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1.0 The 5 Minute Guide to Lodging a Request For Quo te (RFQ) 
 

• Register for your free buyer account and log into your dashboard. 
• Click the ‘Raise new RFQ’ link on the dashboard. 
• Give the RFQ a descriptive name and enter all the details and specifications where possible. For a 

basic RFQ, ignore the Invites Only, RFI and Collaboration tick boxes. Upload a graphic file 
preview image if you like but this is not compulsory. 

• Put as much detail about your job into the description box as possible to describe what you need. 
Also put in here instructions for suppliers to contact you to discuss your job if you are not seeking 
a quote. 

• Select or enter a suitable closing date for your RFQ. After this date suppliers can no longer view 
the RFQ or submit quotes. Make sure you give suppliers enough time to respond, but not too 
much time that they don’t give it urgent attention. Also select a required delivery date if required. 

• Click the drawings tab to upload any drawings, documents, 3D models etc. 
• Go to the Processes or Services tab and make at least 1 selection from the list of manufacturing 

processes or services categories. If unsure of what to select, select all processes or services you 
think are applicable. You must pick at least one process or service. The more you pick, the larger 
the number of suppliers who will be notified about your RFQ. Or call ManufactureLink for 
assistance with selections (07)3208 7902. 

• At this point you have entered enough information to submit your RFQ. Click ‘Save and Submit’ 
to make it live, or ‘Save All’ to record data for submission later. 

• If you like, you can specify industry experience, material expertise, secondary categories or 
accreditations you require. Making these selections will make your RFQ requirements more 
specific and reduce the number of suppliers who are notified about your RFQ. Click on the other 
tabs and make selections as required. 

• Check your RFQ and click the ‘Save and Submit’ button at the top right hand corner to lodge your 
RFQ live in the system. Once live, suitable suppliers are automatically notified by email that your 
RFQ has been lodged.  

• Once live, suppliers can see your name and phone number and will contact you to ask questions 
about your RFQ. 

• Log in and check your messages at least every couple of days. Many suppliers will use the in-built 
messaging system to ask you questions. You must log in to read these and respond. 

• Once your RFQ has closed (after the date you specified) you will receive an email notice telling 
you how many quotes and RFQ messages you have. You must login to your dashboard to review 
the quotes received.  

• To review your quotes, go to your Closed RFQs folder and click on the RFQ number to open it. 
Click on the Quotes tab to view the quotes received. Click on each quote to view and print the 
details.  

• Click the Compare Quotes link on the Quotes tab to compare pricing. 
• To award the job, open up the desired quote and click the ‘Accept quote’ button. Enter optional 

feedback for unsuccessful suppliers. 
• View your jobs progress on the Job Trakka tab and from here you can also select to view the 

winning quote and print an automated purchase order requisition. 
• At completion of the job the supplier will mark the RFQ as complete. When you receive delivery 

also mark the job as complete on your end to start the ratings routine. 
• Rate the supplier on their performance to fully complete the job. 

 
This is a brief overview of the sourcing process. The RFQ system has many powerful tools for more 
advanced sourcing which are described in detail in the following sections. 
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2.0 The 5 Minute Guide to Searching Our Network For  Australian Suppliers 
 

 
• Log into your buyer dashboard. 
• Click the ‘Supplier Search’ link on the dashboard. 
• The search form main page has areas to make selections location state, minimum rating or you can 

enter text to search for company names and location city. 
• On the other tabs you can make selections for materials, industry, manufacturing processes, 

services and accreditations held. 
• Make a selection or combination of selections to define the manufacturer you are seeking and 

click search. 
• A list of matching suppliers will be generated. 
• Click on each company name to view their showroom which displays detailed information about 

their capabilities and has full contact details. Each showroom will open in a new window. 
• Next to each company name is also an ‘Add’ button to add them to your My Suppliers list for easy 

RFQ submission. 
 

 
 

 
 

2.1 Using the Directory 
 
A simple way to locate suppliers and view their profiles is to use the directory on the main website. The 
directory is organised into manufacturing processes and services. Simply browse the processes or services 
directory to locate the capability you need. View the selected page to learn about the process and to view 
a list of suppliers who have the capability. Click any supplier’s name to view their profile. 
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3.0 The 5 Minute Guide to Using the Forum to Make G eneral Enquiries 
 

• Click the ‘Raise new RFQ’ link on the dashboard. 
• Put your subject heading into the field called ‘Part Name’. 
• Make sure the tick box called ‘Collaboration’ is checked. 
• Write a description of your enquiry in the ‘Description’ field. 
• Make sure you enter a quantity of at least 1 in the first quantities field. 
• Enter or select an appropriate closing date (no more than 2 weeks is normal practice). 
• You can ignore the other fields on the details page (or fill in if you prefer). 
• The preview picture is also optional but a graphic of your enquiry can help. 
• If you want to add files to your discussion to assist in explaining your enquiry, click on the 

Drawings Tab and upload these here. 
• Click on the Services Tab, Scroll down to the Group called ‘Forum’ and click on it. Check the box 

marked ‘Buyer Enquiries’. 
• Click the ‘Save and Submit’ button and your enquiry is live. 
• Our supplier network may contact you directly to discuss a solution, may contact you using the 

messaging system, or may write responses on the collaboration tab. You will be notified of 
messages but you must log in to review responses on the collaboration tab. 

• To review the collaboration tab, log into your dashboard. Click on the number next to where it 
says ‘Live RFQs’. Open the RFQ in question. Click on the collaboration tab to read responses and 
respond yourself. 

 
 
For forum submissions for the Recruitment, Group Procurement, Equipment, General Discussion and 
Special Offers topics, these are generally not available to buyers and are reserved for our supplier and 
corporate members. Please contact ManufactureLink if you are interested in submitting products and 
services to the forum. 
 
For forum submissions into the Recruitment, Group Procurement, Equipment, General Discussion and 
Special Offers topics, the procedure is the same except you need to make a different topic selection.  
 
Also consider making selections on the industry, material and accreditation tabs to narrow down your 
forum audience. You can also select a preferred state on the details tab to narrow down your audience to a 
specific state (e.g. recruitment candidate being offered to Victorian companies ony). 
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4.0 Registering as a Buyer 
 
Go to ManufactureLink’s home page at: www.manufacturelink.com.au 
In the banner at the top of the home page, click on the link that says ‘Not registered? Click here’ (see 
figure 1 below): 
 

 
Figure 1 
 
 
All information entered during the registration process including email addresses and passwords can be 
edited from your dashboard once you are logged in by going to the ‘My Account’ section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to begin 
registration 
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5.0 Logging Into Your Account 
 
Go to the ManufactureLink home page. At the top of the page in the banner, enter your user name (email 
address) into the first box, and your password into the second box. Please note that passwords are case 
sensitive. Click the ‘sign in’ button or press enter to log in. 
 

 
Figure 2 
 
Once logged in, you will be taken to your dashboard which looks like figure 3 below. The dashboard 
displays quick links for a variety of operations and defaults to the messaging section being open. 
 
 
 

 
Figure 3 
 
To sign out of your account, click on the ‘signout’ button at the top, right hand side of the dashboard. 
 

Enter your password 
(case sensitive) 

Enter your user name 
(email address) 

Quick links for messages 

Links for messaging 
functions 

Your contact details 

Your current rating 

Buyer quick links for 
raising and monitoring 
RFQs 

Miscellaneous quick 
links 

Signout button 

Login Problems? 
 
See section 6.0 for information on making sure 
your browser is set up correctly to use this site. 
 
If you have forgotten your password, enter your 
email address and click the ‘forgot password’ 
button below the login box. 

Navigation Menu 

Supplier Search Links 
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5.1 Modifying Your Account Details, Changing Passwo rds and Email Addresses 
 
After logging into your dashboard, click on the ‘My Account’ button at the bottom, left hand side of the 
dashboard to open up the account editing functions (see figure 4 below). 
 

 
Figure 4 
 
To edit the details of the person operating the account, click the ‘My Profile’ Button. 
 

 
Figure 5 
 
Once you have clicked the button to bring up your profile, you can edit any of the information seen 
including changing your password and email address. You must click the save button to record the 
changes (see figure 5). 
 

Click this button to open up 
account editing functions 

Account editing 
functions 

Edit any of the personal 
information displayed. 

Click the save button to 
record the changes. 

Change your password. 

Or click the quick link 
here. 
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To edit your company information, click on the ‘Edit My Details’ button on the dashboard (see figure 4). 
 
The company details editing form will open up as in figure 6 below. You can edit any of the information 
displayed. You must click the save button to record any changes. 
 

 
 
Figure 6 
 
 
NOTE: You must click the ‘save’ button before moving to another form (clicking another tab) or the 
changes will not be recorded. 
 
 
 
 
 
 
 
 
 
 
 
 

Click the save button to 
record the changes. 

Edit any of the 
information displayed. 

Click Industries tabs to 
edit category selections. 
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Clicking on the Industries tab will allow you to review and change your selections of industry(s) you 
service (see figure 7). 
 

 
Figure 7 
 
All categories are automatically updated when the system administrator makes changes. If you feel there 
are manufacturing process categories missing that are important to your business, contact the account 
administrator at info@manufacturelink.com.au to suggest category changes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit your industry 
selections. 

Click the save button 
to record changes. 
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6.0 Ensuring Your Account Operates Properly 
 
Your buyer account relies on your email address to function properly. You must make sure your email 
address works and your domain is up to date. If your email address is not functioning, the system 
administrator cannot contact you by email to notify you of errors in your RFQ or changes to the system. 
 
ManufactureLink’s system administrator notifies all users of changes to the system. System change 
notifications are sent out all at once. This can cause some spam filters to see these emails as bulk mail. To 
prevent notifications being blocked, deleted or moved to you bulk email folder: 
 
If you are using spam filtering software, please ensure manufacturelink.com.au is registered as a trusted 
domain (put on your ‘white list’). If you are unsure how to do this, please ask your system administrator. 
If you are using yahoo or other online free email accounts and the notifications are being delivered to 
your bulk email folder, going to the message and clicking the ‘this is not spam’ button can make sure you 
receive them. Placing the email address ‘system@manufacturelink.com.au’ into your address book can 
also assist with email filters set to only allow emails from someone in your address book. 

6.1 Ensuring You Can View All Drawings 
 
Viewing most drawing files requires the correct software to be installed on your computer to view them. 
Most computers should be able to view graphics files using Microsoft programs such as Picture Viewer 
and Paint. To view pdf files, you will need to install a pdf viewer. For native drawing files for which you 
do not have the correct software, you can install a free drawing viewer such as eDrawings. You will find 
links to download all of the necessary software to view drawings under the resources menu on 
ManufactureLink’s website. 
 

6.2 Browser settings 
 
ManufactureLink’s system can be viewed from most popular web browsers such as Internet Explorer, 
Netscape or Mozilla. However, you need to make sure your browser is correctly setup to login to the 
system. If you are finding you cannot login (login box is not doing anything), check that your browser is 
correctly set up as follows: 
 
Make sure your browser is set to allow cookies. 
Make sure you have Java scripts enabled. 
 
Also check with your system administrator that your firewall settings are not blocking the 
Manufacturelink.com.au domain. 
 

6.3 Email Settings and Anti-Spam Settings 
 
You will receive automated email notification telling you when you RFQs have closed and the number of 
quotes and enquiries you have received. ManufactureLink’s on occasion sends out notification on 
important system changes by email. 
 
So to ensure all of your notification emails are delivered, it is extremely important to add the 
Manufacturelink.com.au domain to the whitelist on your email client of anti-spam software. The whitelist 
is also referred to as your trusted senders list. 
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7.0 Using Electronic Non Disclosure Agreements (NDA s) 
 
ManufactureLink’s system allows you to create digital NDA agreements to protect your data. Our NDA 
system works by you first saving an NDA for use with your Requests For Quote (RFQ).  
 
When you save an NDA we provide you with a standard NDA text which was written by our legal 
advisors. You can choose to use our default text, or copy and paste your own text into the NDA. 
 
Whether you use our agreement or yours, the NDA is saved in your account for use anytime. The NDA is 
not editable, but new ones can be created if you decide to change the text. You also cannot delete an old 
NDA. We do this so that we can always reference the exact agreement that was used in the event of a 
dispute or breach. 
 
For any RFQs you create, you can choose to ‘NDA lock’ your drawings and documents. When you do 
this, you select which NDA you wish to use if you have more than one saved. The system records which 
NDA was used for each RFQ and therefore the drawings and documents uploaded. So the exact 
agreement signed is recorded against every RFQ and thus every document or drawing uploaded to 
compile the individual RFQ. 
 
Once your RFQ is created, your drawings are uploaded and NDA locked, you submit the RFQ to the 
system. Suppliers are notified of the RFQ matching their capabilities. They can log into the system and 
view your RFQ details. But to be able to view your drawings, the supplier must first click the button to 
agree to your NDA before they will be allowed to view your data. For every NDA signing instance, the 
system records the ID numbers of both parties, the ID number of the NDA agreement and the RFQ 
number. So, if a dispute or breach arises, the system administrator can recall the names of both parties to 
the agreement, the exact agreement text, the details of the RFQ the agreement was signed for, and the 
exact drawings or documents that were agreed not to disclose. 
 
To begin using our electronic NDA system, you must first create an NDA. To do this, click on the Create 
New Agreement button under the NDA heading from your dashboard (see figure 8 below). 
 

 
Figure 8 
 
 

Click here to create a 
new NDA. 
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A form will open containing ManufactureLink’s standard NDA text (see figure 9 below). Enter a 
name/title for your agreement. If you wish to use your own NDA text, select and delete the text shown. 
Copy and paste your own text into the form. 
 

 
Figure 9 
 
Click ‘save’ to record/save the NDA. 
 
NOTE: Once you click save, you will not be able to edit the agreement. Ensure the agreement is correct 
before saving. 
 
Once saved, the agreement(s) will appear on your NDA list when you click the ‘List All’ button under the 
NDA heading (see figure 10 below). 

 
Figure 10 
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7.1 Adding Additional Controls Over Your Valuable D ata 
 
The electronic NDA function or a standard RFQ can be setup such that you have absolute control over 
who sees your sensitive and valuable engineering data. 
 
Simply tick the Invitations Only check box on the RFQ as you create it. Checking this box means only 
those suppliers you specifically invite are able to see your RFQ. You will also have a record on your RFQ 
of who you have invited. The invite function has tools to search for suitable suppliers to invite. 
 
See section 9.0 on RFQs by special invite for more information on using this function. ManufactureLink 
recommends using this function to exert total control over your data. 

8.0 Using Conventional Paper NDAs With ManufactureL ink’s System 
 
ManufactureLink’s system also facilitates the use of conventional hard copy NDAs users are more 
familiar with. ManufactureLink has a module to automate this soon to be introduced. In the meantime, 
you can still have greater control over who sees your data by using the following technique: 
 
When you create a RFQ, input the basic details and make category selections to specify the 
manufacturing processes you need (see section 9.0 – Creating and Lodging RFQs). 
 
When you come to the uploading drawings section, instead of uploading your engineering drawings, 
upload your NDA agreement for the buyer to print out, fill in, sign and send back to you (see figure 11 
below). Ask them in the RFQ details to do this and to provide you with an email address to which you can 
send the drawings once you have approved their NDA. 
 

 
Figure 11 
 
By doing this, you can approve an agreement or applicant prior to releasing your sensitive engineering 
data. 
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9.0 Creating and Submitting Requests For Quote (RFQ ) 
 
To use ManufactureLink’s system to obtain a quote(s) to manufacture your product, you must be able to 
provide enough information to the suppliers for them to accurately quote. This is typically done by 
providing the suppliers with drawings and 3D models of what you require. 
 
If you are not able to provide the suppliers with drawings, you can also detail what you need by using the 
following techniques: 

• Describing in detail what you require in a document. 
• Making a dimensioned sketch and digitizing it by scanning or digital photography. 
• First raise a RFQ to have your component professionally drawn and detailed. 
• Explain your job as well as possible and request zero value quotes as ‘expressions of interest’ to 

obtain suppliers contact details. 
 
RFQs can be submitted by nominating the required manufacturing processes, accreditations etc and 
submitting the RFQ to all manufacturers who match the criteria, or they can be submitted by special 
invite (to manufacturers you individually select). RFQs can also be submitted to all suppliers in the 
system at once. 
 
The following section explains how to submit a RFQ by manufacturing category. See section 10.0 for 
RFQ by special invite explanation and usage. 
 
Once you have the detailed information required, you can begin raising your RFQ using the following 
procedure: 
 
Step 1: Login to your dashboard and raise a new RFQ. 
 

 
Figure 12 
 
A new RFQ file will be created and opened for editing. 
 
 
 
 

Click here to raise 
new RFQ. 
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Step 2: Enter RFQ details. All fields marked with an asterix (*) are  
compulsory. 
 

 
Figure 13 
 
Give your part a descriptive name (e.g. Aluminium pulley machining). And fill in the RFQ details as 
required for details such as materials, packing requirements, treatments (finishing), approximate 
dimensions, payment method and annual useage. 
 
In the description field, fully describe what you need manufactured, how you would like it manufactured, 
whether or not you want suppliers to contact you to discuss or any detail at all so that suppliers get a good 
idea what is required. Avoid placing contact details in this box though. Enter as much text to describe 
your job as possible. 
 
The ‘collaboration’ tick box is to enable the collaboration function. See the collaboration section 15.0 for 
more details. 
 
The RFI (Request For Innovation) function flags to suppliers that you need both a solution and a quote 
(see section 16.2 for an example of using a RFI). 
 

Tick this box to flag the 
RFQ as a Request For 
Innovation. 

Tick this box to make the 
RFQ available only to 
suppliers your specifically 
invite 

Select your NDA to lock 
access to your drawings 
until your NDA is digitally 
signed. 

Enter at least 1 quantity. 
Use the other quantities if 
you need a quote on more 
than 1 quantity (e.g. 100, 
1000). 

 Tick this box to enable the 
collaboration module 
(optional) 

Preview image is an 
optional graphics file, not 
the drawing upload. 
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Step 3: You can upload an optional preview image. This is a graphics file, not a drawing file. It can be 
any one of the standard graphics file formats. It is there to give suppliers a pictorial image of your job and 
is optional. 
 

 
Figure 14 – Lower section of RFQ Details 
 
Step 4: Select the date your RFQ will close on. At midnight on this date your RFQ will ‘close’ and move 
to your closed RFQ folder. Suppliers will no longer be able to view it so they must submit their quotes by 
this date. 
 
Step 5: Select a date as to when you need your job manufactured by. 
 

Select the date your RFQ 
will close (when you need 
your quotes by) 

Select the date you need 
your job manufactured by. 

Delivery address and 
instructions 
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Step 6: Upload your drawing and documents by clicking on the Drawings Tab: 
 

 
Figure 15 
 
You can upload as many drawings, documents, files etc that you like to provide the full specifications for 
your manufacturing requirements. 
 
Simply enter a drawing/document title and revision number. Browse to the location of the file and select 
it. Click the Upload button to upload each file. 
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Step 7:  Categorise your RFQ by select the manufacturing processes or services you need. You must 
select at least one process or service. 
 
Click on the Processes tab to make selection of the manufacturing process you require (e.g. 3 axis CNC 
machining). 
 
The tab contains a full list of the major process groups. Click the one you need to open up more detailed 
selections for each group. 
 

 
Figure 16 – Make selections of processes or services. 
 
 
You must select at least one process. But you can make more than one selection. The more selections you 
make, the larger the number of matching suppliers you will get due to the selection logic. Making 
multiple selections is the same as saying ‘I need a supplier who has 3 axis CNC machining, OR manual 
machining OR 5 axis machining’ for example. 
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The same logic applies to any selection made within the same tab (tabs are processes, Services, Material, 
Industry, Accreditations). 
Step 8: At this point you have completed the minimum requirements to submit a RFQ. You can now 
choose to ‘Save and Submit’. Click this button to make the RFQ live. If you have made any errors in 
creating the RFQ, the system will give you an error message explaining the fault. 
 
If you have created an RFQ by special invite, once it is made live it still can’t be seen by any suppliers 
until you specifically invite them. 
 
Status: Note the status display at the top, left of the RFQ. Before submitting the RFQ live it will display 
as being ‘Draft’. Once the RFQ is live this changes to a green ‘Live’. 
 
Saving: Also note that at any point you can simply click the ‘Save all’ button to record all of your entries 
and changes. Use this function if you want to save a RFQ and come back to it later. 
 
Test your selections: If you want to test your selections and see how many suppliers with match, once 
your RFQ is live, you can click on the invitations tab. Click the ‘Find Suitable Suppliers’ link to be 
presented with a list of matching, subscribing suppliers. You can modify your selections to increase or 
decrease the selection set. 
 
Not though, there will be many more matching suppliers than you see on the list who will receive a 
notification of your RFQ. Test drive suppliers don’t show up in the list but still receive your notifications.
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Step 9: You can choose to make your RFQ more specific to narrow down your matching suppliers. Do 
this by making additional selections on the Materials, Industries and Accreditation tabs. 
 

 
 
Figure 17 – Selecting accreditations 
 
It is important to understand the logic used in making additional selections. When you make a category 
selection from another tab, it is the same as saying, ‘I need a supplier who has 3 axis CNC machining 
AND ISO 9001 accreditation, AND medical industry experience’. Thus making additional selections 
narrows down the field. 
 
You can make multiple selections within the additional tabs to broaden the selected suppliers again. For 
example, ‘I need a supplier who has 3 axis machining AND ISO:9001 OR is a defence approved 
supplier’. 
 

 
 
Figure 18 – Select specific materials experience 
 
Step 10: Once you have made all of your additional selections, click the Save and Submit button to make 
the RFQ live. 
 
Editing: You are free to edit any details you have entered for a live RFQ except the quantities. Simply 
open up the RFQ from your Live RFQ list and make the changes you require. The system tracks what 
changes were made which is viewable by all suppliers. 
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 Step 11: Your RFQ is now live. 
 
 

 
Figure 19 
 
This RFQ can now be viewed in your ‘Live RFQs’ list. See the later section (section 12.0) on reviewing 
and awarding quotes for details on how to view the progress of your live RFQ. 
 
If you choose not to make the RFQ live just yet, simply make sure all your selections are saved and click 
on another link in the navigation menu to exit out of the RFQ. Your RFQ can be found later for editing or 
submission by going to your drafts folder. 
 
Any details of a draft RFQ can be edited including quantities by opening up the RFQ, making edits, and 
saving the changes. 
 
NOTE: Quantities for live RFQs cannot be changed. This rule is in place to prevent quantities being 
changed after quotes have been submitted. To change quantities, retract the RFQ and re-submit it. 
 
NOTE: When suppliers view a RFQ, they can see all of the specifications you have entered in the details 
and drawings sections. They can download and view your drawings. Also, your company name, location, 
contact name and phone number are displayed for suppliers to contact you should they have any questions 
regarding your job. Suppliers can also contact you using the inbuilt message system. These messages are 
not emailed to you, so you need to check in from time to time to check your messages. 
 
You also need to take note of the date you nominated for the RFQ to expire. After this date suppliers can 
no longer view your RFQ or submit quotes. Suppliers can see if their quote has been read or declined. The 
system will notify you when your RFQ has closed and tell you how many quotes and messages you have. 
 
A live or closed RFQ can be withdrawn at anytime. See section 11.0 for instructions on withdrawing and 
deleting RFQs. 
 

RFQ is now live. 

Click here to view 
quotes received. 
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10.0 Submitting RFQs by Special Invite 
 
The RFQ by special invite is a powerful function for buyers, which gives you complete control over who 
receives your valuable engineering data. A RFQ is submitted and becomes live but is then only viewable 
to the suppliers you invite to do so. Suppliers can be chosen by making category selections as before 
which presents you with a list of suppliers who match your criteria from which to make choices, or you 
can select directly off you’re my Suppliers list.  
 
The RFQ by special invite can be used in a number of ways. Firstly, it allows you to pick and choose 
which suppliers your RFQ will be submitted to. Secondly, it allows you to not choose suppliers you may 
not want your RFQ to go to (if say you have a bad relationship with a supplier). Thirdly, it enables you to 
submit your RFQ to a specific supplier you know and trust or usually does a particular job for you 
(maintain your existing relationships). Finally, it can be used to try out the results of different category 
selections to bring up differing lists of matching suppliers to make your selections from. 
 
To use the RFQ by special invite to submit your RFQ to your My Suppliers list, first populate your My 
Suppliers list with contacts by using the search functions under the My Account section of the navigation 
menu or the link on the dashboard. See section 16.0 for instructions on doing this. 
 
The following explains the invitation functions for submitting RFQs by special invite. Please refer to 
section 9.0 for more details on entering more RFQ information. 
 
 
TIP: Even if you haven’t ticked the Invitation Only check box, the invitations tab is still present on all 
RFQs. Thus, even for a regular RFQ you can use the invite function to specifically invite certain suppliers 
who you want to make sure will provide a quote.  
 
You can also use the invite function to let suppliers know that your RFQ has been lodged immediately in 
cases where a job is urgent and it is best not to wait until the automated notices are sent out at 4:00am 
the next morning. 
 
Thus this feature can be used to give suppliers a ‘nudge’ for an immediate response. 
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When you start a new RFQ, make sure the Invitations Only box is ticked: 
 
 

 
Figure 20 
 
Enter all RFQ description and details as before in section 9.0.  
 
Click ‘Save and Submit’ to submit the RFQ as before, so that the status of the RFQ is now live. 
 
NOTE: Although the RFQ is now live, it is not viewable by anyone and no suppliers will be notified it 
exists until you specifically invite them.  
 
If you have a supplier account, you can check this by browsing all RFQs. You will not see your newly 
submitted RFQ on the list. RFQs by special invite never appear on the browse all list. They are only 
viewable in the specifically invited supplier’s Invitations folder. 
 
 
 
 
 

Tick the Invitations 
Only box. 
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Once the RFQ is live, the invitations tab will be visible when viewing the RFQ details as in figure 21 
below: 
 

 
Figure 21 
 
After clicking on the invite tab you have 2 choices to use to find suppliers to invite. One is to invite from 
your contact list (My Suppliers), the second is to find suitable suppliers. See section 16.0 for details on 
populating your My Suppliers list. 
 

 
Figure 22 
 
 

Click this tab to 
invite suppliers to 
quote on your job. 

Click here to find 
suitable suppliers in 
the system 
 
 
Click here to invite 
suppliers from your 
contact list. 
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Clicking on the ‘Invite from contact list’ button populates the tab with a list of suppliers you have in your 
‘My Suppliers’ list as shown in figure 23 below: 
 

 
Figure 23 
 

• Click on a company name to view their showroom and review their full capability and ratings. 
 

• Click the invite button next to each contact on the list to invite them to quote on your job. 
 
NOTE: Once a supplier is invited, they are immediately sent an email to notify them they have been 
specially invited to quote on this RFQ. 
 
Clicking on the ‘Find suitable suppliers’ button populates the tab with a list of suppliers in the system 
matching the criteria you specified when creating your RFQ. You can click on a company’s name to view 
their showroom to assist you with making informed choices on which supplier to use. 
 
You can combine both methods as you please to list suitable suppliers. 
 
Click on the Invitations tab again to view the list of suppliers you have invited. 
 
Once you have invited a supplier, you cannot ‘un-invite’ them. That means you are also free to edit your 
RFQ to make changes to the category selections. Doing this you can alter the list of suppliers you have to 
choose from to give you a wider or different selection of suppliers to choose from. 
 
At a later date or anytime you can choose to invite more suppliers if you wish to. 
 
All suppliers you have invited receive an instant email notification that they have been invited to provide 
you with a quote. Quote submission, quote viewing and job awarding work the same as a standard RFQ. 
However, your RFQ is not publicly viewable. Only those suppliers invited to do so can see your RFQ. 
 
When used in conjunction with collaborative RFQs (see section 15.0), special invite RFQs are a powerful 
tool. 
 
 

Click the invite 
button next to each 
contact to invite 
them. 
 

Click a company 
name to view their 
showroom. 
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11.0 Withdrawing and Deleting RFQs 
 
RFQs can be deleted or withdrawn at any stage. RFQs that are in draft stage are simply a matter of 
clicking the cross next to the RFQ to delete it. 
 
For RFQs that are live or closed, you need to provide some feedback to suppliers who have submitted 
quotes to explain why it is being withdrawn. For live or closed RFQs, open the RFQ for viewing and 
click on the ‘Retract RFQ button’. You will be presented with a feedback form. You can simply type in 
some feedback for the suppliers before clicking the ‘withdraw RFQ’ button. Suppliers will be notified by 
email that the RFQ has been withdrawn and why. 
 
NOTE: When you withdraw a RFQ, all information is permanently deleted including the suppliers quotes. 
 
To save the RFQ for submission another time (with edits if you like), click the ‘Create a standard part’ 
button first. This will save a copy of the RFQ into your standard parts list. From there you can make 
changes to it and resubmit it another time. 
 

 
Figure 24 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to retract a 
live RFQ. 

Click here to save RFQ 
as a standard part 
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12.0 Reviewing Quotes, Awarding and Completing Jobs . 
 
Once your RFQ is live, the system automatically notifies by email, those suppliers whose capabilities 
match up to your requirements. Suppliers log into their accounts and compile quotes online using our 
software or input the results from their own quoting software to submit quotes to you via our system. You 
receive quotes to manufacture your job which can be viewed by opening up the RFQ in question and 
viewing the responses received. 
 
Received quotes can be viewed at any time, but we recommend you do not award a job until the expiry 
date for quotes has passed. Otherwise, you may miss out on receiving quotes from suppliers who have 
chosen to leave it until just before the closing date to make their submission. 
 
To review quotes received: Go to your dashboard, or to the buyer navigation buttons and click on Live 
RFQs or Closed RFQs if the RFQ has expired. 

 
Figure 25 
 
Suppliers may send you messages to ask for more information on your job. Check your messages 
regularly to review and answer their queries. 

 
Figure 26 

Click here to you’re 
your live RFQs. 

Click here to list your 
closed RFQs (waiting 
to be awarded). 

Click on a RFQ 
number to open it up 
for viewing (or 
editing). 

Indicates number of 
quotes received. 

Project names. 



Page 29 of 58 
Copyright© 2011. ManufactureLink Pty Ltd. All rights reserved. 

Once the RFQ in question is open for viewing, you can see how many quotes have been submitted: 
 

 
Figure 27 
 
Click on the ‘Quotes’ tab to view the list of quotes received: 
 
 

 
Figure 28 
 
 
 
 
 
 
 
 

Displays the number 
of quotes received. 

Click here to list 
received quotes 

Click on the 
company name to 
view quote details 

Ratings display 

Click here to 
compare quote prices 
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To view all received quotes in an easy-to-compare format, click on the ‘Compare all quotes’ button to 
bring up a table like the one in figure 29 below: 
 
 

 
Figure 29 
 
 
NOTE: Suppliers can see if their quote has been read or not. It is good etiquette to make sure you view all 
quotes so the suppliers know you have considered all quotes before making your decision on which 
supplier to use. 
 
 
Closing RFQ Notifications 
 
When your RFQ closes you will be automatically emailed a notification to let you know. The email also 
summarises how many quotes and enquiries you have received. 
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Click on the company name to view the full details of their quote. The quote displays all the basic price 
information plus suppliers can upload files to support their quote. Download files for viewing in the files 
section at the bottom of the quote. The details of the quote provided are displayed as follows: 
 

 
Figure 30 
 
For all quotes received, you can print out a hard copy for your records or viewing offline. The print quote 
link is available when viewing quote details. 
 
To make informed decisions on using a supplier, click the Supplier’s showroom link to view their full 
capability and review their detailed ratings and past feedback. 
 
If the RFQ has closed and you wish to award the job, then click the ‘Accept quote’ button. 
 
Once the accept quote button is clicked, you will be asked to provide some optional feedback as to why 
the quote was chosen (e.g. the winning company has ISO9001 accreditation). A form will pop up 
allowing you to (optionally) enter some feedback to unsuccessful suppliers. A notice that their quote was 
unsuccessful along with your comments is instantly emailed to the unsuccessful suppliers. The system 
will also provide automated, graphical feedback to the suppliers on how their quote fared. 
 

Click here to accept 
the quote and award 
the job. 

Click here to send the 
supplier a message 

Click here to print the 
quote details for 
reference 

Suppliers can upload 
additional 
information to 
support their quote. 

Click here to view 
the supplier’s 
showroom 

Quote details 
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The successful supplier is also instantly notified by email that they have been awarded the job. The email 
also contains your contact details so they can ring you and make arrangements. 
One you have awarded a quote, the RFQ changes status to ‘in progress’ and moves to your ‘in progress’ 
folder. 
 

 
Figure 31 
 
You will at this point be able to print out an automatic Purchase Order Request containing all details of 
the winning quote to give to your purchasing department. To print the PO requisition, open up the 
winning quote by clicking the View Winning Quote link on the RFQ in question. When viewing the quote 
details there is a link at the top to print the PO requisition. 
 
The supplier also now has the RFQ listed in their ‘Jobs in progress’ folder. 
 
The supplier now has Job Trakka™ available. They can use Job Trakka™ to add a simple task list to the 
job in progress. Next to each task they can update the percentage complete. You as the buyer can view the 
progress of your job by clicking on the Job Trakka™ tab. 
 

Job is now in 
progress. 

Job Trakka™ tab is 
now visible. 

View the winning 
quote. 
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Figure 32 
 
On the Job Trakka tab you will also find a link to send the supplier a message. 
 
At completion of the job, the supplier will click the button to tell the system the job has been delivered 
and the RFQ moves to your ‘delivered’ folder.  
 
Once you have received the goods, inspected them and are satisfied the job is complete, you can open up 
the RFQ in the ‘delivered’ folder and click on the Job Trakka™ tab to close off the job. You will see it 
already marked by the supplier as complete and all tasks will be at 100%. 
 

 
Figure 33 
 
Click on the ‘Job Complete’ button (figure 33) to mark the job as fully complete and delivered, and to 
bring up the ratings tab. 
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The ratings form will pop up for you to complete. Rating a supplier is a simple task of making selections 
from 1 to 5 for a supplier’s performance eon this job. 1 is the worst and 5 is the best. 3 is neutral. You can 
also enter some text to give more feedback on how the supplier performed on this job. 
 

 
Figure 34 
 
Enter your ratings and click the ‘Job complete!’ button and the job is finished. The RFQ will move to 
your completed folder. Your drawings will be deleted from the system, but the drawing names and 
revisions are kept for NDA reference.  
 
The following section is a more detailed discussion of what each ratings category means: 
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Delivery 
 
Correct paper work supplied: Did you get the correct paperwork supplied you requested or were 
expecting? E.g. delivery dockets, inspection reports, heat certificates, invoice etc. 
On time delivery: Was the job delivered on or before the required delivery date? 
Packing: Was the job packed correctly or to your expectations to prevent damage or contamination? 
Turn Around Time: Even if the job was delivered on or before the agreed delivery date, were you happy 
with the turn around time? 
 
Quality 
 
Accuracy: Was the job completed accurately or precisely to your requirements or drawings? 
Attention to detail: How well were the little things completed that don’t affect the function but make for 
a quality job? 
Design: Did the manufacturer design a good manufacturing solution? 
Finish: How was the finish of the job? E.g. surface finish, de-burring, flow marks, corrosion. 
Fit for purpose: The main test of quality is whether or not a component is fit for its intended purpose. 
 
Relationship 
 
Accountability: Does the supplier accept full responsibility where due or do they try to shift 
responsibility and blame, especially when problems arise. Also part of accountability is whether or not a 
supplier accepts responsibility for key decisions or tries to push the buyer to make these decisions to shift 
responsibility. 
Communication: Does the supplier keep you informed of progress good and bad, keep you informed 
about problems, and also tell you when delivery dates will move ahead of time. Do they have good 
communication with you in general? 
Design/Innovation: Does this supplier offer good expertise and suggestions on the design for 
manufacture of your product, flag problems, offer solutions and in general have good design input into 
ensuring the best quality end product. Do they offer innovative solutions to better manufacture your 
product? 
Facilities and equipment: How would you rate the facilities and equipment of this supplier? 
Knowledge: How good is this supplier’s general knowledge of manufacturing, manufacturing processes, 
techniques and supply chain practices? 
Management skills: Does this supplier have good skills to both project manage your jobs and to manage 
their business in general? Are they managing timelines, raw materials, delivery, staff, costs etc 
effectively? 
Professionalism: How would you rate the supplier’s general professionalism?  
Responsiveness: How responsive is the supplier to enquiries, requests and general communication? 
Value: How would you rate the value for money you get from using this supplier? 
Working/business relationship: How would you rate the overall business relationship with this supplier? 
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Suppliers will also have a form to rate your performance on this job also. They have a different set of 
criteria for ratings as follows: 
 

 
Figure 35 
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13.0 Creating and Using Standard Parts 
 
Standard parts are typically jobs you source regularly, but rather than having to create the same RFQ file 
over and over, we give you the ability to save an RFQ as a standard part. RFQs containing all 
specifications, drawings, details and category selections can be saved as standard parts. A standard part 
can then be edited or used as is for quick, easy submission to the system. 
 
A standard parts are created from draft or live RFQs at almost any stage of their life. At most stages when 
viewing RFQ details, you will see a link on the form to ‘create standard part’. Click this link to save the 
RFQ as a standard part. 
 

 
Figure 36 
 
After you click the ‘Create standard part’ link, a form will come up asking you to give the standard part a 
name (the current RFQ name is pre-inserted). Keep the current name or change it and click save. 
 

 
Figure 37 
 
 
 

Create standard part 
link. 

Click here to view 
list of saved standard 
parts 
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To edit or use standard parts, go to the list of saved parts by clicking the ‘Standard parts’ link on the 
buyer navigation menu which is located under ‘My Projects’. You will see a list of the standard parts you 
have saved. Click on the one you want to use or edit. 
 

 
Figure 38 
 
The standard part will open up for editing first. Here you can make changes to the details of the standard 
part. The standard part does not become a RFQ until you click ‘submit RFQ’.  
 

 
Figure 39 
 
 
 
 
 
 
 
 

No RFQ number 
allocated. Not yet 
live 
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Once submit RFQ is clicked, a form pops up asking you to enter date required and closing date as well as 
allowing you to change the name of the part.  
 

 
Figure 40 
 
Click ‘submit RFQ’ and the Standard part is allocated a RFQ number and becomes a draft RFQ. You can 
tell at this point that it is a RFQ and not a standard part by the fact that it now has a RFQ number 
allocated. Prior to making this RFQ live, you can view it in your drafts folder. 
 
At this point as the RFQ is not yet live and you can still make any changes you want such as making it a 
RFQ by special invite or assigning it to a project. Click ‘Submit RFQ’ again and the RFQ becomes live in 
the system. 
 

14.0 Projects and Project Trakka™ 
 
Projects are a way for buyers to create and name projects to group RFQs under. This allows better and 
easier management of large sourcing projects by organizing your RFQs under a project heading. RFQs 
are grouped under project headings when they are created and remain grouped through all the stages 
(draft, live, in progress, delivered, completed). 
 
When used in conjunction with Job Trakka™, the overall progress of the project can be tracked. We can 
this Project Trakka™. Project Trakka™ gives you a simple, quick and easy method to view the progress 
of your sourcing project and the status of the individual RFQs grouped under them. 
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Projects must first be created before you can group RFQs under them (assign and RFQ to a project). To 
do this, click the My Projects heading in the buyers navigation menu or the Project Trakka™ button. You 
will see a list of current projects and a form to add a new project (see figure 41 below). Enter a name and 
click save to create the project. 
 

 
Figure 41 
 
To view all saved projects, click the My Projects or Project Trakka button on the navigation menu. You 
will see a list of all your saved projects. You can click on the project name to view RFQs assigned to the 
project name. Click the cross next to a project name to delete it. 
 
NOTE: You cannot delete projects which have RFQs currently assigned to them. 
 
Projects are viewable whenever you view your list of live RFQs. Above each RFQ is the project name, or 
‘unassigned’ if the RFQ has not been grouped under a project heading. When viewing the list of RFQs, 
you will see all RFQs assigned to a particular project grouped together (see figure 42 below). 
 

 
Figure 42 
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To use Project Trakka™ to view the progress of your sourcing project, click the My Projects or Project 
Trakka™ button on the buyer navigation menu and click on the project name you want to view. You will 
see a list of all RFQs assigned to this project, the status of each RFQ and the overall progress of the 
project. From this list you can click on each RFQ individually to bring up the RFQ details. 
 

 
Figure 43 
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15.0 Collaboration Tools 
 
ManufactureLink’s system comes equipped with powerful tools to allow you to collaborate with suppliers 
to seek manufacturing solutions or to seek design-for-manufacture input for example. 
 

15.1 Request For Innovation (RFI) 
 
The Request For Innovation tool is a flag you can put onto a RFQ to let manufacturers know you require 
both a manufacturing solution and a quote. This flag lets suppliers know you need them to collaborate 
with you to work out a solution. 
 
If the RFI flag only is used, the collaboration is private between individual suppliers and you as the buyer. 
Suppliers can collaborate with you in a number of ways: 
 
Firstly, the suppliers can use the in-built messaging system to send you messages with files attached. 
They can use this to send you ideas and suggestions prior to formulating their quote. 
 
Secondly, the suppliers can see your name and phone number and can choose to ring you and discuss 
your solution directly. RFIs can also be used in conjunction with collaborative RFQs as in the following 
section. 
 

15.2 Collaborative RFQs 
 
Collaborative RFQs are a powerful, online collaboration tool for seeking discussion about a specific RFQ. 
Collaborative RFQs are raised by a buyer or a supplier using their buyer functions. To raise a 
collaborative RFQ, simply raise a new RFQ as described in earlier sections of this manual. On the RFQ 
details tab, make sure the collaboration tick box is checked. This enables the collaboration tab. Once the 
RFQ is live, suppliers and you can both see the online discussion board attached to the RFQ. This 
discussion board is viewed by opening a RFQ for viewing and clicking on the collaboration tab. 
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See figure 44 below for a view of the collaboration tab. 
 

 
Figure 44 
 
To post messages and upload files, simply click the Post a Message link to bring up the message form. 
 

 
Figure 45 
 
Only one file at a time can be uploaded. Messages are listed with the most recent posting at the top. 
 
The collaboration tab messages and files can be viewed and downloaded by all registered suppliers and 
the buyer who raised the RFQ. Restrictions on who can view a collaborative RFQ can be placed by using 
the RFQ by special invite function in conjunction with the collaboration function. 
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By using the RFQ by special invite function in conjunction with the collaboration function, you can have 
complete control over who you select to collaborate with. Using this method you can either invite 
suppliers from you’re my Suppliers list to collaborate with, or you can make manufacturing category 
selections to search the system for suppliers having specific capabilities to collaborate with. You have 
complete control over who is invited and only the invited suppliers can see your collaborative RFQ. 
 
These functions combined make this a powerful collaboration tool for solving complex manufacturing 
problems or seeking input from other manufacturers. 
 
NOTE: ManufactureLink does not control what is done with information provided during the 
collaboration process. Collaborating parties should make their own arrangements between all parties 
when Intellectual Property ownership needs to be allocated for supplied design solutions. 
 

16.0 My Suppliers List 
 
Your my Suppliers list is a contact list you can use to quickly find your regular suppliers to submit your 
RFQs to. Your my Suppliers list can also be used to quickly send messages using the inbuilt messaging 
system.  
 
To use the My Suppliers list, you must first populate it with contacts. To do this the system has a search 
function to locate your regular suppliers, or to find new suppliers. To search for suppliers to add to your 
my Suppliers list, click on the My Accounts button in the navigation menu and then click ‘Supplier 
Search’ or click the Supplier Search link on the Dashboard. A search form to carry out searches will open 
up: 
 

 
Figure 46 
 
Enter a business name or part of a name to search the network for them. 
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You can also conduct searches by industry, minimum rating, state, process, service, materials experience 
or accreditations. You can combine selections to narrow down or broaden your search criteria. 
 
See the following section of supplier searches for more details on the search functions. 
 
Enter your criteria and click search. A list supplier results will come up. Click on the add button to add 
them to your my Suppliers list. Click on the company name to view their profile. 
 
 

 
Figure 47 
 
To view the suppliers you have listed, click on the My Suppliers button in the navigation menu. A list of 
your suppliers will come up and you can click the cross next to each one to delete them. 
 
When using the inbuilt messaging function, clicking on the ‘To’ button will automatically access you’re 
my Suppliers list. 
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17.0 Searching ManufactureLink’s Custom Manufacturi ng Directory 
 
For many users of ManufactureLink’s online sourcing system, you don’t have a requirement to lodge a 
Request For Quote and just want to be able to search for a suitable supplier and contact them. 
ManufactureLink has tools to make this process simple and efficient. 
 
ManufactureLink uses category selections to locate manufacturers to avoid the problems associated with 
keyword searches. Keyword searches are only effective if you know what you are searching for is called 
and if the supplier has registered this keyword. By using a category system for searches we make locating 
the right supplier faster, more efficient and provide more effective results. 
 

 
Figure 48 

17.1 Using The Supplier Search 
 
Refer to figure 48 above. To start a supplier quick search, click the ‘Supplier Search’ link on the 
dashboard or in the left hand navigation menu. A search form like figure 49 below will open: 
 

 
Figure 49 

Quick links for the 
search features 
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On the first tab you can enter test to search for a supplier’s name if you know it. Enter either the start of 
their name or their full name to search. 
 
You can also enter a city/suburb name to search for suppliers in a particular location. 
 
The other 2 options are to select a location state or a minimum rating. 
 
Either click search to begin the search or add more criteria to your search by making selections on the 
other tabs. 
 
Click the Materials tab to make selections of specific material experience. For example if you wanted a 
machinist who works with Titanium, or an investment casting foundry who casts stainless steel. 
 

 
Figure 50 – Select material experience 
 
Click the Industries tab to make selections of industries serviced as in the figure below: 
 

 
Figure 51 – Select industries serviced 
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The next tab allows you to select manufacturing processes.  
Click on each major process group to open up a detailed selection.  
Use the select all button to select all suppliers in the process group. E.g. All CNC machinists. 
 

 
Figure 52 – Select manufacturing processes 
 
Click on the services tab to make selections of services such as coating, plating engineering design, 
maintenance, chemical manufacturing and more. 
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Figure 53 – Select services 
 
The last tab is to make selections as to accreditations and licenses held such as ISO9001, TGA license etc. 
 

 
Figure 54 – Select accreditations 
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Once a single selection or combination of selections has been made, click the search button to complete 
the search and be presented with a list of matching suppliers as in the figure below: 
 

 
Figure 55 – Supplier search results. 
 
The search results show a company’s name, their rating, Location, and Contact name. Next to each name 
is also an Add link to add the supplier to your my Suppliers list. 
 
Click on the company name to open their showroom in a new window. The showroom displays detailed 
information on what a supplier’s capabilities and expertise is, as well as providing contact details and a 
contact form to email them an enquiry. 
 
See section 18.0 for more details on the information available from a supplier’s showroom. 
 
 
 
 

Click the company 
name to open their 
showroom in a new 
window 

Click the Add link 
next to a supplier’s 
name to add them to 
you’re my Suppliers 
list. 
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17.2 Search Strategies 
 
To make a basic search for all suppliers with a single capability, you simply go to the applicable search 
tab, make the selection and click search.  
 
For example, to find all injection moulders, click the processes tab, open the plastics moulding group, 
select injection moulding and click search.  
 
Another example is to find an electroplater who plates hardchrome: click on the services tab, open the 
plating/coating group, select hardchrome and click search. 
 
To narrow down searches or be very specific about the supplier you are seeking, use multiple selections. 
For example, the 2 searches above can be narrowed down to suppliers in Victoria by also selecting 
Victoria on the first tab. 
 
You can further narrow down the search to Victorian suppliers having ISO9001 accreditation by also 
selecting ISO9001 on the accreditations tab. 
 
Making multiple selections can help you define the exact supplier you are seeking. For example, if you 
were looking for someone who moulds medical plastics in NSW. You would select NSW on tab 1, 
Medical/biotechnology on the industry tab, injection moulding on the processes tab and click search. You 
could also specify ISO13495 or TGA licensed if this was important. 
 
Search strategies are simple if you understand the search logic. Between selections on each tab, the 
software places an ‘OR’ between each selection. For example, I might select 3 axis machining OR 5 axis 
machining, OR investment casting.  
 
The software places an ‘AND’ between selections or groups of selections on each tab. For example I can 
select a supplier located in South Australia AND has closed die forging OR has open die forging, AND 
has ISO9002 accreditation. 
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18.0 Supplier Showrooms 
 
ManufactureLink provides each supplier with a ‘showroom’ which is a pre-formatted website allowing 
buyers to view a great deal of information about a supplier. 
 
A supplier’s showroom displays their full contact details with links to their own corporate website. The 
showroom also has pages to display their capability and their ratings and feedback details so you can view 
their reputation online. 
 
Each showroom also has a contact form so you can email the supplier with an enquiry. 
 
The following images show what a supplier showroom looks like: 
 

 
Figure 56 – Showroom Front Page 
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Figure 57 – Showroom Capability Page 
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Figure 58 – Showroom Capacity Page 
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Figure 59 – Showroom Ratings and Feedback Page 
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Figure 60 – Showroom Contact Page 
 
To use the contact form, simply enter the information it asks for paying attention to the compulsory fields. 
Ensure your email address is entered correctly as a copy of your enquiry together with the supplier’s full 
contact details will be emailed to your address. 
 
Select or deselect the checkbox to determine if you wish to subscribe to the free-of-charge Advanced 
Manufacturing Bulletin. 
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19.0 How to Source Your Manufacturing Requirements - Examples 
 
The following are a few examples of different methods of using ManufactureLink’s RFQ system to 
source your manufacturing requirements. 
 

19.1 You have full design drawings and/or models an d know how your parts 
should be manufactured. You are not concerned where  your parts are 
manufactured. 
 

• Login to your buyer dashboard. 
• Click on the ‘Raise new RFQ link’. 
• Complete the RFQ details, upload your drawings and make manufacturing category selections for 

the processes you need. 
• Submit your RFQ and receive your quotes online. 
• Assess the suppliers and award the job after the closing date. 

19.2 You have full design drawings and/or models, k now what manufacturing 
process you need, but want to get a quote from your  usual supplier only. 

• Login to your buyer dashboard. 
• Click on the ‘Raise new RFQ link’. 
• Complete the RFQ details, upload your drawings and make manufacturing category selections for 

the processes you need. But tick the ‘invitations only’ box. 
• Submit your RFQ so that it is live. 
• Go to the Supplier search function in the My Account section, find your regular supplier and add 

them to you’re my Suppliers list (can only be done if they are registered). 
• Go to the invitations tab and use the option to find suppliers from your my Suppliers list. 
• Click the invite button next to you regular supplier’s name and they will be sent an invite 

immediately. 
• Assess the supplier’s quote award the job after the closing date. 

 

19.3 You have full design drawings and/or models, k now what manufacturing 
process you need, but want to get a quote from only  suppliers you choose or 
suppliers from a particular state. 

• Login to your buyer dashboard. 
• Click on the ‘Raise new RFQ link’. 
• Complete the RFQ details, upload your drawings and make manufacturing category selections for 

the processes you need. But tick the ‘invitations only’ box. 
• Submit your RFQ so that it is live. 
• Go to the Supplier search function in the My Account section, find suppliers you know and add 

them to you’re my Suppliers list (can only be done if they are registered). 
• Go to the invitations tab and use the options to find suppliers from your my Suppliers list. 
• Click the invite button next to the name of any supplier you want to invite and they will be sent an 

invite immediately. 
• Or, use the ‘Find Suitable Suppliers’ link to bring up a list of suppliers matching your category 

selections. Invite any suppliers you want or just invite the ones with the correct location. 
• All invited suppliers are notified of the RFQ immediately. 
• Assess the supplier’s quotes award the job after the closing date. 



Page 58 of 58 
Copyright© 2011. ManufactureLink Pty Ltd. All rights reserved. 

 

19.4 You have a job to manufacture but you don’t ha ve design drawings or it isn’t 
the sort of job you source from drawings. 
 

• Login to your buyer dashboard. 
• Click on the ‘Raise new RFQ link’. 
• Complete the RFQ details with dates required and closing date. 
• Check the collaboration box. 
• Enter as much detail as possible to describe your job. 
• Upload photos or scanned sketches if possible (or photograph your sketch with a digital camera). 
• In the details, ask the suppliers to contact you to discuss further or to discuss on the collaboration 

tab. 
• On the Services tab, scroll down to the Forum section and check the ‘Buyer Enquiries’ box. 
• Submit your RFQ and the suppliers will contact you directly to discuss. Also login regularly to 

check online discussions on your collaboration tab. 
 

 

19.5 You have a job to source but don’t have a comp uter, don’t feel you want to 
use the system, or your job doesn’t fit with our ma nufacturing categories. 
 

• Contact ManufactureLink to have us source your job on your behalf including any drafting 
necessary. 

 

19.6 You have a rough idea of the correct manufactu ring process but are not sure 
which one. For example, I know it needs to be CNC m achined, but which process? 
 

• Raise a new RFQ, enter the details and upload drawings as required. 
• In the categories list, go to CNC machining and click the ‘Select all’ link at the top next to where 

it says CNC Machining. 
• The RFQ notification will go out to all suppliers having any sort of CNC machining process and 

they can decide if the job is right for them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


