
Purchase - Quotation Inquiry​

​
Navigation: How to Access the Quotation Inquiry Tab 

To access the Quotation Inquiry tab:​
​

 

1.​ Login to the ERP system using your authorized account.​
 

2.​ Navigate to the "Purchase" module on the main menu.​
 

3.​ Click on "Quotation Inquiry" from the dropdown options.​
 

4.​ The system will open a searchable list of vendor quotations for products.​
 

Overview 

The Quotation Inquiry tab provides a centralized view of all vendor quotations 
linked to products in the system. It allows buyers and procurement teams to 
review, compare, and evaluate supplier offers efficiently, based on pricing, 
MOQ, and purchase history.​



​

 

This feature enhances transparency and speeds up the decision-making process by 
putting essential data all in one place. 

Key Fields in Quotation Inquiry 

Here are the fields and what they represent: 

1.​ Picture – Visual reference of the product for easier identification.​
 

2.​ Product – Name or identification code of the product.​
 

3.​ Latest Purchasing Data – Most recent purchase info including past price and 
quantity.​
 

4.​ Vendor – Supplier name who submitted the quotation.​
 

5.​ Vendor Code – Internal code for the vendor for quick filtering and system 
tracking.​
 

6.​ Quotation Date – Date the vendor provided the quote.​
 

7.​ Factory Item No. – Factory’s internal product number.​
 

8.​ Unit Purchase Price – Quoted price per unit by the vendor.​
 

9.​ MOQ – Minimum Order Quantity required by the vendor.​
 

10.​Inquirer Name – The staff who requested or recorded the quotation. 



Available Actions in Quotation Inquiry 

From the Quotation Inquiry tab, users can perform the following actions: 

●​ Export Query Results (Excel)​
 

○​ Chinese​
 

○​ English​
 

●​ Refresh​
 

Searching & Filtering Options​

 

To find specific quotations faster, use the following filters: 

●​ Search by Vendor Name – Filter quotations by vendor company name.​
 

●​ Search by Vendor Code – Look up quotations using internal vendor codes.​
 

●​ Product Name/Product Number – Quickly find quotations by product name 
or SKU.​
 

●​ Search by Factory Item Number – Locate quotes based on the supplier's 
item number.​
 

The Quotation Inquiry tab is your go-to resource for monitoring vendor 
quotations, comparing offers, and retrieving detailed product cost history. Use the 



search and filtering tools to stay organized and make informed procurement 
decisions quickly and confidently. 

Keep this section updated and regularly reviewed to support efficient vendor 
communications and purchasing operations. 
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