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Introduction

Lite Purchases

This manual explains to Enel Suppliers the new features implemented in WeBUY for simplified management of 

“Purchasing Lite” procurement processes, which include two types:

- the Spot Order Lite, which provides for the exchange of information and documentation between suppliers and 

buyers within the RFI  (Request For Informations)

- the Direct Awarding Lite (in the case of direct awarding), which involves the exchange of information and 

documentation between supplier and buyer within the Contract
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Access to the RFI

Lite Purchases – Spot Order Lite

To access the RFI to which you have 

been invited, select from the vertical 

menu on the left, the sourcing menu →

RFIs → My RFIs.

Select the RFI in the current state of 

interest

Click on “Intend to Respond” in the 

upper right-hand corner
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Respond to a RFI (1/3)

Lite Purchases – Spot Order Lite

Click on the name of the envelope

Fill in the subsections of the economic 

envelope:

Price section: indicate the price with 

reference to the unit of measure and 

quantity indicated
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What is given in these slides is

just an example showing some of

the possible requests from the

buyer to suppliers
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Respond to a RFI (2/3)

Lite Purchases – Spot Order Lite

Technical Specification Section: you 

are required to download the 

attachment provided by the buyer and 

accept/reject it

Contract Signing Attorney Data: it is 

required to fill in the section with First 

Name, Last Name, email and cell 

phone number of the contract signatory
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Respond to a RFI (3/3)

Lite Purchases – Spot Order Lite

Administrative Documentation: last, 

you are asked to complete the 

administrative documentation related 

to the Lite tender. Uploading the 

required documentation.

In the case of some documents, a 

template is provided for downloading 

by clicking on the “warning” button and 

reloading filled in.

Completed filling in the fields and 

attached the required documents. Click 

on “Save and Exit”

In conclusion, click Send response
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Access the contract

Lite Purchases – Direct Awarding Lite

To access the contract, from the 

vertical menu on the left, select the 

sourcing menu → My Contracts → My 

Contracts

Select the contract of interest2
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Additional information

Lite Purchases – Direct Awarding Lite

In the Content Management section →

Additional Information, click on the edit 

button to begin filling in the fields 

requested by the buyer. 

The highlighted field shows the date by 

which you are required to provide a 

response

Some fields require to be filled in with 

text

Other fields require downloading a 

template to fill out offline and then 

reloading

Once all at least required fields 

(indicated by the * symbol) are filled in, 

click on “Save and Notify the buyer”
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Price List (1/2)

Lite Purchases – Direct Awarding Lite

In the Content Management section →

Prices, you will be able to view the bid 

request from the buyer.

To respond to that request, click on the 

“Create Quotation” button.

Then on the edit button2
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Price List (2/2)

Lite Purchases – Direct Awarding Lite

In the “Unit Price” column, indicate the 

unit price you want to propose.

After that click on save.

Now you will be able to submit the offer 

and make it visible to the Buyer.

You can also, through the 3 dots::

• Delete the counter proposal

• Export the price list to edit it offline

• Export only the changes made to 

the price list

• Import the new price list previously 

edited offline

4

3

3

6

5

4

5

6


	Default Section
	Diapositiva 1: Lite Purchases  Manual for Suppliers
	Diapositiva 2
	Diapositiva 3
	Diapositiva 4
	Diapositiva 5
	Diapositiva 6
	Diapositiva 7
	Diapositiva 8
	Diapositiva 9
	Diapositiva 10


