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This document will guide suppliers through the registration process and serves as a handbook for further functionalities on the supplier portal, such as maintaining master

data, providing certificates and confirm orders.

What is it?

Each title represents a use case and is linked to the relevant case. By clicking on the title, you jump

directly to the relevant slide.

How is the guide structured?

A use case illustrates the possible functionalities and gives you a step-by-step guidance.

What is a use case?

Use cases include one slide with main information as overview, followed by a detailed click guide.

Content of overview

• Headline: Brief introduction to the use case

• System view: Descriptive screenshots

• Content: What to expect from the described click guide

• Note: Relevant information to the use case

Detailed click guide (step-by-step guidance through the process/ system)

• System view: Shows a screenshot for the related step

• Click guide: Detailed guidance through the process

How are use cases structured?

PurONE
Guide for Voith suppliers

Example for: Structure, use cases and click guide
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Which processes are covered by PurONE?
Modules explained

3

Description

• Documents exchange w/ suppliers 

• Management of orders e.g. confirming purchase orders and order changes

• Supplier registration including company profile

• Maintenance of data e.g. master data and supplier contact person

• Certificate management

Supplier 

relationship 

management (SRM)

Supplier 

collaboration / 

WebEDI

General topics

• Supplier portal with information exchange

• Supplier dashboard

• Instant communication w/ supplier in-context of workflows
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Content
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Use case overview relevant for suppliers

User stories along all relevant processes

General 
topics

Supplier 
relationship
management

(SRM)

Portal 
registration

Module Use Cases

Certificate 
request

Supplier 
registration

Supplier 
master data 

change

Supplier 
information 

and company 
profile

Certificate 
update

Maintenance 
supplier 
contact 
person

Rfx 
overview

Quote and 
send back

Quote with 
excel CBD

Dashboard –
My PurONE

Dashboard –
Certificates

Sourcing

Dashboard –
Orders

Supplier 
access

Adding 
supplier 
contact 
person

Dashboard –
Orders

Navigation

Quote with 
excel CBD -

multipos

Decline all 
items

Decline single 
items

Messaging Recall quote

Contract 
lifecycle 

management 
(CLM)



Use case overview relevant for suppliers

User stories along all relevant processes

Module Use Cases

One time 
account

Confirming 
POs

Order 
changes

Supplier 
Collaboration/ 

WebEDI

Support

Re-assign RfxSourcing



SRM – Supplier Relationship Management

Supplier Relationship Management contains the registration as a supplier, the access to the supplier

portal as well as the maintenance of data
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Supplier registration 
Process overview

• Receive invitation

email incl. 

registration link

• Enter registration

via link

• Click through the 

registration steps, 

check company 

and contact

information incl. 

DUNS number

• Confirm the portal 

terms of use and 

WebEDI

agreement

• Receive login 

credentials (login 

and password) 

after successful

registration

• Set new password 

• Enter supplier

landing page

• Enter information 

about company

• Answer open 

questions about 

compliance & 

sustainability

• Enter information 

about bank 

details, 

certifications and 

insurance

Invitation for 

registration

Regististration 

on portal

Registration 

email incl. login 

data

Finalization of 

supplier 

information

Publish 

completed  

company profile

• Save and publish 

your profile
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Use Case – SRM
Supplier registration

99

System view:

Supplier registrationUse Case
 Supplier registration

ContentSRM Module
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1. Supplier will obtain an invitation e-mail or alternatively a QR-

Code from VOITH

2. Supplier proceeds the following registration steps

Click guideSystem view:

Use Case – SRM
Supplier registration

Option 1:

Option 2:
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Use Case – SRM
Portal registration

11

System view:

11

Supplier self-service for 

portal registration
Use Case

 Supplier self-service registration -- Certificate management

 Extended compliance & sustainability questionnaire
ContentSRM Module
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I. General

1. If invited (previous use case), proceed the registration with the 

link and click through the registration steps as mentioned 

below

2. Check the box next to (already Jaggaer direct supplier) if you 

are already registered in Jaggaer synchronize the base data 

(optional)

3. Choose the language in which you want to register 

Click guideSystem view:

Use Case – SRM
Portal registration
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II. Person data

Fill out the contact person tab and create a username, click on 

'Continue' to continue your registration

NOTE

Please do not use a space when defining your username

Click guideSystem view:

Use Case – SRM
Portal registration

email@e-mail.de
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III. Company data

DUNS number 

• The DUNS is a unique identifier number that is globally 

available and externally assigned by the company called 

dun&bradstreet (D&B). This number is mandatory in supplier 

registration

• Voith internally, we already assigned the DUNS to suppliers. If 

your DUNS number is empty, please enter the correct DUNS 

number provided by D&B

• If you do not have your DUNS number on hand, you can enter 

your company details (name, address, etc.) and use the 

function ‘D&B Lookup’ (please see next use case)

Click guideSystem view:

Use Case – SRM
Portal registration
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III. Company data

DUNS number 

1. You can enter your company details (name, address, etc.) 

and use the function ‘D&B Lookup’ 

Click on ‘D&B Lookup’ if you would like to verify your DUNS 

number or if you do not have your DUNS number on hand

Select the correct DUNS number by clicking on the company 

name. Then confirm the selection by clicking on ‘Apply’

If the ‘D&B Lookup’ does not provide the correct DUNS 

number – you can request your DUNS number on the D&B 

website directly. Therefore, please click on ‘request DUNS 

No.’ 

Click guideSystem view:

Use Case – SRM
Portal registration

1

2

1

2
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III. Company data

3. Fill out all further company data

4. Click on 'Continue'

Click guideSystem view:

Use Case – SRM
Portal registration
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IV. Consent

1. Read the supplier access terms by clicking on them and check 

the boxes next to it only if you agree and accept these terms

2. Check the box next to 'I agree that JAGGAER will use...' if you 

agree with it

3. Read the 'VOITH supplier portal PurONE General Terms of 

Use' by clicking on it and tick the checkbox next to it if you 

agree with the VOITH General Terms of Use

4. Read the 'VOITH supplier portal PurONE WebEDI agreement' 

by clicking on it and tick the checkbox next to it if you agree 

with the VOITH WebEDI agreement

5. Click on 'Accept and Submit' to get to the next step

Click guideSystem view:

Use Case – SRM
Portal registration
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V. Successful registration

1. An e-mail that obtains the username and a one-time password 

as log-in credentials will be sent out

Click guideSystem view:

Use Case – SRM
Portal registration
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2. Click on the link of the e-mail 

Click guideSystem view:

Use Case – SRM
Portal registration
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3. Type in your log in credentials and click on 'Login'

Click guideSystem view:

Use Case – SRM
Portal registration
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4. Type in your old password once again and change your 

password in the change password tab and click on 'Save' to 

access the portal

NOTE

Please consider the requirements for the newly assigned 

password (e.g. one special character and number, etc.)

Click guideSystem view:

Use Case – SRM
Portal registration
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Use Case – SRM
Supplier information and company profile
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- Information about supplier

- Navigation in the company profile
SRM 

Supplier information and 

company profile
Module Use Case Content

System view:
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Finish the registration

Click on the red line (Your registration has not been finished yet. 

Continue with the registration) to continue with your registration

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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I. Base Data

Edit the base date in the data section (optional) and click on 

'Continue' in the upper right corner

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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II. Contacts (Assigned roles)

Adding supplier contact person

1. Click on the Person-icon to add a new contact person in the 

supplier portal 

2. Type in the necessary data for the new contact 

3. Decide, if the contact person needs access to the VOITH 

supplier portal. If yes, please active the ‘Portal Access’. Fill in 

a username for the contact person and tick the box for the 

portal permissions / supplier rights

4. Click on ‘Save’ located in the upper right to save the contact 

person

Click guideSystem view:

Use Case – SRM
Supplier information and company profile

PurONE - Guide for supplier |  2022 - March  |  external



26

Add another responsibility

1 Click on the Pencil-icon to assign a contact person to company 

roles

2. Click on 'Add Another Responsibility‘

3. Type in the name of the person who should get the 

responsibility

4. Click on 'Save'

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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II. Contacts (Assigned roles)

Click on 'Continue'

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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II. Contacts 

1. Click on 'Contacts' at the upper left corner of the contacts tab 

to get an overview of your contact person.

2. Click on 'Continue' to continue with the registration process

NOTE

If one user is already registered in VOITH supplier portal 

PurONE, it is his responsibility to add and maintain new users

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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Click guideSystem view:

III. Categories

Choose a category by ticking the checkbox next to it in the 

categories tab. Click on the marked arrow to open the dropdown-

menu with subordinated categories

Use Case – SRM
Supplier information and company profile
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IV. Profile

1. Fill out the required fields in the general tab via the dropdown 

menu and click on 'save'

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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IV. Profile

2. Verify your company master data by uploading a bank 

information e.g. an official, unchangeable letterhead of your 

company incl. bank details as pdf-file

Click on 'Search' to upload the obligatory bank information 

3. We would appreciate further information about your product 

and service range. Please fill out the company information tab.

Then click on 'Save'

NOTE

Please complete description fields in English

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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IV. Profile

4. Fill out the certifications tab. Please answer, if you are certified 

according to ISO 9001 as an obligatory information and add 

further available certifications. Then click on 'Save'

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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V Publish

Click on 'Publish' to share your given information with VOITH.

The button is only available if all mandatory fields are filled out

Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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Click guideSystem view:

Use Case – SRM
Supplier information and company profile
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General topics

General topics provides you information about the navigation through the system

and explains you in more detail the functions of the boxes in the dashboard
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Use Case – SRM
Supplier access

3636

System view:

Supplier accessUse Case
 Accessing PurONE

ContentSRM Module

After registration in PurONE there are two options to login: 

Option A: Direct link to Jaggaer

Option B: Login via MyVoith with access to all VOITH application assigned to the user account

NOTE

Option A: Option B:
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Option A:

1. Use the direct link to Jaggaer

Click guideSystem view:

Use Case – SRM
Supplier access

2. Type in your supplier portal user credentials 

https://app11.jaggaer.com/portals/voith
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Option B:

1. Go to the VOITH website

2. Use the Login icon  

Click guideSystem view:

Use Case – SRM
Supplier access

3. Click on the MyVoith

4.1. Type in your MyVoith Login credentials  

4.2. If you don’t have access to MyVoith yet, please follow the 

MyVoith registration steps

www.voith.com
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Navigation

Use Case – General Topics
Navigation

39

Use Case

39

 New window                                 -- Change password

 Change account settings
Content

System view:

General TopicsModule
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New Window

Click on the New window-icon located in the upper right to open a 

new window of the supplier portal PurONE

Click guideSystem view:

Use Case – General Topics
Navigation
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Change Account settings

1. Click on the Person-icon located in the upper right an the on 

‘Account settings’

2. Edit your user data

3. Click on ‘Save’

Click guideSystem view:

Use Case – General Topics
Navigation
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Change Password

1. Click on the Person-icon located in the upper right

2. Click on ‘Change Password’

Click guideSystem view:

Use Case – General Topics
Navigation
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Use Case – General Topics
Dashboard – My PurONE

4343

System view:

My PurONEUse Case
 Explanation of all boxes

ContentGeneral TopicsModule
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Box 1 contains detailed information on the Company Profile

Box 2 contains detailed information about the RFQ´s

Box 3 contains detailed information on Orders

Box 4 will redirect you to the VOITH website with information 

regarding Supplier Ecosystem

Box 5 will allow you to send and E-mail if you need help

Box 6 contains information provided by VOITH

Click guideSystem view:

Use Case – General Topics
Dashboard – My PurONE

1

2

3

4

5

6
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Use Case – General Topics
Dashboard – Orders

4545

System view:

OrdersUse Case
 Navigate within the orders tab

ContentGeneral TopicsModule
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Use Case – General Topics
Dashboard – Certificates

4646

System view:

CertificatesUse Case
 Navigate within the certificate tab

ContentGeneral TopicsModule
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General topics – Maintenance Supplier Data

Maintenance Supplier Data contains information about how to change master data, add and edit

contact person

47



Use Case – General Topics
Supplier master data change

48

• Supplier must upload an official document confirming the changes, either an official, unchangeable letterhead or a document from the bank

NOTE

48

System view:

1 2

Change in master data by 

supplier
Use Case

 Changing master data
ContentGeneral TopicsModule
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1.1 Click on the Primary-data-icon in the taskbar located on the 

left side of the homepage

1.2 Click on ‘Base Data’ and edit your company master data

1.3 Click on 'Save' to save your changes

Click guideSystem view:

Use Case – General Topics
Supplier master data change
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1.4. To verify and confirm your master data changes, you need to 

upload an official, unchangeable document such as a bank 

document or a letterhead as a pdf-file. You will receive an 

e-mail with the link to the portal, please click on the link

Click guideSystem view:

Use Case – General Topics
Supplier master data change
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2.1 Click on the box next to ‘Upload of official and unchangeable 

document*’, attach the necessary document, and save your 

changes by clicking on the ‘Save’ button. Our master data 

management Team will automatically receive an e-mail with 

all relevant information to proceed the master data changes 

in our ERP / SAP system(s)

Click guideSystem view:

Use Case – General Topics
Supplier master data change
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Use Case – General Topics
Adding supplier contact persons

5252

System view:

Adding supplier contact 

person
Use Case

 Add supplier contact person
ContentGeneral TopicsModule
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1. Click on the 'Primary Data' (second icon) in the taskbar located 

on the left side of the homepage 

2. Click on 'Contact People' to open the Contacts overview

Click guideSystem view:

3. Click on the 'Add New Contact-icon' located in the top right

Use Case – General Topics
Adding supplier contact persons
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4. Type in the necessary data for the new contact 

5. Decide, if the contact person needs access to the VOITH 

supplier portal. If yes, please active the ‘Portal Access’. Fill in 

a username for the contact person and tick the box for the 

portal permissions / supplier rights

6. Click on ‘Save’ located in the upper right to save the contact 

person

Click guideSystem view:

Use Case – General Topics
Adding supplier contact persons
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Use Case – General Topics
Maintenance supplier contact persons

5555

System view:

Edit supplier contact 

person
Use Case

 Edit supplier contact person

 Edit supplier contact roles
ContentGeneral TopicsModule
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1. Click on the 'Primary Data' in the taskbar located on the left 

side of the homepage 

2. Click on 'Contact People' to open the Contacts overview

Click guideSystem view:

I. Edit supplier contact data

1. Place your cursor on the right of the specific row and click on 

the 'Edit-icon' (pencil-icon) 

2. Edit the Contact data

3. Decide, if the contact person needs access to the VOITH 

supplier portal. If yes, please active the ‘Portal Access’. Fill in 

a username for the contact person and tick the box for the 

portal permissions / supplier rights

4. Click on ‘Save’ located in the upper right to save your changes 

Use Case – General Topics
Maintenance supplier contact persons
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II. Edit supplier contact roles

1. Click on 'Roles' located right of contacts in the top left corner

2. Click on the 'Edit-icon' located right of Orders 

Click guideSystem view:

3. Click on 'Add another responsibility' and type in the name or 

click on the 'search-icon' located on the right of the box to get 

an overview of all your contacts

4. After choosing a contact, click on 'Save'

Use Case – General Topics
Maintenance supplier contact persons
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CLM - Contract lifecycle management)

Certificate management
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Use Case – SRM
Certificate request

5959

System view:

Request certificates from 

supplier
Use Case

- How to upload requested certificates
ContentSRM Module
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1. Click on the 'ticket link' from the e-mail

Click guideSystem view:

Use Case – SRM
Certificate request
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2. Fill out the Requested Certificates box with the necessary 

information and upload the documents 

3. Choose Send back to VOITH from the dropdown menu right of 

Action*

4. Click on 'Save' to send the certificates back to VOITH

Click guideSystem view:

Use Case – SRM
Certificate request
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Use Case – SRM
Certificate update

6262

1

System view:

Suppliers view on 

certificate updates
Use Case

 How to update a certificate

 Suppliers view and upload functionality
ContentSRM Module

2
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Usually, a certificate update takes place upon receive of an e-

mail reminding suppliers to update their certificates due to 

expiration

1. Login to your Supplier Portal

2. Click on the Box named 'Company Profile'

Click guideSystem view:

3. Click on Certifications and adjust the validity (valid from or/and 

valid until)

Use Case – SRM
Certificate update

ISO_9001.pdf
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4. Delete the file next to the validity

Click guideSystem view:

5. Click on ‘Search' located under File and upload a new, 

updated file of your certificate

Use Case – SRM
Certificate update

ISO_9001.pdf
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5. Click on 'Save' located in the top right corner to save your 

changes

Click guideSystem view:

6. Click on 'Publish' to share your given information with VOITH.

The button is only available if all mandatory fields are 

filled out

Use Case – SRM
Certificate update

UPDATE_ISO_9001.pdf

UPDATE_ISO_9001.pdf
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Sourcing)

66



Supplier …

• reads general

data

• agrees to General 

Purchasing 

Conditions

Supplier ….

• provides costs, 

other information 

based on request

template and per 

item

67

Sourcing
Process overview

Supplier …

• receives email 

incl. link to request

Supplier …

• checks offer/ 

quote information 

and price(s) and 

sends request 

back to Voith 

Purchasing

Receive request 

for quotation 

Rfx

Accept and 

provide general 

data

Prepare 

quote/ offer

Send 

quote/ offer 

back

Finished or new 

version w/ 

updated 

specifications
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Use Case – Sourcing
Rfx overview

6868

System view:

Rfx overview and 

monitoring
Use Case

 Rfx box

 Rfx overview
ContentSourcing Module

- Rfx filter
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RFQ box

1. After log in the supplier portal dashboard is visible with various 

boxes. One box is called "RFQS". The latest RFQs are shown 

in the box and those can be accessed by clicking on the RFQ 

name (blue marked)

NOTE

Rfx stands for RFQ, RFI and RFP - The common word for 

request in Jaggaer is RFQ

RFQ = Request for Quotation

RFI = Request for Information

RFP = Request for Proposal

Click guideSystem view:

Use Case – Sourcing
Rfx overview
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RFQ Overview

1. Navigate to the RFQ overview by clicking on the "Requests" 

icon in the navigation bar and on "RFQ pure"

Click guideSystem view:

Use Case – Sourcing
Rfx overview

2. The RFQ overview displays various columns with details to 

RFQs such as name, state, deadline

RFQ NO. = Internal RFQ number

VERSION = Version of RFQ

NAME = Name of RFQ

QUOTE STATUS =  Status of RFQ

RESPONSIBLE PERSON = Creator/ Buyer of RFQ at Voith

DEADLINE =  Date until quotes can be sent to Voith

ITEMS = Number of items in the RFQ

MESSAGES = Number of messages sent related to the RFQ

ICONS to the right

FOLDER = Open RFQ

PENCIL = Edit RFQ

SILHOUETTE = Assign RFQ
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Quote status

New – New RFQ, not seen

In Progress – RFQ seen but not quoted yet

Quoted – Quote sent back to Voith

Declined – RFQ declined by supplier

Canceled – RFQ canceled by Voith

Expired – RFQ expired, no quote sent back

Click guideSystem view:

Use Case – Sourcing
Rfx overview

RFQ access

RFQs can be accessed by clicking either 

• on the RFQ number (RFQ NO.)

• on the name (NAME) (both blue marked) or 

• on the “folder” icon to the right of an RFQ

RFQ display

In the RFQ overview 10 RFQs are shown by default on the first

page

By clicking on the dropdown field, it can be changed up to 100 

The settings is saved for the current view

To display further RFQs the navigation on the top right can be

used
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RFQ search

1. In the upper right corner there is a filter icon and a magnifying 

class. By clicking on the magnifying glass, it is possible to 

search for RFQs

Click guideSystem view:

Use Case – Sourcing
Rfx overview

2. A search field opens. Type in your search and press „Enter“

3. Only matching RFQs are displayed
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4. Remove the filter by clicking on the „X“

Click guideSystem view:

Use Case – Sourcing
Rfx overview

RFQ filter

1. By clicking on the “Filter” icon the overview can be filtered after 

the responsibility (All vs. Mine) and by the state of the RFQ (All 

vs single entries)

2. De-select not relevant quote states and click on "Apply"
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3. The list of RFQs shown is limited to the filter applied

Click guideSystem view:

Use Case – Sourcing
Rfx overview
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Use Case – Sourcing
Quote and send back

75

System view:

75

Quote and send backUse Case  RFQ process quote and send backContentSourcing Module
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1. Click on the link provided in the e-mail

2. Login with your credentials provided in the e-mail or received 

when the account got created

Click guideSystem view:

Use Case – Sourcing
Quote and send back
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ALTERNATIVELY

OPTION 1

Login to the portal and click on the latest RFQ received. A new 

tab opens starting with “Participation”

OPTION 2

Login to the portal and click on “Requests” and “RFQ Pure” in the 

navigation bar. Click on the latest RFQ

Click guideSystem view:

Use Case – Sourcing
Quote and send back
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Participation

Read and/ or agree to the documents (optional) to proceed with 

the quotation and click on "Next" in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Quote and send back

General

Read general terms and conditions and click on "Next“

Optionally: leave a comment on the quote on head level here
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Quote

The quote tab provides an overview of items/materials requested 

for quotation

FILES = Item specific files attached 

QUANTITY = Requested quantity

UNIT =Iitem unit

PRICE UNIT = Quantity unit of the price requested

UNIT PRICE = Price offered

TOTAL PRICE = Price offered multiplied by quantity

STATUS = Current status of quote each item

1. Click on the blue marked material name to jump into the details 

of the requested item/material or click on the “Folder” icon to 

the right to open item details

Click guideSystem view:

Use Case – Sourcing
Quote and send back

On the left side item details are displayed
Optionally item related documents can be downloaded in the 
section “Files”
Under “Comment” it is possible to leave an item related comment

2. Prepare your quote. Type in the price for the price unit given

You may need to download an excel file for the CBD (cost 
breakdown/ template) and upload the maintained file again (see 
use case “Quote with excel CBD”)

3. When the quote is done, click on "Save" in the upper right 
corner
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If the quotation contains more than 1 item, you will be led to the 

next item upon completing quotation for the first item. After 

quotation of all items, a review of all quotes is offered

Review

1. The review tab provides an overview of quotes done. By 

clicking on "Send" in the upper right corner the quotation is 

done and sent to the customer

2. A window opens with an offer number to be maintained 

optionally. Confirm the quote by clicking on "Send“

Click guideSystem view:

Use Case – Sourcing
Quote and send back
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CONFIRMATION

Upon sending RFQ to Voith, a summary of the quotation is shown

Process ends

Close the RFQ/ window

For supplier portal users: Click on "Back to Overview" to go back 

to the overview of all RFQs

Click guideSystem view:

Use Case – Sourcing
Quote and send back
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Use Case – Sourcing
Quote with excel CBD

82

System view:

82

Quote with excel CBDUse Case  quote with excel CBD each itemContentSourcing Module
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OPEN RFQ

1. Click on the link provided in the e-mail

2. Login with your credentials provided in the e-mail or received 

when the account got created

ALTERNATIVELY

1. Click on the RFQ displayed in the RFQ Box

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD
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Participation

Read and/ or agree to the documents (optional, depending on 

what buyer has defined) to proceed with the quotation and click 

on "Next" in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD

General

Read general terms and conditions and click on "Next“
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Quote

1. Click on the blue marked material name to jump into the details 

of the requested item/material or click on the “Folder” icon to 

the right to open item details

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD

2. In the middle of the page below “Export” an excel file (for 

quotation) can be downloaded. Click on “Export Excel File” for 

item related information and prices.

On the left side item details are displayed

Optionally item related documents can be downloaded in the 

section “Files”

Under “Comment” it is possible to leave an item related comment
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3. A new tab opens. Click on the file to open/save it

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD

4. Fill in information/prices/costs. Careful, do not change rows/ 

columns in the excel file - only add information/prices. Save 

the excel file

example
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5. After providing all relevant costs and information, import the file 

by drag and drop or browse

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD

NOTE

The excel file/CBD is uploaded immediately and displays either 

information about wrong inserted information/costs or states 

“Uploaded file has been successfully checked”. If information/ 

costs provided were wrong, please delete the old file, correct data 

and import the new file again
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6. Click on “Save” in the upper right corner to continue

NOTE

If the quotation contains more than 1 item, you will be led to the 

next item upon completing quotation for the first item. After 

quotation of all items, a review of all quotes is offered

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD

Review

1. The review tab provides an overview of quotes done. By 

clicking on "Send" in the upper right corner the quotation is 

done and sent to the customer

2. A window opens with an offer number to be maintained 

optionally. Confirm the quote by clicking on "Send“
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CONFIRMATION

Upon sending RFQ to Voith, a summary of the quotation is shown

Process ends

Close the RFQ/the window

For supplier portal users: Click on "Back to Overview" to go back 

to the overview of all RFQs

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD
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Use Case – Sourcing
Quote with excel CBD - multipos

90

System view:

90

Quote with excel CBD -

multipos
Use Case  Quote with one excel CBD for all itemsContentSourcing Module
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OPEN RFQ

1. Click on the link provided in the e-mail

2. Login with your credentials provided in the e-mail or received 

when the account got created

ALTERNATIVELY

1. Click on the RFQ displayed in the RFQ Box

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos
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Participation

Read and/or agree to the documents (optional) to proceed with 

the quotation and click on "Next" in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos

General

Read general terms and conditions and click on "Next“
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Quote

The quote tab provides an overview of all items requested

To the right of each item an „Information“ icon is found. Click on it

to receive more information about the item. Close the window to

jump back to the overview

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos

Item related documents can be accessed by clicking on the blue

marked number in the column files or by downloading all item 

related files when clicking on the button „Download Documents“
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At the left side of the quote overview a section called “Export” can 

be found

1. Click on “Export Excel File” to provide information and prices 

for all items listed

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos

2. A new tab opens. Click on the file to open/ save it
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3. Fill in information/prices/costs. Careful, do not change 

rows/columns in the excel file - only add information/prices. 

Save the excel file

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos

4. After providing all relevant costs and information, import the file 

by drag and drop or browse in the section “Import”

NOTE

The excel file/CBD is uploaded immediately and displays either 

information about wrong inserted information/costs or states 

“Uploaded file has been successfully checked”. If information/ 

costs provided were wrong, please delete the old file, correct data 

and import the new file again

example
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6. Click on “Next” in the upper right corner to continue

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos

Review

1. The review tab provides an overview of quotes done. By 

clicking on "Send" in the upper right corner the quotation is 

done and sent to the customer

2. A window opens with an offer number to be maintained 

optionally. Confirm the quote by clicking on "Send“
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CONFIRMATION

Upon sending RFQ to Voith, a summary of the quotation is shown

Process ends

Close the RFQ/the window

For supplier portal users: Click on "Back to Overview" to go back 

to the overview of all RFQs

Click guideSystem view:

Use Case – Sourcing
Quote with excel CBD - multipos
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Use Case – Sourcing
Decline all items

98

System view:

98

Decline all itemsUse Case  Decline all items of RFQContentSourcing Module
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OPEN RFQ

1. Click on the link provided in the e-mail

2. Login with your credentials provided in the e-mail or received 

when the account got created

ALTERNATIVELY

1. Click on the RFQ displayed in the RFQ Box

Click guideSystem view:

Use Case – Sourcing
Decline all items
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Participation

Read and/or agree to the documents (optional) to proceed with 

the quotation and click on "Next" in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Decline all items

General

Read general terms and conditions and click on "Next“
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Quote

1. Click on the button "Decline all items" (x) in the upper right 

corner and comment a reason 

Click guideSystem view:

Use Case – Sourcing
Decline all items

2. Click on "Decline" to confirm the declining of the RFQ. The 

status changed to "Declined". The process ends
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ALTERNATIVELY

1. Open RFQ

2. Click on „Decline“ within the „Participation“ tab

Click guideSystem view:

Use Case – Sourcing
Decline all items

3. State a reason for the decline

4. Confirm the decline by clicking on the button „Confirm“
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Use Case – Sourcing
Decline single items

103

System view:

103

Decline single itemsUse Case  Decline single items of RFQContentSourcing Module
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OPEN RFQ

1. Click on the link provided in the e-mail

2. Login with your credentials provided in the e-mail or received 

when the account got created

ALTERNATIVELY

1. Click on the RFQ displayed in the RFQ Box

Click guideSystem view:

Use Case – Sourcing
Decline single items
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Participation

Read and/or agree to the documents (optional) to proceed with 

the quotation and click on "Next" in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Decline single items

General

Read general terms and conditions and click on "Next“
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Quote

1. Click on the button "Decline" next to the item/ material

Click guideSystem view:

Use Case – Sourcing
Decline single items

2. Add a reason to the text field and click on "Decline" to confirm it
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3. The status changes to "Declined"

Click guideSystem view:

Use Case – Sourcing
Decline single items

4. Open the next item by clicking on the item/material name (blue 

marked) or by clicking on the folder icon to the right

5. Perform your quote and click on "Save" in the upper right 

corner

NOTE

You may need to download an excel file for the CBD and upload 

the maintained file again. Careful, do not change lines/ columns 

in the excel file - only add information/ prices
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Review

The review tab provides an overview of quotes accepted/declined

1. By clicking on "Send" in the upper right corner the quotation is 

done and sent to the customer 

Click guideSystem view:

Use Case – Sourcing
Decline single items

2. A window opens with an offer number optionally to be 

maintained. Confirm the quote by clicking on "Send"
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CONFIRMATION

Upon sending RFQ to Voith, a summary of the quotation is shown

Process ends

Close the RFQ/the window

For supplier portal users: Click on "Back to Overview" to go back 

to the overview of all RFQs

Click guideSystem view:

Use Case – Sourcing
Decline single items
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Use Case – Sourcing
Messaging

110

System view:

110

RFQ collaborationUse Case  Handle messagesContentSourcing Module
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1. Go to RFQ overview and open an RFQ

Click guideSystem view:

Use Case – Sourcing
Messaging

2. Click on „Messages“ in the bottom right corner
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3. Click on „New Messages“ in the middle of the page or in the

top right corner

Click guideSystem view:

Use Case – Sourcing
Messaging
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A new message opens

The related RFQ is automatically linked to the message via „TAG“

The recipient is the creator/buyer of the RFQ at Voith and 

automatically inserted

4. Add a „Subject“ and „Enter your message“

5. Optionally, attach a file

6. Click on „Send“ in the upper right corner

Click guideSystem view:

Use Case – Sourcing
Messaging
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7. The message is sent to Voith 

Click guideSystem view:

Use Case – Sourcing
Messaging

8. Click on the message at the left to open it

9. Click on „Back“ to go back to the RFQ
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10. You are informed by e-mail if a new message is sent by Voith

Click guideSystem view:

Use Case – Sourcing
Messaging

CHECK FOR REPLY

11. Open RFQ
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12. Click on „Messages“ in the bottom right

Click guideSystem view:

Use Case – Sourcing
Messaging
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13. Click on the new message to display details

Click guideSystem view:

Use Case – Sourcing
Messaging

14. Click on the „Reply“ button to reply if necessary
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Use Case – Sourcing
Recall quote

118

System view:

118

Recall quoteUse Case  How to change quotes already sent/declined (recall quote)ContentSourcing Module

NOTE:

An RFQ can be edited if the state is "In Progress" 
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RECALL – after quotation

1. Navigate to RFQ overview and open RFQ (status „Quoted“)

Click guideSystem view:

Use Case – Sourcing
Recall quote

2. Click on „Recall“
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3. Click on „Recall“ to confirm

Click guideSystem view:

Use Case – Sourcing
Recall quote

4. You are navigated to the „Quote“ tab. Perform your quote and 

proceed until „Send“
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RECALL – after deletion

1. Open RFQ

Click guideSystem view:

Use Case – Sourcing
Recall quote

2. Click on „Recall“
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3. Click on „Recall“ to confirm

Click guideSystem view:

Use Case – Sourcing
Recall quote

4. You are navigated to the „Quote“ tab. Perform your quote and 

proceed until „Send“
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Use Case – Sourcing
Re-assign RFx

123

System view:

123

Edit responsibilities of RFxUse Case  Re-assign RFx/ change responsibilityContentSourcing Module

NOTE:

If the deadline isn´t reached, an RFQ can be re-assigned. 
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1. Go to RFQ overview and click on the „Silhouette“ icon located

at the right to the RFQ

Click guideSystem view:

Use Case – Sourcing
Re-assign RFx

2. Choose a user from the dropdown and click on „Assign“

3. The entry in the column „Responsible person“ changed to the

user selected. The user gets informed by e-mail
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Supplier Collaboration/ WebEDI

Order created in the ERP-system are available to the supplier electronically. Suppliers can enter

an order confirmation for the order in the portal and it is automatically transferred to the ERP-

system of the customer. It is possible to view & download documents attached to the order by the

customer

125
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Notes:

Following order states are available:

- Sent: state of order which is sent to the supplier, up to now no action by the suppliers

- Confirmed: supplier confirmed the whole purchase order 

- Delivered: goods receipt is booked for this purchase order, the flag 'delivered completely' is set

- Partially confirmed/ delivered: supplier confirmed only specific items in the PO/not all goods 

were received 

- Declined – Purchase order/cancellation or ‘Delivery Completed’ indicator was declined by the 

supplier

- Cancelled – Purchase order was deleted/canceled by the buyer

- Clearance pending - Changes were done by the supplier and the buyer needs to approve or 

decline those, the order confirmation of the purchase order is pending until the proposed 

changes are accepted by the customer

Purchase Order / WebEDI
Process

• Receive

information about

a new order 

arrived

OPTION A

• Enter portal via 

link

OPTION B

• Enter portal via 

MyVoith

• Check incoming

order

OPTION A: Confirm

order

OPTION B:

• Change order

• Decline order

New Order 

Arrived
Check Order

Order 

Processing
Order confirmed

OPTION A: Process

ends here

OPTION B:

• Changes are

accepted by Voith 

– process ends

here

• Changes are not 

accepted – start

over with 'Check 

Order'
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Use Case – Supplier Collaboration / WebEDI
One Time account (OTA)

127127

WebEDI
OTA & duration of the validity 

of one-time accounts
Module Use Case

 Explain one time account

 Sending access to WebEDI by purchaser
Content

System view:

2

Link: https:app11.jaggaer.com/order_request.php?ID=

Username: 1tr45xxxx

Passwort: o97xxxx

1
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1. You will receive an e-mail with the username and password 

(both one time) and a link to the platform

Click guideSystem view:

2. Open the link, type in the login credentials, and click on 'Login' 

to open the tab with the order overview

Use Case – Supplier Collaboration / WebEDI
One Time account (OTA)

Link: https:app11.jaggaer.com/order_request.php?ID=

Username: 1tr45xxxx

Passwort: o97xxxx

1tr45xxxx
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3. Proceed with order checking. For further information please go 

to next use case 'Confirming Pos'

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
One Time account (OTA)
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Use Case – Supplier Collaboration / WebEDI
Confirming POs

130130

WebEDI
Supplier view on confirming 

POs
Module Use Case

 Process description             - How to confirming POs

 Maintenance of POs
Content

System view:

1

2
3
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1. Click on the relevant order in the box or navigate via navigation 

bar to the orders (next slide)

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Confirming POs
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1. Click on the 'SCM-icon' (fifth icon) located in the taskbar on the 

left side of the homepage

2. Click on 'Purchase Orders Pure' and then 'Order List' to open 

the orders list

Click guideSystem view:

3. Choose the relevant order (Status needs to be: 'Sent orders') 

and click on the folder of the order to open it

Use Case – Supplier Collaboration / WebEDI
Confirming POs
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4. Type in the confirmation number in the box under Confirmation 

number or scroll down to Supplier confirmation number and 

type in the number to initiate the process for more than one 

position (if you have 10 for example you don´t need to type in 

the confirmation number 10 times, a supplier confirmation 

number is enough)

Click guideSystem view:

5. Click on 'Save and send back' next to the box of the Supplier 

confirmation number and then click 'Ok' in the tab that will 

open 

Order will be sent back to Voith

Use Case – Supplier Collaboration / WebEDI
Confirming POs
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Use Case – Supplier Collaboration / WebEDI
Order changes

134134

WebEDI
Order update, changes & 

tolerances
Module Use Case

 Accepting changes to the order

 Order confirmation: Order update & tolerances (e.g. change in delivery date)
Content

System view:

1

2
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1. You will receive an e-mail with the username and password  

and a link to the platform (see use case One Time Account)

Or

1. Login with your login-data

2. Open the link, type in the login credentials, and click on 'Login' 

to open the tab with the order overview

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Order changes
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A: Release the PO

Type in the Supplier confirmation number at bottom of the 

overview tab and click on 'Save and send back' to accept the 

changes

Click guideSystem view:

B: Change the order/ Tolerances

(example case Quantity: Supplier can deliver 1000 instead of 5)

Use Case – Supplier Collaboration / WebEDI
Order changes
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1. Change the Quantity from 5 to 1000

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Order changes

2. Click on 'Save and send back'
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3. Confirm the changes and send the order to the customer

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Order changes
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3. If a red information will open at the top left corner, check the 

Min allowed and the Max allowed to check the tolerances 

regarding this order

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Order changes

4. Adjust the changes according to the tolerances and click on 
'Save and send back'
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5. Confirm the changes/order and send it back to the customer

Click guideSystem view:

Use Case – Supplier Collaboration / WebEDI
Order changes

6. Information appears on the top left corner: Successfully saved
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Support

141



In case of user access questions, please contact 

myvoith@voith.com

+49 7321 37 3000

In case of user access questions, please contact 

myvoith@voith.com

+49 7321 37 3000

In all other cases, please contact

purone@voith.com

+49 7321 37 6823

In all other cases, please contact

purone@voith.com

+49 7321 37 6823
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