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1. Objectives

• As suppliers of Nemak you are going to start receiving Request for Quotations through Ariba
Supplier Business Network (SBN). For that reason, this manual is created for you to understand the
steps you must follow up to send a quote.
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2. RFQ Reception

There are two different types of notifications you will receive when you get an invitation to quote for
Nemak:

• First time you receive an RFQ from Nemak (one time notification), your SBN account is not
synchronized yet with the customer site.

• You have already received an RFQ from Nemak.
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2.1 First time you receive an RFQ from Nemak

If it is the first time you receive an RFQ or any document through SBN from Nemak, your SBN
account is not still enabled in Nemak´s site.

You will receive the following notification (only one time)
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2.1 First time you receive an RFQ from Nemak

To activate your account
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1. Click on the link to activate the account

2. Enter the temporary ID and Secure code received on the email
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2.1 First time you receive an RFQ from Nemak

To activate your account
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• If you already have an account in Ariba SBN 
click on Use existing account

• Enter the Username and Password for your SBN account

• If you haven’t created an Ariba SBN account 
yet, click on Create New Account

• Enter the Company and User account information
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2.2 You have already received an RFQ from Nemak

If it is not the first time you receive an RFQ
or any document through SBN from
Nemak, your SBN account has been
already enabled in Nemak’s site

The notification you will receive in these
cases is the next one
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2.2 You have already received an RFQ from Nemak

To access to the quote, click on “View Lead”
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Enter User ID and Password, the click on Log In
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3. RFQ Response

Once you enter to your SBN account you can check the RFQ received

If you entered through the link on the e-mail, you would see the RFQ immediately when you Log in.

Otherwise, you can check the RFQs pending for response following up the next procedure

1. On the Home page, go to Discovery > Matched and Invited Leads
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3. RFQ Response

2. On Invited Leads you will see the open RFQs available for quoting
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3. RFQ Response

3. You can also change the filters if you want to check any RFQ that you responded or received before. (optional)
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4. Click on the Lead ID of the RFQ that you are going to check
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3. RFQ Response

4. Details of the quote
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On the RFQ you will find the following information

1. Number of the RFQ

2. Company that invited you to participate on the RFQ

3. Important dates for quoting

a. Posted on → Date when the RFQ was created by the buyer

b. Open for Bidding on → Date and time when you can start submitting your quote

c. Response Deadline → Date and time when the RFQ gets closed, you won't be able to submit your answer after this.
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3. RFQ Response

4. Items to quote
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Once you have checked all the details of the quote you have the next options:
a. Quote on all the items

b. Quote on some of the items

c. Reject all the items on the quote

d. Reject some of the items on the quote
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3.1 Quote on all the items
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If you have all the items available to quote you have to follow up the next step:

1. Click on Quote All
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3.2 Quote on some of the items
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If you have only some of the items available to quote you have to follow up the next steps:

1. Go to the items section of the quote

2. Select the items that you can quote

3. Click on Quote Selected
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3.3 Responding the quote
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1. Check the currency in which you are going to quote. By default, the currency that appears selected is the one you have
configured in your SBN profile. If a conversion rate appears this means there is a different base currency between your
account and our system, please consider this conversion rate as informative only.

You can choose which currency use to answer the quote. Any consecutive document (purchase order, invoice, etc) will
…….use Nemak’s default currency and the conversion rate based on the date of that document creation.

2. Complete the information on the quote for each item

▪ Some fields are only informative, please keep in mind that information to provide your quote

▪ Fields marked with an asterisk are mandatory, please include an answer in them

▪ Open fields without an asterisk are optional, you may or may not provide an answer in them
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3.3 Responding the quote
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3. Comments are optional; however, you can include information in there to explain better what you are quoting

a. Click on Choose file

b. Look for the attachment on your local files and select it

4. You can also include attachments to complement your quote, to include attachments:

…….Maximum attachment size: 10MB

d. You can check that your attachments have been

uploaded

c. Click on Upload Attachments
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3.3 Responding the quote
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5. Once you complete quoting on all items, go down on the RFQ and hit on Submit button

6. You have the option to review your quote checking the prices and information you gave per each item
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3.3 Responding the quote
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7. Also, you can Modify your quote if you need until the deadline has been reached for that you can follow up the next
steps

a. Select the items that you want to modify and click on Edit Quote

b. Perform the modifications needed

c. Click on Submit to process the changes
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4. RFQ Rejection

Once you have checked the details of the RFQ and if you do not have available all or some of the items of
the quote you can:

• Reject all the items of the quote

• Reject some of the items of the quote

On the next slides you will see the procedure to execute these rejections.
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4.1 Reject all the items

To reject all the items on the quote you need to follow up the next steps

1. Click on Not Interested

2. Provide a reason why you are rejecting the quote. You can also select the option Other and write the reason.

22



©Nemak | InternalPublic

4.1 Reject all the items

3. Click on Submit
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IMPORTANT:

Once you have rejected an entire RFQ you will not be able to undo it, the RFQ will no longer appear within those
pending to be quoted regardless of whether the deadline date has not been reached.
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4.2 Reject some of the items

To reject some of the items on the quote you need to follow up the next steps

1. Go to the items section on the quote

2. Click on “Not interested in bidding on a specific line item? Click Here.”

3. Select the item(s) not available for quotation
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4.2 Reject some of the items

4. Enter on the Comments section the reason why you are rejecting to quote that item

5. Click on Submit

6. After this you can quote the other items on the quote

25



©Nemak | InternalPublic

5. Reminders
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Before the Quote expires you will receive a reminder to answer the quote.

The message that you are going to receive will be as per below:

IMPORTANT:

If you already answered the quote, you
would receive the reminder too.

In this case, please disregard the
message.
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6. RFQ re-send process

27

Once the response deadline has been reached, and you did not respond the RFQ, you may receive (or not)
another RFQ with the same requirements the next day with a different consecutive number (ex. 600131798
instead of 6002317480).

This will depend on the quote responses received from other vendors.
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7. RFQ Closed message

When the deadline is reached and the RFQ is closed, if you have submitted a response, you will
receive an email stating that you have been selected as the winning bidder, but this is incorrect!
This is a system message that we cannot remove.

Please ignore this communication and wait until you receive an official purchase order
document.
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For any questions please contact:
supplier.EDIsupport@nemak.com
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