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1 Scope 

1.1 System 

□ERP □MES □CRM  SRM □OA □ATMS □BPC □MDG  

1.2 Precondition 

1、 Internet works well 

2、 Legal entities  

3、 Has bidder account 

 

1.3 Object 

Any enterprises or organizations had bidder account and be invited to attend the 

RFX(bidding) 

 

2 Scenarios 
Vendor was invited as a bidder to online RFX(BIDDING) response through APP SRM system. 

3 Result 
Vendor created RFX response and is awarded by APP online. The vendor confirms the awarding 

in APP SRM system. 
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4 User Instruction 

4.1 Create RFX(bidding) response 

4.1.1 When APP issued a new RFX(bidding), the invited vendor will receive an invitation letter 

with RFX short description, RFX No., quotation/response submit expire time,bidder account and 

SRM system portal. 

 

4.1.2 Please use IE11 or higher version browser to open the SRM portal. (Click URL:)Input the 

ID and password, then click log in button. 
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4.1.3 Click quotation & auction tab above,then click Refresh button.Find and click the RFX 

No.(Event No.) you need to response.Pls note the end time of the RFX on the right side.  

 

4.1.4 After navigate to RFX screen, there is a reminder to ask you to check the attachments first 

before you create response.  

 

4.1.5 Please click Notes and Attachments tab to check the attachments. Click the attachments 

name under description field to download the attachments. 
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4.1.6 Please click create response button to response after you check the attachments and 

decide to attend the RFX.  

 

4.1.7 Once you click create response button, the system will require you to read the Bidding 

notification. If you accept it, please click Yes button to navigate to create RFX response screen. 

 

Remarks: If it is a wood pulp supplier, please read carefully before the quotation [APP online 

system wood pulp bidding instructions] 

If it is a supplier of waste paper, please read carefully before the quotation [APP online system 

waste paper bidding instructions] 

4.1.8 Please click items tab and input the fields accordingly. 

 

Field Description Mandatory Options & Purpose 
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Submitted 

quantity 

Please input the quantity 

your company can supply 

to APP 

Y 
The quantity you can supply to 

APP for this bidding item. 

Unit price 

before tax 

Please input the unit sales 

price before tax. 
Y 

For oversea deals usually the tax 

rate is 0%, please input the unit 

price with tax. 

Free 

If the item your company 

supply for free, please 

tick the check box. 

N 

Once you tick the free 

checkbox, the price will change 

to 0. 

No Supply 
If your company is not 

able to supply this item, 

please tick the check box 

N 
If you select no supply, means 

you are not able or willing to 

supply this item. 

Delivery 

date 
The LSD of the line item Y 

If your company can supply the 

item, please input the estimate 

LSD. 

Shipping 

Plan 

Click 0，click add lines 

button，fill in the shipping 

schedule include 

ETD,ETA,LSD，click OK to 

submit. 

Y See below picture 

 

Price per 
The unit quantity for the 

price 
N 

Please input the unit quantity for 

the price your quote. 

E.g:  XX price per 1 unit 

     XX price per 100 unit 

 

 

 
Payment 

term 

Payment term of the line 

item 
N 

APP will set the default payment 

term. 

If you can provide better price with 

other payment term, please select. 

1 2 

3 
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Incoterms 
The incoterms of the line 

item 
N 

APP will set the default incoterms 

like CFR,FOB etc. 

If you can provide better price with 

other incoterms, please select. 

Destination 

port 

Specify the corresponding 

destination port according 

to different trade terms 

Y 

Only the suppliers of pulp and 

waste paper need to fill in the 

destination port, and other 

suppliers do not need to fill out. 

Main 

port 

Used to distinguish 

between the main port and 

the partial port 

Y 

Only available to suppliers of pulp 

and waste paper. The main port ID 

is automatically default. If the 

supplier believes that it is a partial 

port, the logo can be removed. 

Tax code 
The tax code of the line 

item 
N 

APP will set the default tax code 

and the tax description will display 

the tax rate details. 

For oversea deals, the tax rate 

usually is 0%. 

 
4.1.9 If you would like to change the incoterms, you can input the incoterms like CIF, FOB,EXW 

and etc. 

 

4.1.10  If you want to change the standard payment term, please click RFX information tab and 

click  after terms of payment field. 
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4.1.11 In search criteria, please input *key word* in own explanation field and then click search 

button. All relevant payment terms will display as below. Once you select the line of the payment 

terms, the payment term will effect for all the line items you need to response. 

1 

2 
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4.1.12 Once you select the line of the payment terms, the payment term will effect for all the line 

items you need to response. 

 

4.1.13 If the RFX need you to provide the docu(like signed quality standard, AQSIQ and etc), 

please click notes and attachments tab and click add attachment button to add attachment 

1 

2 

3 
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4.1.14 You can select option as attachment type as you need. 

 

4.1.15 Click “open from…” button behind the file field to select the document from your local drive 

and upload. 

 

 

1 

2 
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4.1.16 Please input the description and select assign to and click ok button to upload the 

document. 

 

4.1.17 If you have multiple attachments to attach, please select add attachment button again. 

4.1.18 After you finish above steps, please click check button to check if there is any red error 

message . If there is red error message ., please modify your response according to the red 

error message.If there is yellow message ,it does no matter and please ignore. 

 

4.1.19 If there is no red error message , please click submit button to submit your response. 
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4.1.20 Once you submit successfully, the system will display the notification with your response 

No. as below. 

 

4.2 Change the RFX(bidding) Response 

4.2.1You can change the RFX response before the quotation/response submit expire time. 

If you would like to change, please directly click response No. in quotation & auction tab. 
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4.2.2 Please click edit button to edit the response  

 

4.2.3 Please modify the response and click submit button to submit your modified response 
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4.3 Confirm the RFX (bidding) winning result 

4.3.1 Once your company was award as the bidding winner, you will receive the email 

notification to ask you confirm the bidding winning response result in 5 working days, otherwise 

means you give up. 

 

 

4.3.2 Please log in SRM system, in quotation & auction tab, please click refresh button and click 

relevant winning response No. to navigate to the RFX response screen. 

 

 

4.3.3 You can see how many volume APP has ordered on items tab. Please click confirm the 

winning result button to confirm your winning RFX(bidding) response. 

1 

2 

3 
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4.3.4  The system will display the notification “E-mail sent success and Confirmation successful. 

 

 

5. Q & A 

5.1 If the browser display the information as below, it means time out and you need to re-log into 

the system. 

 

5.2 Please use browser version higher than IE 11  

5.3 For the uploading attachments, please DO NOT use the document name including special 

characters like %*- # & / ~ [ ] ( ) $ @ \  

5.4 For the uploading attachments, document type should be PDF, JPG,WORD,PPT, EXCEL，

etc. 

THE END，THANKS ！ 

 

 


