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What is this document about? 
This document serves as a handbook for registered suppliers. It provides 
information on advanced functionalities within the supplier portal, such as 
maintaining master data, managing certificates, and confirming purchase 
orders. 

How is the handbook structured? 
Each title represents a specific use case and is linked to the corresponding 
section in the document. By clicking on a title, you are taken directly to the 
relevant instructions. 

What is a use case? 
A use case illustrates a specific functionality and provides step-by-step 
guidance on how to perform it. 

How are the use cases structured?  
Each use case starts with an overview containing the key information, 
followed by detailed click-by-click instructions. 

 

 

Content Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Table of Contents 

The handbook is structured in a 
modular way, and navigation is 
based on use cases.  

By clicking on a box, users are 
taken directly to the starting 
point of the selected use case. 

2. Detailed Click-by-Click 
Instructions 
(Step-by-step guidance 
through the process/system) 

• System View: displays a 
screenshot for the respective 
step 

• Click Instructions: provides 
detailed guidance through the 
process 

Guide for Voith Suppliers 
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Content  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How do I navigate? 
Click on a use case in the table of contents to 
navigate directly to it. 

 

Use the icons in the top right corner to go to:  
Previous Chapter | Table of Contents | Next.  

  

 

Do you have any questions?  
Please click on the question mark to be redirected 
directly to our contact details. 

  

1. General Topics 
Update Company 
Information 

Dashboard –        
My PurONE 

Supplier Access Add Supplier 
Contacts 

Modules Use Case 

3. eSourcing & eAuctions RFX Overview Submit Quotation 
Submit Quotation 
via Excel (CBD) 

Submit Multi-
Position Quotation 
via Excel (CBD) 

Messaging 
Function within 
the RFQ 

eAuctions 

2. Certificates, Contracts & 
Documents Management  

Upload 
Certificates  

Update 
Certificates 

Submission of 
Additional 
Certificates 

Update Additional 
Certificates 

Self-Assessments – 
Completion and 
Access 

Supplier 
Evaluation Results 5. Supplier evaluation 

4. Purchase order 
management / WebEDI 

Receive a 
Purchase Order 
(PO) 

Manage Purchase 
Orders 

Confirm Purchase 
Orders 

Access All 
Purchase Orders  

Manage Supplier 
Contact Details 

Manage Roles of 
Supplier Contacts Handling Actions  

Process Overview 
eSourcing 

Use Case 
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1 General  Topics  
The general topics provide information on how to navigate the system and 
explain the functions of the dashboard elements in more detail. 

1.1 Supplier Access 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 
  
 
 
 
 
 
 
 
 
 
 

 
  

Option A 

Option A Option B 

After registering in PurONE, there are two ways to log in:  
Option A: Direct link to Jaggaer  
Option B: Log in via MyVoith with access to all Voith applications assigned to the user account. 

Click Instructions

2. Enter your login credentials for the supplier 
portal. 

 

https://jaggaer.voith.com/portals/voith/ 1. Use the direct link to JAGGAER. 
 

System View Click Instructions
 

System View Click Instructions
 

System View
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System View 

1. Visit the Voith website (www.voith.com). 
2. Click on Login. 
 
 

3. Click on MyVoith. 
4. Enter your MyVoith login credentials. 
5. If you do not yet have access to MyVoith, please follow the MyVoith registration steps. 

System View Click Instructions
 https://voith.com 

Click Instructions
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1.2 Dashboard - My PurONE 
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7 

9 

System View 
 

User-Symbol 
Person icon / User settings: Account settings, e.g., language (EN, PT, CN, and DE are retained), decimal 
separator, password changes. 

New Window 
Click on the new window icon in the upper-right corner to open a new window of the PurONE supplier 
portal. 

Click Instructions
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1.3 Update Company Information 

 
The “Primary Data” menu item contains information on how to change master data and 
how to add and edit contacts. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

1. Contains detailed information about the company profile. 
2. Refers you to the Supplier Handbook – this document – for later reference. 
3. Allows you to send an email to the PurONE team if you need support. 
4. Redirects you directly to the Voith “Supplier Ecosystem” website.  
5. Redirects you to the “Supplier Self -Assessment” page, where you can find the questionnaires and 

assessments you are required to complete. 
6. Contains purchase orders that have not yet been opened or viewed. In addition, canceled purchase 

orders are displayed for your information. 
7. Contains information provided by Voith. 
8. Contains detailed information about RFQs. 
9. Contains new or changed purchase orders that have not yet been confirmed and still require action. 
10. Contains actions assigned to you, which you can view, respond to, and process by providing the 

requested documents or information. 
 
 
 

Click Instructions
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Click Instructions
 
Basic Data 

1. Under the “Basic Data” menu item, the company’s address data can be edited.  
2. Click the “Save” button to store the changes in the portal.  
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In the ticket, you can see which data you have changed. To proceed with the change, you must upload an 
official document confirming the update. This can be either a document with an official, non-modifiable 
letterhead or a document issued by your bank. 

To upload a document, click on “Select file” and then click “Save .” The data will then be validated and 
updated in PurONE. 

 

You will then receive an email containing a link to a ticket. Please open the ticket via the link in the email. 

Click Instructions
 

System View 
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1.4 Add Supplier Contacts  

 

The screenshots shown in this chapter are based on a supplier account with 
administrator rights. Changes to company data should preferably be made using an 
administrator account, as this provides access to all available functions. 
 
The key differences are: 
 

 Administrators can create new users and assign administrator rights to them.  
 Non-administrators can create users but cannot assign administrator rights.  

 
 
 
 
 
 

 
 
 
 
 
. 
 
 
 
 
 

 
 
 
 
 
 
 
3. Click on the “Add New Contact” icon in the upper -right corner. 
 

System View 
 

1. Click on the “ Primary Data” icon (second icon) in the task bar on the left side of the homepage.  
2. Click on “Contact People” to open the contact overview.  

System View 
 

Click Instructions
 

Click Instructions
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4. Enter the required details for the new contact. 
5. Decide whether the contact person requires access to the Voith supplier portal. If yes, activate “Portal 

Access,” enter a username for the contact person, and select the checkbox for portal permissions / 
supplier rights. 
Note: Once created, the username cannot be changed. Please make sure to select the correct 
username. If changes are needed, a new user account must be created. 

6. Click “Save” in the upper -right corner to save the contact. 

Click Instructions
 
 
 
 

System View 
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1.5 Manage Supplier Contact Details  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

System View 
 

System View 
 

Click Instructions
 
 
 
 

1. Click on “Primary Data” in the task bar on the left side.  
2. Click on “Contact People” to open the contact overview.  
3.  
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1.6 Manage Roles of Supplier Contacts  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

I. Edit Supplier Contact Details 
1. Position the cursor to the right of the relevant row and click the pencil icon. 
2. Edit the contact details. 
3. Decide whether the contact person requires access to the Voith supplier portal. If yes, activate “Portal 

Access.” 
4. Enter a username for the contact person and select “Admin” to grant full permissions.  
5. Also select the “Supplier Rights” checkbox for portal authorization.  
6. Click “Save” in the upper -right corner to save the contact. 
 
 
 
 

Click Instructions
 

II. Edit Supplier Contact Roles 
1. Click on “Roles” next to the contacts in the upper -left corner. 
2. Click on the edit icon next to the respective roles. 

Click Instructions
 

System View 
 

Symbol für 
Hamburger-Menü
mit 
einfarbiger 
Füllung

Pfeil: Gerade mit 
einfarbiger Füllung

System View 
 



 

13  

 
 
 
 
 
 
 

1.7  Self-Assessments - Completion and Access 

Completion of the Self-Assessment 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on “Add Additional Responsibility” and enter the name or click on the search icon next to the field 
to view an overview of all your contacts. 

4. After selecting a contact, click “Save .” 
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System View 
 

Invitation E-Mail 
1. Click on the link provided in the invitation email. 
2. Log in using your login credentials. 
 

System View 
 

Click Instructions
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Click Instructions
 
 
Supplier Dashboard 
1. Select “Supplier Self -Asessment” to open the questionnaire.  

Systemansicht 

Click Instructions 

Answering questions 
1. After clicking on the first row, a small pop-up window opens on the right-hand side. 
 
2.  
 

Systemansicht 
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Access to Supplier Self-Assessment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Instructions 

3. Select the appropriate answer. Adding a comment or uploading files is optional, but it makes your 
response more meaningful. 

4. Click “Save & Next” to proceed to the next question.  

4. Complete the last question 
and submit all your responses 
to Voith by clicking “Save & 
Close.”  

 

System View 
 

Click Instructions
 

5. Confirm the pop-up window 
by clicking “Yes,” and the 

questionnaire will be 
completed. 

System View 
 

Click Instructions
 

System View Click Instructions 
 
E-Mail 
1. Click the link provided in the 

email. 
2. Log in using your login 

credentials. 
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1.8 Handling Actions  

 
 
 

 

System View 
 

Assessment & Self-Assessment menu 
Select Self-Assessment (Voith SSA HSE). 

System View 
 

Click Instructions
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Actions Box  
The “Actions” section is displayed when you log in. By clicking on the blue action names, the user can open 
their assigned actions. 

Click Instructions
 

System View 
 

Click Instructions
 
1. Navigate to the actions overview by clicking the 
“Requests” icon in the navigation bar and then 
selecting “Actions .”   

System View 
 

2. The actions overview displays various columns with details about tasks, such as name and timeframe. 
Action Name: Name of the action 
Owner: Creator of the action 
Assignee: Name of the recipient 
Timeframe: Period during which the action should be completed 
Files: Documents attached to the action 
Status: Status of the action 
Progress: Progress of the action 
Category: Category to which the action belongs 
Priority: Priority with which the action should be managed 
 
On the right-hand side, icons are available to manage actions. The pencil icon is used to edit an action, 
while the eye icon allows you to view an action. 
 

Click Instructions
 

Symbol für 
Hamburger-Menü
mit 
einfarbiger 
Füllung

Pfeil: Gerade mit 
einfarbiger Füllung



 

18  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 

Status of Actions 
“Open”: Open action that has not yet been 
processed. 
“Check”: Action that is currently under review by 
Voith. 
“Cancelled”: Deleted action 
“Done”: Completed action. 
 

Click Instructions
 
The action can be opened either by clicking on the action name or by clicking the edit (pencil) icon. 

System View 
 

Click Instructions
 
The left-hand section of the 
action contains all information 
provided by the buyer for this 
action. Please review this section 
carefully to obtain all details. 

On the right-hand side, you can 
enter your feedback and provide 
a response to the action. 

After completing the task, set the 
status to “Check” to inform the 

owner that the action has been 
processed. 

System View 
 
 

System View 
 

Click Instructions
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At the bottom of the action 
information, there is a comment 
field. Responses are entered in 
the portal and notifications are 
sent by email. 

System View 
 

Click Instructions
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2 Certificates, Contracts & 
Documents Management  

 

2.1 Upload Certificates  

 
 
 
 

 
 
 
 
 
 
 
 
 
 

To store certificates in the supplier profile, proceed as follows after logging in: 
1. Click on “Company Profile .” 
 

System View 

 

Click Instructions
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2. Open the “Certificates” tab . 
. 

Click Instructions
 

System View 
 

Click Instructions
 3. For each certificate type, indicate whether the certificate is available. If the certificate is available, enter the validity 

period and upload the corresponding certificate. 
4. After providing all relevant data, click “Save & Next” to submit the certificates to Voith.  

System View 
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2.2 Update Certificates 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3 Submission of Additional Certificates  

 
 
  

 
 
 
 
 
  
 
 
 
 
 
 
 
 
 

 
 
 

If a Voith buyer requires 
additional certificates, they can 
request them. In this case, you 
will receive an email notification. 
 
1. Please first log in to the 

supplier portal using the first 
link provided in the email. 
 

2. Then use the second link to 
provide the requested 
certificates. 

System View 
 

System View 
 

Click Instructions
 

When certificates expire, you will receive an automatic reminder email. 
Use the link in the email to access the relevant section and update the certificates as described in Section 
3.1. 
 

Click Instructions
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2.4 Update Additional Certificates  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter the validity period, upload the requested certificate, and select “Send back to Voith.”  Then click 
“Save” to submit the information. 

 

System View 
 

Click Instructions
 

1. When the additionally 
requested certificates expire, 
you will receive an email 
notification. 

2. Click the link provided in the 
email. 

System View 
 

Click Instructions
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System View 
 

Click Instructions
 3. Once the relevant view opens, you can update the validity period and upload the corresponding 

document. 
4. Then select “Save” to send the updated version to Voith.  
5. The responsible Voith contact person will be notified once the document has been updated. 
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3  eSourcing & eAuctions  
 

3.1 Process Overview eSourcing 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.2 RFX Overview 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RFQ Box 
The “WORKLIST – RFQs” field 

(open RFQs) is one of the sections 
displayed when logging in. 
By clicking the blue RFQ number, 
users can open the latest available 
RFQs assigned to them. 
NOTE 
The term RFX includes both RFI 
and RFQ. 
In PurONE, the commonly used 
term for a request is RFQ. 
 
RFQ = Request for Quotation 
RFI = Request for Information 

System View 
 

Click Instructions
 

Completed or 
revised version 
with updated 
specifications 

The supplier 
reviews the 
quotation 
details and 
price(s) and 
submits the RFQ 
back to Voith 
Procurement  

Request for 
Quotation 
received –  RFX 

Acceptance 
and provision 
of general data 

Prepare cost 
estimate / 
quotation 

Submit cost 
estimate / 
quotation 

Completed or 
revised version 
with updated 
specifications 

The supplier 
reviews the 
general 
information and 
agrees to the 
General 
Purchasing 
Conditions 

The supplier 
provides costs 
and additional 
information 
based on the 
request 
template and on 
an item-by-item 
basis 
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RFQ Overview 
1. Navigate to the overview of 

requests by clicking the 
“Requests” icon in the 

navigation bar and then 
selecting “RFX Overview.”  

 

2. The request overview displays various columns with details about the requests, such as name and 
deadline. 

 
“RFQ No.”  = Internal RFQ number 
“Version”  = RFQ version 
“Name”  = Name of the request 
“Quote Status”  = Status of the request 
“Responsible Person”  = Creator / buyer of the request at Voith 
“Deadline”  = Date until which quotes can be submitted to Voith 
“Items”  = Number of items included in the request 
“Messages”  = Number of messages exchanged in relation to the request 
 
Icons on the right-hand side 
Pencil icon = Edit RFQ 
Folder icon = Open RFQ 
Silhouette icon = Assign RFQ 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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Quote Status 
 
New – Newly received RFQ that has not yet been 
opened. 
In Progress – RFQ has been opened but no quote 
has been submitted yet. 
Quoted – Quote has been submitted and sent back 
to Voith. 
Declined – RFQ has been declined by the supplier. 
Cancelled – RFQ has been cancelled by Voith. 
Expired – RFQ has expired and no quote was 
submitted. 

RFQ Access 
RFQs can be opened by clicking on one of the following options: 
1. the RFQ number (RFQ No.), 
2. the Name (both displayed in blue), or 
3. the Folder icon located to the right of the request. 
 

RFQ Display 
In the RFQ overview, ten RFQs are displayed by default on the first page. 
By clicking the “Display” dropdown field, up to one hundred requests can be shown. 
The selected settings are saved for the current view. To display additional requests, use the navigation 
controls in the upper-right corner. 

System View 
 

Click Instructions
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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+  
 
 
 
 
 
 
 

RFQ Search 
1. In the upper-right corner, you will find a filter icon and a magnifying glass. Click the magnifying glass to 

search for RFQs. 
 
 

2. A search field opens. Enter your search term and press “Enter.”  
 
 

3. Only matching requests are displayed. 

System View 
 

System View 
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
 

Click Instructions
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2. Remove the selection of the non-relevant quote statuses and click “Apply.”  

4. Remove the filter by clicking the “X.”  
 

RFQ Filter 
1. By clicking the “Filter” icon, the overview can be filtered by responsibility “All” or “Mine ,” as well as by 

the request status (All or individual entries). 
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
 

Click Instructions
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3.3 Submit Quotation 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

3. The list of displayed RFQs is limited to the applied filter. 

System View 
 

1. Click the link provided in the email. 
2. Log in using the credentials you received in the email or the credentials provided when your account 

was created. 

System View 
 

Click Instructions
 

Click Instructions
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Alternative 
OPTION 1 
Log in to the portal and click on the most recently received RFQ. 
A new tab titled “Participation” will open.  

Alternative 
OPTION 2 
Log in to the portal and click “Requests” and then “RFQ Overview” in the navigation bar.  
Click on the most recent RFQ. 

System View 
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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General: Please review the general terms and conditions and click “Next.”  
Optional: You may add a comment or upload a file related to the quotation at header level. 

Participation 
Review and/or accept the documents (if required) to proceed with the quotation and click “Next” in the 
upper right corner. 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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Quote 
The “Quote” tab provides an overview of the items/materials requested for quotation:  
 
MATERIAL NAME – Name of the requested material 
FILES – Item-related attached files 
QUANTITY – Requested quantity 
UNIT – Unit of the item 
PRICE UNIT – Unit on which the requested price is based 
UNIT PRICE – Quoted unit price 
TOTAL PRICE – Quoted price multiplied by the quantity 
STATUS – Current quotation status per item 
 
1. Click on the material name highlighted in blue to open the details of the requested item/material or 

click the folder icon on the right-hand side to open the item details. 

On the left-hand side, the item details are displayed. 
Optionally, item-related documents can be downloaded in the “Files” section.  
Under “Comment ,” you can leave a comment related to the item. 
 
2. Prepare your quotation by entering the price for the specified price unit. If required, you may need to 

download an Excel file for the CBD (Cost Breakdown / template) and upload the completed file 
afterward (see use case “Quotation with Excel CBD”).  

3. Once the quotation is complete, click “Save” in the upper -right corner. 

System View 
 

Click Instructions
 

Click Instructions
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If the quotation contains more than one item, you will automatically be redirected to the next item after 
completing the quotation for the first one. Once quotations have been created for all items, an overview of 
all quotations is displayed. 
Review 
1. The “Review” tab provides an overview of the created quotations. By clicking “Send” in the upper -right 

corner, the quotation is finalized and sent to the customer. 
2. A window opens where you can optionally enter a quotation number. Confirm the quotation by clicking 

“Send .” 

System View 
 

System View 
 

Click Instructions
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ALTERNATIV – Decline all items   
 
1. Open the RFQ. 
2. Click “Decline” on the “Participation” tab.  

System View 
 

System View 
 

Click Instructions
 

Confirmation 
After submitting the quotation to Voith, a summary of the quotation is displayed. 
 
Process completed 
Close the RFQ / window. 
For supplier portal users: Click “Back to the overview” to return to the overview of all RFQs.  

Click Instructions
 

Symbol für 
Hamburger-Menü
mit 
einfarbiger 
Füllung

Pfeil: Gerade mit 
einfarbiger Füllung



 

36  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ALTERNATIVE – Decline Individual Items 
Quote 
1. Click the “Decline” button (“X”) next to the respective item/material.  

2. Enter a reason in the text field and click “Decline” to confirm.  

3. Select a reason for declining. 
4. Confirm the rejection by clicking “Confirm .” 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
 

Click Instructions
 

Symbol für 
Hamburger-Menü
mit 
einfarbiger 
Füllung

Pfeil: Gerade mit 
einfarbiger Füllung



 

37  

3.4 Submit Quotation via Excel (CBD)  

 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

OPEN RFQ  
1. Click the link provided in the email. 
2. Log in using the credentials you received in the email or when your account was created. 
3. Click the RFQ displayed in the RFQ box. 

Participation 
Read the documents and/or accept them (optional, depending on what the buyer has defined) to proceed 
with the quotation, then click “Next” in the upper right corner.  

System View 
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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2. In the middle of the page, under “Export ,” an Excel file for quotation purposes can be downloaded. Click 
“Export Excel File” to obtain item -related information and prices. 

 
On the left-hand side, the item details are displayed. 
Optionally, item-related documents can be downloaded from the “Files” section.  
In the “Comment” section, it is possible to leave a comment regarding the item.  

Quote 
1. Click the blue-highlighted material name to access the details of the requested item/material or click 
the “Folder” icon on the right to open the item details.  

System View 
 

System View 
 

General 
Read the general terms and conditions and click “Next .” 
 

Click Instructions
 

Click Instructions
 

Click Instructions
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4. Enter the required information / prices / costs. Please make sure not to change or delete any rows or 
columns in the Excel file; only add the requested information and prices. 
Save the Excel file afterwards. 

3. A new browser tab will open. Click on the file to open or save it. 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
 

System View 
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5. After entering all relevant costs and information, upload the file by dragging and dropping it or by 
browsing for the file. 
 

NOTE 
The Excel file/CBD is uploaded immediately and will either display information about incorrectly entered 
data/costs or the message “Uploaded file has been successfully checked.”  
If the entered data or costs are incorrect, please delete the uploaded file, correct the information, and 
upload the revised file again. 

6. Click “Save” in the upper right corner to proceed.  
NOTE 
If the quotation contains more than one item, you will be automatically forwarded to the next item after 
completing the quotation for the first one. 
Once quotations for all items have been created, an overview of all quotations will be displayed. 

Click Instructions
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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Review 
1. The “Review” tab provides an overview of the quotations you have created. By clicking “Send” in the 

upper right corner, the quotation is finalized and sent to the customer. 
2. A window opens where you can optionally enter a quotation number. Confirm the submission by 

clicking “Send.”  

CONFIRMATION 
After submitting the quotation to Voith, a summary of the quotation is displayed. 
Process completed 
Close the RFQ / window. 
For Supplier Portal users: Click “Back to overview” to return to the overview of all RFQs.  

System View 
 

System View 
 
 
 
 
 

Click Instructions
 

Click Instructions
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3.5 Submit Multi-Position Quotation via Excel (CBD)   

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OPEN RFQ 
1. Click the link provided in the email. 
2. Log in using the access credentials you received in the email or those you created when setting up your 

account. 
ALTERNATIVELY 
1. Click on the RFQ displayed in the RFQ box. 

Participation 
Read the documents and/or agree to them (optional, depending on the buyer’s settings) to proceed with 
the quotation, then click “Next” in the upper right corner.  

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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General 
Read the general terms and conditions and click “Next .” 

Quote 
The “Quote” tab provides an overview of all requested items.  
To the right of each item, you will find an information icon (“i”). Click it to view additional details about the 
item. Close the window to return to the overview. 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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Item-related documents can be accessed by clicking the blue number in the “Files” column or by 
downloading all item-related documents using the “Download documents” button.  

On the left-hand side of the quote overview, you will find the section “Export .” 
1. Click “Export Excel file(s)” to provide information and prices for all listed items.  

2. A new browser tab will open. Click on the file to 
open or save it. 

System View 
 

System View 
 
 
 
 
 

System View 
 

Click Instructions
 

Click Instructions
 

Click Instructions
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3. Enter the required information, prices, and costs. Please make sure not to modify any rows or columns 
in the Excel file; only add information and prices in the designated fields. Save the Excel file afterwards. 

4. After entering all relevant costs and information, import the file by drag & drop or by browsing in the 
“Import” section.  

NOTE 
The Excel file/CBD is uploaded immediately and will either display information about incorrectly entered 
data/costs or the message “Uploaded file has been successfully checked.”  
If any information or costs were entered incorrectly, please delete the uploaded file, correct the data, and 
import the updated file again. 
 
5. Click “Next” in the upper right corner to proceed . 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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CONFIRMATION 
After submitting the request to Voith, a summary 
of the quote is displayed. 
 
Process completed: 
Close the request / window. 
 
For users of the supplier portal: 
Click “Back to overview” to return to the overview 
of all requests. 

Review 
The “Review” tab provides an overview of the created quotes. By clicking “Send” in the upper right corner, 
the quote is created and sent to the customer. 
A window opens where you can optionally enter a quote number. Confirm the submission by clicking 
“Send.”  

System View 
 

Click Instructions
 

Click Instructions
 
After a quote has been submitted, you can click on the RFQ again to withdraw your quote and submit a 
new one. 
By clicking “Recall ,” the original quote is withdrawn and can be revised. 

System View 
 

Click Instructions
 

System View 
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3.6 Messaging Function within the RFQ 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Go to the RFQ overview and open an RFQ. 
 

2. Click on “Messages”  in the lower-right corner. 
 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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3. Click on “New Message” in the center of the page or in the upper -right corner. 

System View 
 

System View 
 

Click Instructions
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7. The message is sent to Voith. 

A new message window opens, and the related RFQ is automatically linked to the message via a tag. 
The recipient (the creator/buyer of the RFQ at Voith) is inserted automatically. 
4. Add a Subject and enter your message in “Enter your message .” 
5. Optionally, attach a file. 
6. Click “Send” in the upper -right corner. 

System View 
 

Click Instructions
 

System View 
 

Click Instructions
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8. Click on the message on the left-hand side to open it. 
9. Click on “Back” to return to the RFQ.  

10. You will be notified by email when a new message from Voith is sent. 

CHECK FOR RESPONSE 
11. Open the RFQ. 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
 

Click Instructions
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3.7 eAuctions 

Participation in an Auction with a PurONE User Account  

 
 
 
   
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

To participate in the auction, you will receive an invitation email from Voith as a supplier containing the 
access details for the auction. This email also includes information about the auction start and end time. 
Option 1: 
1. Click on the link in the email. 
2. Enter your login credentials and click “Login.”  

Option 2: 
1. Click on the Requests icon in the taskbar on the 

left-hand side of the homepage. 
2. Click on “eAuctions.”  

System View 
 

Click Instructions
 

System View 
 

Click Instructions
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eAuctions - Documents 

 
 
 
 
 

 
  

 
 
 
 
 
 
 
 
 
 
 

 
 

1. If documents are attached to the auction, you can open them by clicking on the link. 
2. If required, confirm that you agree with the attached documents by checking the corresponding 

checkbox. 
3. Once you have reviewed and confirmed the attached documents, click “Next Step.” ). 

1 

4 

5 

6 

System View 
 

Option 2: 
This overview displays all auctions to which a user has been invited. 
You can open an auction by simply clicking on the name of the event. 
After selecting an auction, the auction monitor will be displayed. 
This is explained in more detail in the following use cases. 
Note:  
Each auction has a unique auction number. This number is also included in the invitation email. You can 
identify the correct auction by searching for the corresponding auction number in the system. 
If more than one auction exists with the same number, always participate in the active auction. 
An active auction is indicated by a green icon. When you hover over this icon, the status will be shown as 
“running” or “checking.”  

System View 
 

Click Instructions
 

2 

Click Instructions
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eAuctions - Dutch Ticker 

 
 
 

 

 
 
 
 
 
 
 
 
 

 
 
 
 

1. Review the prefilled company data and check that all information is correct. Make any necessary 
updates to the company details. 

2. Click “Next Step” to access the auction monitor.  
 

If the auction has not yet started, the remaining time until the auction begins is displayed as a countdown. 

Note: If the auction has not started, it is not possible to view price levels or place bids. 

System View 
 

Click Instructions
 

System View 
 

Click Instructions
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1. When the auction starts, the prices for the items become visible. In addition, a “Bid” field appears for 
each item. 

2. The remaining time for the currently displayed price level is shown as a countdown. 
 

1. When a price level is 
displayed that you would like 
to accept and confirm, click 
“Bid .” 

2. Confirm that you want to 
submit the price by clicking 
“OK” in the pop -up window. 

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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600,

000 

As soon as a participant places a bid, the auction for that position is closed (first come, first served). 
If the auction is closed and you were the first to accept the price, a green check mark will appear next to 
your bid. This means you are the winner for this position. 
 

 
 
If another supplier accepted the price first, a red symbol will appear. This means you are not the winner 
for this position.  
 

 
The remaining positions may still be subject to further bidding or development. 
 
 
 
 
 
 
 
 
 
 
 
 
 

System View 
 

Click Instructions
 

System View 
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Auction Monitor - Englisch Dynamic Auctions 

 
 

 

 

1. If the auction has ended and another participant accepted the price first, that participant has won the 
nomination. A red symbol is displayed for this position. 

2. Once all positions in the auction have ended, the message “The auction is no longer running!” is 

displayed. 
3. You can leave the auction by closing the auction monitor. 
 

System View 
 

Click Instructions
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If the auction has not yet started, the remaining time until the start of the auction is displayed as a 
countdown. 
At this stage, it is not yet possible to place a bid. 
The minimum and maximum bid increments are shown, as well as the rules for the automatic extension of 
the auction. 

System View 
 

Once the auction has started, the remaining time is counted down and bids can be placed. 
The bid field is prefilled with the individual starting price (prices from the initial offer) and can now be 
reduced. 
1. To lower the price, enter your new bid and click “Bid.”  
2. Confirm your bid by clicking “OK” in the pop -up window. 
The bid is applied immediately, and any changes to your competitive ranking are displayed. To place 
another bid, simply enter a new bid value and click “Bid” again.  

Click Instructions
 

Click Instructions
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You can view your ranking for each position at any time. Changes in ranking are displayed immediately. 
If two suppliers submit the same price, the supplier who confirmed the price first will be ranked ahead. 

System View 
 

System View 
 

If a supplier submits a (new) best bid within a defined time before the end of the auction, the auction will 
be automatically extended (see slide 18). 
This means there is no time pressure in the final seconds. The auction can be extended, based on the 
settings defined by Voith. 
 
 

Click Instructions
 

Click Instructions
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1 

The auction ends only once no further (best) bids are submitted. 
Please remain in the auction until it officially ends to avoid misunderstandings or unintended ranking changes. 
 
If the auction ends and you are ranked first, you have won the auction. 
In all other cases, you have not won the auction. 
 
Once the message “The auction has ended, no more bids will be accepted!” is displayed, you may leave the event by 
closing the auction monitor. 

System View 
 

Click Instructions
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Auction Monitor - Hongkong-Ticker 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Before the auction starts, a countdown shows the remaining time until the auction begins. 
Bidding is not yet possible. 

System View 
 

Once an event starts, the remaining time for the currently displayed price level is shown as a countdown. 
1. You must place a bid for each price level. 
2. Confirm your bid by clicking “OK” in the pop -up window. 
The timer then runs until the next step is displayed, which must be confirmed again. 
If you do not click on a step, this means that you accept the currently displayed price.  

System View 
 

Click Instructions
 

Click Instructions
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4  Purchase Orde r M a n a g ement  / 
WebEDI  

The purchase order is issued by Voith, and the order confirmation is provided by 
the supplier electronically via PurONE. Any documents attached to the purchase 
order by the customer can be viewed and downloaded. 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
  

• Sent: Status for new purchase orders that have not yet been processed by the supplier. 
• Confirmed: The purchase order has been fully confirmed by the supplier. 
• Delivered: Goods receipt has been fully posted for all items of this purchase order. 
• Partially confirmed / delivered: Only some items have been confirmed by the supplier and/or the 

purchase order has been only partially delivered. 
• Declined: The purchase order has been declined by the supplier. 
• Cancelled: The purchase order has been cancelled by Voith. 

New or 
modified 
purchase 
order 

Review and 
process 
purchase 
orders 
(suppliers) 

Order 
processing    
(at Voith) 

Order 
confirmed 

Receive 
information 
about a new or 
changed order. 
 
Access the order 
via the link 
provided in the 
email / through 
the portal 

Review order 
 
Option A:  
- Confirm as 
ordered 
 
Option B: 
- Confirm with 
changes. 
 
- Reject order 

Option A: 
- The process 
ends here 
 
Option B: 
- Changes are 
accepted by 
Voith – the 
process ends 
here 
- Changes are 
not accepted – 
restart the 
process at 
“Review order”  
 

The following purchase order statuses are available: 
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4.1 Receive a Purchase Order (PO)  

 
 
 

 
 
 
 
 
 
 
 
 
  

1. You will receive an email notification for a new or updated purchase order, including a link to the order. 
2. Open the link, enter your login credentials, and click “Login” to access the purchase order.  

 

 

System View 
 

Click Instructions
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4.2 Manage Purchase Orders  

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

1. Continue by reviewing the entries in the box “New or changed orders” (Worklist – New or changed 
orders). This section contains all new or modified purchase orders that have not yet been confirmed. 

2. Open and review the header 
documents (opening these 
documents is a mandatory 
prerequisite for submitting an 
order confirmation). 

3. Download any additional 
documents / drawings, if 
available. 

 
 

3

2

System View 
 

System View 
 

Click Instructions
 

Click Instructions
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4.3 Confirm Purchase Orders  

 
 
 

 
 
  

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you can confirm the order 
without any deviations, simply 
click “Save and send back” to 
confirm the order. 
 

If you make changes to the order as part of the order confirmation, the buyer will be informed and will 
review your entries. 
1. Please check the requested delivery date. If you cannot meet this date, enter the feasible delivery date 

using the calendar function. You can use the blue arrow to apply the changed delivery date to all items. 
2. Please check the ordered quantity. If partial deliveries are required, enter them using the “Split” 

function. Please note that even in the case of partial deliveries, the total confirmed quantity must 
match the originally ordered quantity. 

3. Please check the price and any additional conditions. Adjust if necessary. 

3
5

6

8

8

5

7

6

System View 
 

Click Instructions
 

System View 
 
 
 

Click Instructions
Click Instructions
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4.4 Access All Purchase Orders  

 
 
  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

If you want to access orders after submitting the 
confirmation, you can find all orders in the “Order 
List.”  
If the goods receipt has not yet been posted by 
Voith, you can still change the order confirmation 
you submitted. 
1. Click on the “SCM” icon in the task bar on the 

left-hand side of the homepage. 
2. Click on “Direct Purchase Orders” and then on 

“Order List” to open the order list.  

1. Click on “All” (All View) to get an overview of all orders, regardless of their status.  
2. Using the filter icon on the right-hand side, you can filter the list by various criteria, for example by 

order number or your confirmation number. 

System View 
 

Click Instructions
 

System View 
 

Click Instructions
 
 

4. Please use the “Remarks” field to pass comments, notes, or additional information on to the buyer.  
5. Please enter your order confirmation number under “Confirmation .” If you enter it in the “Supplier 

confirmation number” field at the bottom, it will be applied to all items and does not need to be entered 

separately for each position. 
6. You can reject individual items or the entire order using the “Decline” button (button at the bottom).  
7. By clicking “Save and send back ,” you submit your order confirmation to Voith. 
8. Additional information: 

You can choose whether to confirm an item by selecting the checkbox. 
By default, all items are selected. 
Items that have already been confirmed do not need to be confirmed again. 
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5 Supplier Evaluation  
If an evaluation is made available to you in PurONE, you will receive an 
email notification. 
The following use case explains how to access the corresponding 
information. 
 
 

5.1 Supplier Evaluation Results 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E-Mail 
1. Click the link provided in 

the email. 
2. Log in using your login 

credentials. 

System View 
 

Click Instructions
 

System View 
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6  Support  
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

Supplier Evaluation Details 
1. Evaluated criteria (criteria set) 
2. Overall result with detailed evaluation 
3. For further questions, please contact the purchasing contact person named in the email 

If you have any questions, please contact: 

 
PurONE@ voith.com   
 
 
 

+49 7321 37 6823 
 

Questions  

System View 
 

Click Instructions
 
 

Click Instructions
 
 
 
 
 

Evaluation and Self-Assessment Menu 
Select your most recent supplier evaluation (in the example: VOITH PAPER Supplier Evaluation PM). 
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Voith Group 
Corporate Procurement Digitalization 
St. Poeltener Strasse 43 
89522 Heidenheim, Deutschland 
 
Contact: 
Tel. +49 7321 37 6823 
PurONE@voith.com  
www.voith.com 
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https://www.linkedin.com/company/voithgroup
https://www.youtube.com/voithgroup
https://www.facebook.com/VoithGlobal
https://www.instagram.com/voithgroup
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