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BidMaster Replacement – Supplier Enablement

6. Manage Purchase Orders for 
Awarded RFQs
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Provide a clear understanding of 
how to manage Purchase Orders 
for Awarded RFQs in PGW, from 
opening the application and 
reviewing the PO through job 
execution, communication updates, 
and Goods Receipt completion, 
ending with the Purchase Order 
ready for invoicing.​

Purpose
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Prerequisites and Training Support

Before starting this module, complete 

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, 

6. Manage Purchase Orders for Awarded RFQs, which provides 

a deeper explanation of the end-to-end process, related workflows, 

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

follow throughout the training.
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• Understand what an RFQ is, how it supports the 
supplier’s work with Lumen, and how to access 
and review RFQ Purchase Orders from the MPO 
tile before starting work.

• Recognize how Action Center and Message 
Center updates support the PO management 
process.

• Identify the different actions that may be required 
during PO execution, including communication 
updates, quantity changes, and Goods Receipt 
processing.

• Perform partial and final Goods Receipts based 
on completed field work and confirm when the 
Purchase Order is fully complete and ready for 
invoicing.

Learning Objectives

By the end of this module, learners will be able to:
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Business Process for Line Extensions with RFQ Pricing
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System Process in PGW for Line Extensions - RFQ Tab

3

Review the Header 

area and PO details to 

confirm the order 

status, contract 

information, quantities, 
and overall job context

5

Review the Assembly 

Units tab and submit a 

Change Request if 

quantity or scope 

updates are required 

before or during 

execution.

1

Use the Manage 

Purchase Orders tile 

and select the 

OLA/RFQ tab to 

access awarded RFQ 
Purchase Orders

Review the 

Attachments tab to 

validate the supporting 

documents needed to 

execute the work.

4

Submit the Goods 

Receipt when work is 

complete and ready for 
invoicing

62

Locate the correct 

Purchase Order and 

open the PO details 

page.
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LE Construction = Awarded RFQ PO

• The supplier accesses the PO from 

Manage Purchase Orders under the 

OLA/RFQ tab. The process begins when 

the supplier opens the awarded RFQ PO 

in MPO and continues through scope 

updates, execution tracking, and final 

Goods Receipt, after which the PO is 

ready for invoicing.

RFQ = Request for Quotation

• A bid-based purchasing arrangement 

where suppliers submit pricing for 

requested work. Once the quotation is 

awarded, Lumen creates the Purchase 

Order and assigns it to the supplier in 

PGW.

Click the manage Purchase Tile
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1. Access LE Contracts – RFQ Tab (OLA/RFQ)

*available on all PO 

types

After clicking the “Manage Purchase Order" 

Tile, the OLA/RFQ view is selected by default 

when the page opens.

Filter POs

Bulk update the status & 

estimated completion date 

for timely updates to Lumen

Purchase Order Table
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Tip: Access Purchase Orders

From the Tile 

From the PGW Home Page, you can open OLA (LE Contract), Purchase Orders in three ways. 

• Use this option to open 

MPO from a specific 

notification, so you can 

respond to the event that 

triggered the message

From the Action Center Tile From the Message Center 

• Use this option to access 

the complete list of POs 

assigned to you in the 

OLA/RFQ tab and search 

using filters

• The number on each tile 

shows how many items 

are currently pending your 

attention for that category
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2. Locate the correct Purchase Order

Use The Filters and/or Click 

Go Button to search for POs

Click the PO number 

hyperlink or the arrow at the 

end of the row to open the 

Purchase Order.

Note: POs from contracts (OLAs) and RFQs are both displayed on this tab. You can add the RFQ column and/or 

filter if you want to view RFQ POs only. Details in the training companion document.
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3. Review the Header area and PO details 

Review the Title Area first to confirm the correct Purchase Order and quickly understand the 

job’s operational status. Focus on the Job Status, PO Status, and key dates because they 

show whether work is ready to proceed, whether the PO is in a pending or change-related 

status, and whether timing may impact execution, completion, or the next required action.

Review the Header Tab to validate the full business context of the Purchase Order before any execution activity begins. This 

includes the contract type, job and location identifiers, Lumen contact information, and payment-related terms, which together 

confirm that the work is being performed against the correct order, under the correct commercial conditions, and with the right 

coordination points in place

Download a PDF 

copy of the PO 

or open the View 

Invoice tab.
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Review the Attachments tab to confirm that the documents needed to execute the work are 

available, current, and aligned with the Purchase Order scope. Use this tab to open, search, 

upload, or download supporting files that help validate execution and support later invoicing.

4. Review the Attachments Tab 
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5. Assembly Units tab – Increase or Decrease Quantity

1- Request to increase 

or decrease the quantity

2- Enter line-item notes 

with Change request 

details

Supplier change requests require confirmation from the PO’s Lumen 

Responsible Person before being submitted for Financial Approval (if 

required)
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5. Assembly Units tab – Add New Unit
3- Add a new 

unit

4- Select the new unit 

to add
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5. Assembly Units tab – Add New Unit Pricing and Submit

6- Enter Pricing for New 

Units

5- Request the quantity of 

the New Units



© 2025 Lumen Technologies. All Rights Reserved. 

5. Assembly Units tab – Submit Change Request

7. Submit the 

Change Request
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6. Submit the Goods Receipt 

Enter the full quantity in 

Qty to Complete to post 

the total Goods Receipt 

for all remaining units.

Partial quantities can be posted 

as work is completed. The 

Completed and 

Remaining Qtys update.

At final goods receipt, enter 

the Work Complete Date
Reverse mistakes by 

adjusting the Completed Qty

Enter the Quantity to Complete– the 

number of units to be posted in the Goods 

Receipt, whether a partial or full amount
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OLA/RFQ History & Notes Tab

View the log of changes to the PO made 

by Lumen & Supplier users through the 

Manage Purchase Orders app

Insert communication notes
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Course Completion

You have completed the

 6. Manage Purchase Orders
 for Awarded RFQs.

Congratulations!
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