Supplier Guide



Glossary

Job Purchase Order (PO)

Think of it as an electronic folder which contains the RFQ, A Purchase Order contains the statement of work that the
your Quotes and Purchase Orders. The Print Manager runs Print Manager is requesting you to complete. The origin of a
the Job’s workflow and you are notified whenever your atten-  Purchase Order is typically a quote that you have submitted.
tion is required. You have the opportunity to accept or decline a PO before

commencing work.

Print Specification

A specification contains the detailed requirements for a Job. S h | p pl n g
A specification is attached to Requests For Quote and Pur- Once the agreed work has been completed you should let
chase Orders. your Print Manager know its delivery details by entering ship-

ping information against the Purchase Order.
Request For Quote (RFQ)

An RFQ contains a print specification and the quantities that
your Print Manager wants to obtain pricing for. When you are
sent an RFQ you will receive an email notification informing
you of this. You can click the link in the email and are taken
directly to the RFQ screen from where you can view the
specification and enter your quote.

Quote

A quote is a your response to an RFQ. It contains the pricing
information that you have given to the Print Manager. If your
quote is the winning bid you will be sent a Purchase Order.
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Cheatsheet - Job Process

You will receive an RFQ
from the Job Manager

Input Your Quote

Review the specification and input
your pricing information (quote).
Page 5

You will be informed if your quote
was the winning bid

A

Accept the Purchase Order

If your quote was the winning bid you
will receive an email telling you that you

have a PO that needs your attention. Page 6

You may begin production of the Job

\

Enter Shipping Details

Once the work has shipped you should
enter the shipping details into the PO so
that the manager is kept up-to-date.

Page 6

You may begin production of the Job
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Getting Started

Accessing Mtivity

The system can be accessed through any web browser at:
https://www.mtivity.com/apps/DclLogin.csp

t o,
mtivity
Home  ProductSet  OurExpertise  Clients Integration  Contact

Please enter your Username and Password
below to access your account.

Usemame:
L ——— I
Password:
I

Forgot your Username or Password?

Enter your secure Username and Password in the fields
provided and click the Login button to gain access to your
account.

If you don’t have a username or password yet please con-
tact the Print Manager.

Forgotten Your Password?

You can have your password reset and emailed to you by
clicking the Forgot Password link on the login page.

Having Trouble?

Our helpdesk can be reached at support@mtivity.com
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RFQs & Quotes

Your RFQ

You will receive a new email informing you that you have a
new RFQ.

Dear Test,

You have a request to quote on the following Job:
Job Number: HD-00021-DM
Job Name: Training Walk Through

RFQ DETAILS:

Number: 000029

Name: Quote Required: Training Walk Through
Respond By: 17 Jul 2012 17:30

You can submit your quote by clicking:
https:fweb1 mtivity. com/apps/DecLogin.csp?pageParameters=AG4 505VaiaRia5yK

Click the link to login to Mtivity

Home  ProduetSet  OurExpertise  Clients  Integration  Contact

Please enter your Username and Password
below to access your account.

Enter your login details and you will be taken directly to the
RFQ screen. You don’t have to enter your quote immediately
but please note the close date in the yellow box at the top -
this is when the Print Manager requires a response by.

0ﬂﬂ

Quote Details (RFQ 000032)
RFQ closes in 2 days 1 hour 56 mins
17l 2012 17:30)

e Enter Quote || | Decline to Quote

RFQ To: Tost Suppler 6
Rapid Print

Subject:  Quote Required: Training Walk Through
PrintSpec: L. (000058
View

Your Quote e

91 Quantity of 10,000: Enter Quote  Additional Units of 1,000: Not Submitted

Total Cost: Total Additional Cost:

2 Quantity of 20,000: Not Submitted  Additional Units of 1,000: Not Submitted

1) The option to print the full RFQ can be used if you wish
to take it offline for review before submitting your quote. The
printable view also contains all the specification information
you need.

2) The specification and any files the Print Manager wants
you to see will be attached. Click View or Download to
access these. Please note that sample information is usually
contained within the specification.

3) Both the Enter Quote link and button will take you to the
same page to enter your quote. You can also choose to
Decline to Quote - the system will then prompt you for a
reason.

Your Quote

After you have clicked Enter Quote you will be taken to the
screen where you can input your pricing information.

Enter Quote (RFQ 000032)

_Sena | _Cancel |

o Total Cost:

1 Quantity of 10,000: |

‘Show RFQ Detalls
Your Quote

Total Additional Cost:
Additional Units of 1,000: $

2 Quantity of 20,000: |

—
e e

Additional Units of 1,000: $

eﬂ@

1) Enter your quote in the fields provided. The quantities
asked for will differ from Job to Job and sometimes a price
for an additional quantity band will be required too. There
may also be a question to answer such as your capacity or
the paper supply.

2) If you have a reference number from your internal system,
a message for the Print Manager, or any file to upload you
can enter them here and the Print Manager will be able to
view them.

3) Once you have completed your quote, click send and your
pricing will be submitted to the Print Manager.

What Next?

You will be informed if your bid was unsuccessful. If your bid
was successful you will receive a Purchase Order.

Don’t forget - you can login to the system at anytime to see
all your Quotes and Purchase Orders and their statuses
across all your Jobs.
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Purchase Orders and Shipping

Your PO

You will receive a new email informing you that you have a
new Purchase Order.

Dear Test,

The Purchase Order 000018 has been sent on job: Training Walk
Through

FURTHER INFORMATION:
Log in and view the Purchase Order details by clicking URL:
https=fweb1.mtivity.com/apps/DeLogin.csp?pageParameters=AG4505Va1aRig5yK

Click the link and login to Mtivity. You’ll be taken directly to
the PO.

Purchase Order 000018

[prot | [oa |
[ 3 Y o

To: Test Supplier 5
Rapid Print

Purchase Order: 000018]

Status Received
Date: 15 Jul 2012]
Job Name:

Job Number:

Training Walk Through
HD-00021-DM

No: ‘ Item: Net Total: Sales Tax: Total:

0001 Training Walk Through (000030) 20000

Quote: Training Walk Through
Print Spec:

. Promational Gaps (000068)
View

|q|g:|||nm=-t

View Pricing $880.00 Nt Incl, 5880.00

Net Total: 8850.00

Sales Tax: 5000

Total: $850.00

1) Print will generate a printable version of the Purchase
Order, including specifications, in a consolidated view.

2) You can also view the specifications and any artwork for
each line item here.

3) You must Accept or Decline this Purchase Order. After do-
ing so you will get a pop up where you can give a message
or upload any files for the Print Manager if required.

The Print Manager will be notified that you have accepted

or declined the PO and they will update the Job’s status
accordingly.

Update Shipping
When ready, you will be required to update the Shipping
information for your Job.

Access the Purchase Order that contains the Iltem you have
shipped using either the original email link, or you can just
login at anytime and click on the relevant Purchase Order
from your overall dashboard view.

Purchase Order 000018

0 Shipping | | Print | | Back |

To: TestSupplier 5
Rapid Print

[Purchase Order: 000018|
status. Accepted
Date: 15 Jul 2012]
[Job Name:

[Job Number:

Training Walk Through|
HD-00021-DM

No: Item: ‘ Qty: ‘ Unit Cost:

View Pricing $890.00 Not Incl. $890.00

Net Total: ‘Sales Tax: Total:

0001 Training Waik Through (000030) 20,000
Quote: Training Walk Through
Print Spec:
. Promotional Gaps (000066)
View

Net Total: $880.00

Sales Tax: 80,00

Total: $890.00

: Delivery Address: |
83 Victoria Street 24 Acacia Avenue
Victoria London

United Kingdom
United Kingdom W3 6TF

This shows all the line items in the Purchase Order you can
update shipping information for every item at once.

Purchase Order 000018 Shipping Details New Shipments (All | | Back

No: ftem: Ordered:  Shipped (Remaining): Shipped On:

0001 Training Walk Through (000030} 20,000 New

POD Reference:

1) Click the New Shipments (All) button to enter Shipping
information.

New Purchase Order 000018 Shipping | Save | | Cancal |
No: ltom: D Reforence:

0«: ‘Shipped Remaining}: Shipped On: Address:
0001 Training Walk Through (000030} ] (o000 |15Imzoz | [ - 070
Select: Fles

O shipping comploted

1) If Shipping only part of the order, enter the quantity being
shipped here. If shipping the whole order, or the last part of
the order, enter the quantity and check the Shipping Com-
plete checkbox. You can just click the quantity in brackets
and this will populate the field for you.

Input the details such as Shipped On date and address.
2) Input the POD (Proof of Delivery) number from your
courier, you can also upload an electronic version of your

POD.

3) Click Save to submit the shipping information.

Updating All Shipments at
Once

When a PO contains multiple line items, you can update all
the items with the same shipping information at once. Start
by clicking the New Shipments button as above and then
click the Update All link.
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New Purchase Order 000016 Shipping @ LCncel |

No:  ftem: Ordered: Shipped (Remainingl:  Shipped On: Address: POD Reference:
0001 Training Walk Through 1,000 | t000 |[13duzotz | [ - |loes |
(O shipping completed | Select: Files
/. UPDATE ALL \J
Shipped: ‘Shipped On: Address: POD Reference:
# Shipping completed Faami [ - mor ]
Remaning Qiys wi bs competas P e

_ox] [ canen

The information you enter here will be duplicated across all
the line items. After clicking OK you will have the opportunity
to edit any exceptions before submitting the shipping entries.

What Next?

The Print Manager will receive notification that shipping has
been completed and will close the Job off accordingly.



