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SAP Sourcing – Supplier Response to RFx



Respond to Request for Budgetary 
Estimate

AM/NS Calvert now requires that all Requests for Budgetary 
Quotes be issued from and responded to through SAP 

Sourcing.
* * * 

The following slides provide a guide that suppliers can use to 
respond in SAP Sourcing to a Request for Budgetary 

Estimate.
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Budgetary RFx Invitation
� Suppliers who are invited to participate in a 

Budgetary RFx in SAP Sourcing will first receive 
an email with a USER ID and temporary 
password.  

� Follow the instructions in the email to activate 
your USER ID and create a permanent 
password. 
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Sample E-Mail:  
Welcome to SAP Sourcing
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Budgetary RFx Invitation
� Suppliers will receive an additional email that 

contains a link to the budgetary Request for 
Quote.

� Using your USER ID and permanent password, 
logon to SAP Sourcing to view the RFx and 
follow the instructions in the email.
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Sample E-Mail:  
Budgetary RFx Invitation
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Budgetary RFx Response
- Review RFx
� Once you have accessed SAP Sourcing,  the Budgetary 

RFx should display.  Click on the RFx Response number 
to view the RFx details. 
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Budgetary RFx Response
- Header Tab
� Review all information
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Budgetary RFx Response
- Schedule Tab
� RFx due date is listed here. 
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Budgetary RFx Response
- Information Tab
� Additional Information related to the RFx may be 

provided here.  Click on the link in the Information 
Section to view the complete details. 
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Budgetary RFx Response
- Questions Tab
� Questions from the AM/NS requestor may be listed here.  

Click on the Title link to view and respond to questions. 
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Budgetary RFx Response
- Questions Tab
� Detailed view of Questions Section

� Be sure to select after answering questions to 
save your response and return to the RFx.
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Budgetary RFx Response
- Line Items Tab
� Review Line Items tab for a list of items and quantities 

related to the RFx.  Enter Unit Price here.
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Budgetary RFx Response
- Export/Import Line Items
� RFx details may be exported from the Line Items tab to 

a local file, pricing information added, then imported to 
the RFx before submitting.

� To Export click from the line items tab then 
then 

� Open the file, enter the Bid Price on the Line Items tab 
of the workbook then save the file to your desktop.
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Budgetary RFx Response
- Export/Import Line Items
� Return to the RFx Response – Line Items tab.

Click 

� Select the file to be updated then click Next.

� Once process is 100% complete click Next.

� Click Finish after confirmation message is displayed.  
Imported items should now be displayed on line items tab.
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Budgetary RFx Response
- Attachments

� Review all attachments from AM/NS
� Attachments may be included in the RFx or any 

ongoing discussions.
� Note the following attachment icons:

� No Attachments have been added to RFx.

� (1) Attachment has been added to RFx.
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Budgetary RFx Response
- Attachments
� Suppliers may add attachments to RFx Response by 

clicking … 

then  
You will be prompted to select a file from your desktop.

� The attached file will be displayed in the list of RFx
attachments.  Select OK when finished.  
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Budgetary RFx Response
- Discussions
� AM/NS will communicate with suppliers regarding the 

Budgetary RFx via Discussions.

� Suppliers will receive an email notification when a 
discussion is added to an existing RFx.  

� The following icons have the following meaning:

� No Discussions were created
� Unread Discussions exist
� Read Discussions exist
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Budgetary RFx Response
- Answer Discussions
� To view and respond to a message click 

� Click the highlighted Topic
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Budgetary RFx Response
- Answer Discussions
� Click the highlighted Subject to view the message
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Budgetary RFx Response
- Answer Discussions
� Once the message is open you may view attachments 

by clicking,    . - Reply to the message by clicking

� Click  to exit the discussion.
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Budgetary RFx Response
- Discussions
� Supplier may also send unsolicited questions/comment 

for a specific RFx by clicking then clicking link

� Select 

� Complete subject and message content fields then click 
Finish
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Budgetary RFx Response
- Submit Final Response
� Once you are satisfied with your RFx response, click

then select  

� Phase will change to .  - Response can no longer 
be edited.  

� If errors exist in the RFx response, you will receive an 
error message.  Look for the 
symbol to indicate where the error exists.
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Budgetary RFx Response
- RFx Home Page Workbench
� A workbench is provided to summarize ongoing activities 

for each supplier.

� To access the overview workbench that includes a 
summary of all ongoing sourcing activities click 

� To access a list of all Budgetary RFx assigned to you for 
review, click RFx from the menu bar.



Budgetary RFx Response

For technical assistance using SAP Sourcing
please contact support at 

(251) 289-4441 or email support at 
AMNS_SupplierTechSupport@ArcelorMittal.com

* * * 

Copyright © AM/NS Calvert 14/09/2016 Lisa Dyess 24


