerations, VA/VE, etc

Alternative Bids



From the RFQ main screen, click on “Create Alt bid” on the part line



You will be taken to the Quote details and Cost Break down that you have 
already completed (base quote)

You can edit any field (Vertical or Horizontal) as you need, following the 
steps outlined in Slides 10 – 19

Scroll down, click Save and Close



You will be taken back to the RFQ summary screen, and a new line is now 
added, listing the Alternate Quote completed

When ready, click Submit quote to buyer



Copying quotes in PF



•In some instances, the part in the RFQ may be very similar to another part 
number previously quoted by the supplier in PF

•If that’s the case, the supplier can copy the old RFQ cost details into the 
new RFQ, and edit it as required

Copying quotes



After you open the new RFQ screen, scroll down through 
the CBD and click “Copy from Existing quote”



A new window will open, where you can select the RFQ #, 
the part under that old RFQ that you wish to pull data from, 
and the quote % volume scenario

Click Copy Quote Information



All the quote details from the old RFQ will be copied into the new RFQ
You can update any field as required

When finished, click Save and then Close

Repeat the steps in Slide 20



Hints & Tips



• Internet Browser recommended: Chrome 

• MS Excel 2010, 2013 (or latest)

• Windows 7, 8 or 10 

• All users should have PF email (pfhelp@apurchasingd.com) in their 
preferred list, to avoid junk folder issues

PC Configuration



Screen Resolution

• Set Zoom at following 
percentage to fully view the 
Horizontal breakdowns

Screen Resolution Maximum Zoom

1024×576 50%

1152×648 50%

1280×720 (HD) 67%

1280*960 67%

1366×768 67%

1600×900 80%

1920×1080 (FHD) 100%

2560×1440 (QHD) 100%

3840×2160 (4K) 100%

• Horizontal Breakdowns 
require the maximum 
horizontal space on the 
screen. Specially tooling cost 
horizontal. 

If zoom is not set correctly user has 
to use scroll at bottom of the screen



CBD Field Pointers

Yellow Highlighted Field shows it’s a mandatory field. And User needs to fill out this field 
to complete and save the CBD successfully.

Blue Highlighted field shows it's a autopopulated field. It’s a locked field for user and thus 
user cannot enter any data in this field.

Slanted arrow at the right side of the box shows there is a further Horizontal Breakdown 
that the user needs to fill out with more details.

Orange check box 'I wish to provide no detail' gives user option if user doesn’t want to 
provide information required to fill the horizontal breakdown. If box is checked the slant 
arrow disappear from the field & user can directly enter the total cost in the vertical 
breakdown field.

White highlighted field shows it's not a mandatory field and user can provide the info only 
if they want to. Even if the field is kept empty the CBD can be saved & completed 
successfully.

Field with '--select--' notation are pick list. User is suppose to select an appropriate option 
from the drop down pick list. User is not allowed to enter any value/info of his own.

Error message or missing mandatory information in the quote. 

When a user hovers the pointer over a field, there is a comment that appears in black 
background notifying regarding additional information to better understand the field.



• There are several pick lists through the CBD (Raw materials, processes, 
etc.). If the option you are looking for is not listed, please select “others” 
and clarify in the comments section

• Litens will work to include those options in the pick lists so you can select 
in future RFQ submissions

Pick lists in the Cost break down



• Your company may setup as many users as required, please contact your 
buyer in case you wish to add backup contacts

• If the user in PF no longer works for your company, please notify your 
buyer so the profile can be disabled

Users



• As explained in this material, once the supplier submits the RFQ to the 
buyer they can no longer modify its content

• In case an RFQ was responded and the supplier identifies a mistake later, 
the supplier can contact the buyer and request a Selective Rebid .

If the buyer agrees, they can submit the RFQ back to the supplier for 
correction, and resubmit

Submitted RFQs requiring correction


