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This module explains how to
respond to an RFQ in PGW when
Lumen invites a Supplier to quote
on a project. It covers how the
RFQ is received, how to review
the bid request, how to use the
message board, how to review
attachments, how to enter pricing,
how to save or submit the quote,
and how the RFQ status changes
after submission until the awarded
PO is created and made available
to the selected Supplier.

Purpose
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Prerequisites and Training Support

Before starting this module, complete 

Module 1. Getting Started in PGW: Overview, Login, Preferences, and Navigation. 

• This module builds on that foundation and assumes familiarity with 

accessing PGW, configuring user preferences, and navigating 

tiles, tabs, filters, tables, and key screen elements within the 

system.

• This deck is supported by a detailed training companion document, 
5. Respond to and Manage RFQ Invitations (Bid Process), which 

provides a deeper explanation of the process, related workflows, 

core concepts, and step-by-step system actions with screenshots to 

follow throughout the training.
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• Identify, Open and review  a new RFQ invitation 
from email and from the PGW Message Center

• Use the message board to ask questions before 
the bid closes

• Review RFQ attachments, enter the required 
pricing, save a draft if needed, and accept the 
terms and conditions before submitting the 
response.

• Understand how RFQ statuses appear in PGW

• Understand what happens after submission, 
including when the awarded PO becomes visible 
to the selected Supplier in PGW.

Learning Objectives

By the end of this module, learners will be able to:
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Business Process for Responding to RFQ
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System Process in PGW for Responding to RFQ

3

Review the Document 

Tab to access the files 
included with the RFQ.

5

Enter pricing in the 

Assembly Unit Details 

area to complete the bid 

response for each 

applicable line item.

1

Access the RFQ 

invitation via the 

Respond to RFQ tile, 

the Message Center, or 

the Action Center Tile. 

Open the correct RFQ 
invitation

Review the Message 

Board tab to ask 

questions and follow 

up on bid-related 

clarifications

4

Accept the Terms and 

Conditions and submit 
the Bid.

62

Review the Title Area - 

Header Section to 

confirm the bid details.
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RFQ = Request for Quotation

RFQ

• A formal request is sent to Suppliers 

asking them to provide pricing for a 

specific project or scope of work.

Click the Respond to RFQ Tile

• The supplier receives an RFQ 

invitation from Lumen in PGW and 

can access it through the Respond to 

RFQ tile, Message Center, or Action 

Center. The process starts when the 

supplier opens the RFQ invitation and 

ends when the RFQ response is 

submitted and forwarded for Lumen 

review, until the final award status is 

updated in PGW.
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Tip: Access to RFQs List and Invitations

From the Tile 

From the PGW Home Page, you can open an RFQ Invitation in three ways. 

• Use this option to open 

directly to an RFQ 

Invitation

From the Action Center Tile From the Message Center 

• Use this option to access 

the complete list of RFQs 

assigned to you

• The number on each tile 

shows how many items 

are currently pending your 

attention for that category
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1. Access the RFQ Invitation
After clicking on the Respond to RFQ 

Tile, the RFQ List – Supplier view 

(Home Page) is displayed

Locate the RFQ with 

Bid Status Invited, 

then click anywhere on 

the row to open the 

RFQ.

Filter POs
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2. Review the Title Area – Header Section 

Open the correct RFQ invitation and 

review the Header Area to confirm the 

bid details.
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3. Review the Document Tab 

The RFQ Attachments tab provides documents 

included in the RFQ for your reference. These 

attachments are part of the RFQ specifications and 

should be reviewed before you submit your response.

Click the document you need to download. The system automatically 

downloads the file, and depending on your device settings, you can then 

open it or save it to your device.



© 2025 Lumen Technologies. All Rights Reserved. 

4. Review the Message Board 

Board Closes in Timer: Once that time is 

reached, it becomes read-only, and no new 

questions or comments can be added. 

Click the Start New Thread 

button to initiate a new discussion 

related to the  RFQ. 
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Lumen’s messages will appear in this message 

board. You can expand or collapse the thread using 

the arrow next to the thread title.

Your Question

Lumen response

You can continue the conversation in the message area 

below it. Use the available text space to enter additional 

comments or follow-up questions, then select the green 

Send icon to send each new message.
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5. Enter pricing in the Assembly Unit Details 

Expand the 

arrow for 

each section 

in the 

Request 

Details tab.

When you expand the RFQ Details section from the Assembly 

Unit Details tab, you review the key bid information tied to the 

RFQ before completing your pricing. This section helps you 

confirm that you are working on the correct RFQ by showing the 

main request details, project context, and related PR information 

included in the bid. Use this area to validate the RFQ 

information before entering prices in the assembly unit lines
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When you expand the Assembly Unit Pricing section, 

the line items for the assembly units are displayed. 

Click the arrow at the end of each row to open the full 

line details and enter the pricing for your bid.

You can identify the fields that 

require your input because they 

are editable and display the 

green USD indicator. A 

mandatory (*). Fields that do 

not apply to your bid response 

are not editable and appear as 

N/A.
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Enter pricing in the Assembly Unit Details area of the RFQ. This is where you provide 

the quotation values for the pricing components that require your input. For each line item, 

enter the required pricing details, including Labor Price per Unit, Locally Purchased 

Material Price per Unit, and Freight Price per Unit, where applicable.

Enter each 

required price and 

review the 

calculated 

Subtotal at the 

line level and the 

Total amount 

displayed at the 

bottom of the 

section.
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6. Accept the Terms and Conditions and Submit the Bid

THIS IS THE TRANSITION POINT BETWEEN THE RFQ BID PROCESS AND THE LATER 

PURCHASE ORDER MANAGEMENT PROCESS IN PGW.

Select the checkbox to confirm agreement with the terms 

before proceeding with submission. And click Submit on 

the bottom  right side of the table 

After the response period ends, the RFQ is closed and can no longer be updated. Lumen then 

reviews the quotations and completes the award process. The PO becomes visible only after 

the winning quotation is selected and the award is completed. At that point, the RFQ status 

updates to Awarded, Not Selected, or Cancelled, and the PO is visible only to the awarded 

supplier.
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Course Completion

You have completed the

 5. Respond to and Manage RFQ Invitations 

(Bid Process).

Congratulations!
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