
Sales Menu: Manage Quotes for a Solicitation 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is a bidder for any solicitation registration, those associated solicitations are listed in the 

Manage Solicitation Quotes section. 

 

3. Use the Select command for solicitation DLA-Chromium Metal-004. 

 



 

Notes: 

a. The current offering is one where: 
• Status is “Open” 
• It is not archived 
• It has been validated 
• The Open Date is less than or equal to the current date/time 
• The Close Date is greater than or equal to the current date/time 

b. In this case, there have been quotes for previous offerings.  Those quotes cannot be edited, but 
a summary of the quotes can be viewed. 

 

4. Select “Create a new Quote”. 

 



 

Notes: 

a. Select “Edit Quote” to edit the quote ID or add comments. 
b. Select “Delete Quote” to delete the quote. 

 

5. Use the Select command for each submittal to complete, certify and/or view the submittal. 
6. For the Quote Items submittal: 



 

7. Select “Show item details”. 



 

Notes: 

a. The item detail columns are displayed in the order selected when the offering columns are 
configured. 

 

8. Select “Hide item details”. 
9. Select “Dup” for the first item. 



 

Notes: 

a. The first item is duplicated and the duplicate has a “trash can” image in the Delete column.  Use 
the “trash can” image to delete the duplicate item.  Only duplicates can be deleted. 

 

10. Enter quantities and prices and select Update. 



 

Notes: 

a. Error messages are displayed. 
 

11. Correct quantities and prices and select Update. 



 

12. Complete form and select Submit. 

 



 

13. Enter the PIN and select Submit. 

 



 

Notes: 

a. Select the Summary link to display a summary of the submittals in a new browser window. 
 

14. Select the “Quotes” link. 

 



 

Notes: 

a. The quote has been submitted. 
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