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JAGGAER SUPPLIER USER MANUAL 
ACCESS AND MANAGE RFQS IN SUPPLIER PORTAL 

TH IS U SE R M ANUA L  GU ID ES T H E SUP PL I ER O N  HO W TO  AC C ESS ,  R ES PO N D TO  A N D MANA GE  
REQ UES T S FO R QUO T A TIO N ( R FQ S ) I N T H E J A G GAE R SUP PL I ER PO RT AL .  

1.  ACCESS RFQ  

If your company is invited to an RFQ the defined contact person will receive an e-mail similar to the below: 
 

 

 
Click on the log-in link in the e-mail.  

If you are already logged in to the Portal, you will come directly to the RFQ Participation page. 
If you are not logged-in you will first come to the Jaggaer log-in page: 

https://app11.jaggaer.com/portal/kongsberg/ 

In the log-in page, enter your email address as username. If you do not have an account in the Portal, there is a 
temporary username and password in the e-mail. 

If you have forgotten your password, please see “Jaggaer Supplier User Manual – Log in and-or Reset Password”. 

You can also access the RFQ directly from the Supplier Portal. When you are logged in, you will see the RFQ in 
the Overview tab in box RFQS: 

JAGGAER: 

Tequila Sunrise 
Buyer Name BN 

Buyer Name 

https://app11.jaggaer.com/portal/kongsberg/
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The RFQ can also be accessed from the left menu through clicking Requests and then RFQ Pure: 

 

Each RFQ has a line in the overview, where you see e.g. number, name, status and deadline. 

 

Click on the Pen icon to access the RFQ. 

2.  ASSIGN RFQ 

From RFQ Pure you can assign the RFQ to another person (who has an account in the Portal) if needed. Click on 
the Head icon on the right side of the line. A box named Assing Person pops up, and here you select the correct 
person and then click Assign. 
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3. RESPOND TO RFQ  

The RFQ has four different steps or “pages”. 

1. Participation  
 

2. General  
 

3. Quote 
 

4. Review 
 
 

3.1 PARTICIPATION  

In the first page you will see a page similar to the below:  

 

 

You will need to do the following in order to participate in the RFQ: 

> Open the documents marked with * (if any) 
» This only has to be done the first time you access an RFQ, not in next RFQ if document version is the same 
» Supplier Feasibility Evaluation shall be downloaded, and then completed and uploaded for each item (for 

direct material)  (see 3.3 QUOTE) 

> Accept the documents under “Agreements” through clicking Accept in top right corner 
» You can also decline the whole RFQ by clicking on “Decline” in top right corner 

 

3.2 GENERAL  

You will then come to the next tab, GENERAL: 

 

Here you will see Contact Information on the left side of the page. You may see Buyer, Design Engineer and 
Supplier Quality Engineer.  
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In the middle of the page you will see QUOTATION SETTINGS 

 

In the above case, the supplier can edit Currency, Payment Conditions and Delivery Conditions, but if these 
fields are grey, it means supplier cannot change these fields.  

Supplier can also see the Delivery Address and Offer Binding Period. 

Further down there is one area with ADDITONAL INFORMATION, where there may be a message or information 
from the Buyer. 

Under heading OTHER DETAILS you can upload attachments under Files and add your general 
comments/information under Comments. 
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After having changed/added any information under the GENERAL tab, click Next in top right corner. 

 

You can also go back to previous page, PARTICIPATION, through clicking Previous. 

 

3.3 QUOTE  

In the next tab QUOTE you will find the area for submitting your quotation: 

 

 

At the top right side of the page you have a menu: 

 

Through this menu you can do the following: 

 

    Go back to RFQ Overview in Supplier Portal (where all RFQs are visible) 

  Decline the whole RFQ 

     Print the RFQ 

      Download the RFQ as a zip file 
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   Filter on certain items in the RFQ based on below selections: 

 

Below the top menu, you find all the items which are part of the RFQ: 

 

There is one line for each item in the RFQ. You can see the following information for each item: 

> Material Number 
> Material Name 
> Category 
> Required (must quote or not) 
> Status (Open or Quoted) 
> Files (linked) 
> Quantity 
> Unit (of measure) 
> Price Unit (price per) 

 
On the right side of each line, you can see a menu for each item: 

 

If you click on an icon in that menu, you can: 

   See the documents (drawings/specifications) linked to the item, and also the delivery address: 

 

   Open the item, so quotation can be submitted for that item 

    Decline to quote a specific item. If this icon is not shown for a line, it means that item is “Required” meaning 
you must quote this specific item in order to submit your quotation at all. 

 

To open an item, you can click on the Material Name, or the Open Item icon . When an item opens you come 
to the below page: 
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At the top right side of the page you have the below menu: 

 

Here you can: 
> Cancel and come back to the overview 
> Decline to quote the item (unless it is Required) 
> Save the quote, which is recommended to do regularly as you complete the quote 

 
On the left side you see the Item Details, and in which item you are right now (here Item 1 of 2). 

Further down you find Files, where there may be drawings/specifications linked, and where you can/shall 
upload your item related documents (e.g. Supplier Feasibility Evaluation). 

In the middle of the screen, you find Quote Details. Under QUOTE you may have fields for CONTACT 
INFORMATION, which are to be filled out. 

Below you find fields for ITEM QUOTATION DETAILS. At the top you see the Price unit (Price per, e.g 1 or 100 
etc.). Below that field, there are different fields depending on if the Buyer has selected any Cost-Break Down 
(CBD) or not. 

 

N O CBD  S E LE CT ED  

If no CBD is selected, you will only have a one field for Price Break 1, and potentially additional fields for Price 
Break 2 etc. to complete: 
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You can also add comments and additional information under area ADDITIONAL INFORMATION and Comments 
below. Then click Save in top right corner. 

 

CBD  S EL EC T ED  

If a CBD is selected by the Buyer, you will have to complete the CBD. The first field Quoted Part Price per Price 
Unit needs to be manually completed, but below that field you will find the fields for the CBD. 

Gray fields are calculated, and white fields are to be completed by suppler, e.g. Raw material cost, purchased 
parts cost, labour cost etc. Transport, duties is the last field in the CBD. 

This will sum up to the Calculated Part Price per Piece (always price per 1), which is the base for the price you 
put in Quoted Part Price per Price Unit field (which can be per1, 100 etc.). 

 

 

Below the CBD there may be additional fields depending on what the Buyer has selected: 
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LON G  T E RM  P RI C ES P E R P IE CE  

If the Buyer has selected that the supplier can add Long Term Prices, specific fields for this are visible. The gray 
fields are calculated, and the white fields are to be completed by the supplier.  

It is possible to add price reductions for 3 years. If you offer additional price reductions, pls add that information 
in the Comment field further down. 

Supplier is to fill out the reduction percentage (LTA Reduction Year +x (%)) and the start date for each 
reduction (LTA Start Date Year +x), see below: 

 

 

PA R T CON D I TI ON S  

There may be fields for Delivery Lead Time (Days) and Minimum Order Quantity, which are to be completed by 
supplier. 
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PAY M EN T SP L IT  T OO LS /EQ U I PM EN T  

Fields for payment split for tools/equipment which KA orders from supplier may be visible and are possible for 
supplier to edit.  

 

 

N ON - R EC U RR IN G  EX P E N SE S  

In this area, there are fields for supplier to define any non-recurring expenses, such as development costs, 
tooling/equipment cost etc. 

The field Non-Recurring Expenses – Total is summarizing the NRE costs below. 

The white fields are to be completed by the supplier, depending on the type of cost. 

 

At the bottom of the page there is a heading ADDITIONAL INFORMATION, where supplier can complete the 
Comment field with item related information. 

 

On the right side of the page you will se an overview showing the quantity/volume for the item, the quoted unit 
price and the total value for this item. 
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Below this box, you will find the option to Prefill Identical Fields. This can be done only On Next Item, or On All 
Items. This can be useful if items are similar, and just part of the data needs to be updated for each item. 

 

 
When you have completed all information for the first item, click on Save in top right corner. 

 

Then you will automatically come to the next item and, depending on if Buyer selected CBD or not for this item, 
there are different fields to complete. 

When the last item is completed, you click Save in top right corner. 

 

3.4 REVIEW 

You will come to the last step in the REVIEW page: 

 

On the right side you will see the total value of the quoted items and the number of quoted items, as well as all 
documents attached by both the Buyer and the supplier. 

In the top right corner, you have the menu where you can click on: 
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> Arrow to come back to the overview over all RFQs/Quotes 
> Previous to come back to the previous step Quote 
> Send to submit the quotation to customer 
 
After clicking Send, the below box shows up where you can add Offer Number and the Signature of the 
submitter. Then click Send.

 
 
A Confirmation that you have Successfully Quoted will show up on the screen, with a summary over the 
RFQ/quote.  

 
 
In this Confirmation page you can click on the following in the top right corner menu: 
> Arrow to come back to RFQ/Quote overview 
> Printer to print the summary page 
> Close to come back to the Review step 
 
In the Review step you can click on the following in the top right corner menu:  
> Arrow to come back to RFQ/Quote overview 
> Previous to go back to the Quote step 
> Recall to recall you quote for updating (only possible before deadline) 
 

4. RFQ OVERVIEW  

 
In RFQ Pure in the Portal you can the see an overview all RFQs/Quotes handled through Portal, and the Status of 
these RFQs . The different Statuses are: 
 
> In Progress: Deadline not passed 
> Quoted: Supplier has submitted quotation 
> Expired: Deadline is passed 
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From here you can open all RFQs/Quotes and Edit those which are not submitted or expired  
 

5. MESSAGES 

There is a Message function in the RFQ module, which is recommended to use for communication with the 
Buyer on all topics related to an RFQ. In RFQ Pure you can see if there is any message related to an RFQ under 
heading MESSAGES (see picture above). 
 

When you go into an RFQ, the message function is available in the lower right corner of the page: 
 

 
 
When clicking on MESSAGES you will come to a screen, where you see the available messages (sent and 
received) on the left side. If you click on a message it will show up in the middle of the screen. In the top right 
corner menu you can: 

- Go back to Overview (arrow icon) 
- Create a New Message 
- See the RFQ no that the message is related to 
- Reply to the message through the Arrow icon 
- See that date and time when the message was received 

 
If you reply to a message, or if you create a New Message, you need to add Subject and Message. You can also 
attach file(s). Click Send when ready. The receiver will get an email notification, with a link to access the 
message. 


