
How to respond to a RFQ 
Step 1: Open proCure application  

 

Step 2: Select the supplier from dropdown for which you want to view the document 

 



 

Step 3: Clear all the filters 

 

Step 4: Search with the document number  



 

Step 5: Click on the document to go to page 2 

 

Step 6: Click on “Create Quote” and enter the price and other mandatory fields 



 

Step 7: To upload any attachment, click on “+” button in attachments section and upload 
the attachment 

 

Step 8: You can also download the excel for the RFQ and edit the fields you want to enter 
and upload the excel and it will update all the fields in the RFQ  



 

Step 9: If you don’t want to submit the quote now and edit it later , you can save the quote 
by clicking on the SAVE button 

 

Step 10: Once saved, you can return to the RFQ and again start editing the quote by clicking 
on the Update Quote button 



 

Step 11: Once you are done with updating all the fields, you can submit the quote by 
clicking on the Submit button 

 

Step 12: It will show the status as “Submitted” 



 

 

 

Step 13: To reject the RFQ click on “Decline”  

 

Step 14: Enter the reason for rejection and click on “Save and Reject” 



 


