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INTRODUCTION



PREMISES

Starting from December 2018, AE Vendor Hub is the platform used by Ansaldo Energia Group to
manage the on-boarding and the qualification processes of the Vendors.

Starting from January 2020, AE Vendor Hub is also used by Ansaldo Energia to manage Request for
Quotations and Purchase Orders and is the official way to communicate and interact with Vendors.
Technical and contract documentation will be shared on Vendor Hub.

This Vendor User Manual describes the main methods of participation and response to online
negotiations published by Ansaldo Energia Group on the AE Vendor Hub portal. It explains where to
find the documentation of interest according to the processes applied.

In order to know steps to follow to register your Company on AE Vendor Hub, please download the
«Vendor guide for Registration and Qualification» available within the Home Page of the Vendor Hub
https://vendorhub.ansaldoenergia.com/web/index.html

https://vendorhub.ansaldoenergia.com/web/index.html


PROCUREMENT PROCESSES MANAGED IN AE VENDOR HUB

The AE Vendor Hub is the new tool used by Ansaldo Energia to work and share online all 
information related to the purchase of goods, services and/ or work:

VENDOR

▪ Replies to Request of Quotations 
(RFQ) and to Request of Information 
(RFI)

▪ Documentation download
▪ Purchase Order download (PO)
▪ Use of the Message Area
▪ Upload of Purchase Order 

acceptance (if requested)

ANSALDO

▪ Publishing of Request of
Quotation (RFQ) and Request of
Information with all related
documentation

▪ Provision of Purchase Orders (PO)
with all related documentation

▪ Use of the Message Area



SOURCING AREA: THE MAIN PURCHASING OBJECTS

The Vendor may be involved by Ansaldo Energia to interact with some purchasing objects. Main 
features are summarized within the table below.

OBJECT DESCRIPTION

Procurement Dossier (D) A Procurement Dossier is a folder containing purchasing objects (Request for Quotations/
Information, Auctions, Purchase Orders).

Request for Quotation (RFQ) Requests for Quotation are electronic documents that the buyer sends to the Vendors to
collect quotes. It contains technical and economical characteristics, as well as the supply/
contract conditions of the requested product or service; Requests for Quotation can be
divided into 3 main reply-sections or envelopes (hazardous materials, technical, prices); they
can be carried out in several rounds and/ or economic bids.

Request for Information (RFI) Requests for Information are structured in a similar way to RFQs and can be used as a market
research tool.

Purchase Order (PO) Vendors awarded with Purchase Orders will be able to interact with these purchasing objects
by downloading the contractual documentation and attaching the acceptance of the
Purchase Order duly signed.

Dynamic Negotiation 
(Auctions)

Dynamic Negotiations represent a possible economic awarding method corresponding to the
final phase of a Request for Quotation. The invited Vendors will be asked to enter their offers
in real time through an electronic auction monitor.



PO AWARDING MANAGED THROUGH ON-LINE RFQ (1/2)

The main activities carried out through AE Vendor Hub during the negotiation and 
awarding phases are summarized below:

RFQ 
PUBLISHING

DOCUMENT 
DOWNLOAD & 

CLARIFICATIONS

TECHNICAL 
AND 

COMMERCIAL 
OFFER

RFQ CLOSING 
AND 

EVALUATION
ORDER ISSUE

VENDOR

▪ Document download
▪ Any request for clarification to 

Ansaldo through dedicated Message 
Area of each RFQ

▪ As soon as the RFQ is 
published, invited Vendors 
receive an invitation 
notification to the e-mail 
address indicated during 
registration

ANSALDO



PO AWARDING MANAGED THROUGH ON-LINE RFQ (2/2)

The main activities carried out through AE Vendor Hub during the negotiation and 
awarding phases are summarized below:

RFQ PUBLISHING
DOCUMENT 

DOWNLOAD & 
CLARIFICATION

TECHNICAL 
AND 

COMMERCIAL 
OFFER

RFQ CLOSING 
AND 

EVALUATION
ORDER ISSUE

VENDOR

▪ Technical Offer and/or hazardous 
material sheets (if required)

▪ Commercial offer
▪ Electronic submission of the offer to 

Ansaldo Energia

▪ Offers evaluation and re-opening 
of the RFQ, if necessary

▪ Assignment of the supply and 
issue of the order

▪ Awarding notification via email 
sent to the Vendor

ANSALDO



ACCESS TO ANSALDO ENERGIA VENDOR HUB

In order to access to RFQs and Purchase Orders details, you must login Vendor Hub 
using the credentials that were sent to you after the registration phase.

Insert Username and 
Password and click on Enter



CREATION OF A VENDOR SUB-USER 

The Vendor’s main account who registered on AE Vendor Hub has the possibility to create sub-users with a 
dedicated access (username and password) to the platform. This action is necessary, for example, if the main 

account wants to delegate some sourcing activities (RFQ and PO) to other colleagues or company’s departments.

*To better understand how and why it is necessary to manage sub-users, please refer to
the Vendor Manual «AE Vendor Hub Sourcing Vendor Guide» available on VH Home Page.

Click on «Manage Users» to 
access to the list of sub-users*



PURCHASE ORDERS



PURCHASE ORDERS (PO)

When a Purchase Order is issued, you’ll be notified through an email. 
You’ll be able to download the PO and all the related documentation on AE Vendor Hub.

Click on «PO» to access to the list of your 
Purchase Orders

Within the Area «My  
Pos», click on the line to 
access the details of the 

«PO»



PURCHASE ORDER - ATTACHMENT AREA

The preview of the 
attached area of 

Folder/File Name, 
you can also see it 

on the right

It is possible to click on the 
name of the folder to open and 

check files

Order in 
PDF format

Within the Attachment Area it is 
possible to select and download  

files saved in folders by clicking on 
«Mass Download»



PO - UPLOAD OF THE SIGNED COPY OF THE PURCHASE ORDER ACCEPTANCE (1/2)

Where requested, you have to upload a signed copy of the Purchase Order.

After you have signed the 
acceptance of the Purchase Order, 

you can upload the document 
within the area «PO Details»

To reply and/or edit the 
questions, click on the 

«Pencil» icon



PO - UPLOAD OF THE SIGNED COPY OF THE PURCHASE ORDER ACCEPTANCE (2/2)

After the Purchase Order 
Acceptance is uploaded, click on 
«Save and Notify Buyer» to send 

the response to Ansaldo



REQUEST FOR QUOTATION

HOW TO REPLY AND TO SEND IT BACK TO THE 

BUYER 



REQUEST FOR QUOTATION AREA (RFQ)

When your Company is invited to participate to a new Request for Quotation, you’ll be noticed by an email. 
You can click on the link present in the email and access directly to the details of this new RFQ, or you can 

access AE Vendor Hub and check the entire list of your RFQs.

Click on «RFQs» to access to the 
list of Request for Quotations



REQUEST FOR QUOTATION (RFQ)

Within the Area «My RFQs» it is possible to check the list of all RFQs where you have been invited. 
«Open» RFQs means you can send your offer. After the deadline, the RFQs are «Closed».

Click on the line of the «RFQ» to access to the details



REQUEST FOR QUOTATION - RFQ DETAILS

Each RFQ consists of several sections and contains all the useful 
information for submitting technical and economical offers. 

RFQ* details

Attachment 
Area

RFQ status

Click on «Buyer Attachments» to view and 
download the documents uploaded by the Buyer 

and there may be also multiple folders attached in 
the Buyer Attachments area

*If the RFQ requires the management of «Hazardous Material», you’ll find the 
dedicated section/envelope on top of Technical and/or Commercial Envelope.



REQUEST FOR QUOTATION - BUYER ATTACHMENT

Click on the name of the 
«Folder/ File Name» to open 

and view the document

It is possible to select and massively download the contents 
of the folders by clicking on «Mass Download»



REQUEST FOR QUOTATION - VENDOR’S RESPONSE (1/3) 

After downloading and analyzing the requested documentation, click on «My Response» area to enter 
and present the offering, or reject (click on the Decline To Respond button) in case of not participation of 

the RFQ, otherwise click on the «Intend To Respond» button.

This message 
appears only if 

the attachments 
have not yet 

been read 
before 

responding to 
the RFQ

In the «My Response» area, 
insert the offering 

The «Decline To Respond» 
button is to reject to 

participate of the RFQ

The «Intent To 
Respond» button is 
for the interest for 

the RFQ



REQUEST FOR QUOTATION - VENDOR’S RESPONSE (2/3) 

Click on the Technical or Commercial Response 
to which you want to respond first



REQUEST FOR QUOTATION - VENDOR’S RESPONSE (3/3) 

Open the 
Response 

area to 
enter 

and/or edit 
the 

response

Another alternative to proceed in answering the Technical or Commercial Response, 
scroll down the page and on the right click on the «Pencil» icon. 



REQUEST FOR QUOTATION - INSERT TECHNICAL RESPONSE AND ATTACHMENTS

It is possible to 
check the whole 
of the response 

by clicking on the 
«Response 

Check» button

2

Enter all the 
information 
including the 
attachments 

1

4

Click on «Save 
and Continue» 
and then «Save 
and Return» to 
validate all the 

responses

3



REQUEST FOR QUOTATION - INSERT COMMERCIAL RESPONSE AND ATTACHMENTS

It is possible to 
check the 

whole of the 
response by 

clicking on the 
«Response 
Check» or  
«Refresh» 
button to 

update

Insert the economic 
offer and any 
attachment

Click on «Save 
and Continue» 
and then «Save 
and Return» to 
validate all the 

responses

2

3
4

1



REQUEST FOR QUOTATION - INSERT COMMERCIAL RESPONSE AND DETAILS

If a file name is mentioned in this column, you will 
find the relevant zip in the «Technical Attachments» 

section of the Buyer Attachments area

For each item, enter the unit 
price in the currency of the RFQ

If it is not 
possible to 

deliver an item 
by the requested 

delivery date, 
you can propose 
another date, if it 

has been 
configured by the 

Buyer



REQUEST FOR QUOTATION - SUBMIT RESPONSE 

To send the 
response to the 
Buyer, click on 

«Submit 
Response» and 
then on «OK»

If you need further details on information to be managed on the responses and to browse on Vendor Hub, please refer to the 
Vendor Manual «AE Vendor Hub Sourcing Vendor Guide» available on VH Home Page.



REQUEST FOR QUOTATION
- MESSAGE AREA -



REQUEST FOR QUOTATION - MESSAGE AREA

Message Area

Sent Messages and Draft Messages Click on «Create» to create a message, and for 
any message to be printed and/or saved as a 

PDF, click on the «Print» icon



REQUEST FOR QUOTATION - CREATION OF A MESSAGE

Write the text in the 
appropriate fields and 

attach any 
attachments if 

necessary, and then 
click «Send Message»

List of 
messages 

sent



REQUEST FOR QUOTATION - RECEIVED MESSAGE

To reply to the message, 
click on «Reply» or 

«Forward» to forward 
the message to a 

different recipient or on 
the «Print» icon to print 
and/or save as a PDF of 

the message

Received Messages

To read the 
message click 
on the line in 

the «Received 
Messages» 

section



REQUEST FOR QUOTATION
- VENDOR’S USER MANAGEMENT -



VENDOR’S SUB USERS INVITED TO THE RFQ (1/2)

The user who received the invitation to participate in the RFQ can extend the right to reply to other sub users 
of the Company. These sub users have to be previously created by the main user of the Vendor’s account.

Within the «Associated Users» area, the user who 
has been invited can invite other users to 

view/respond to the RFQ by clicking on the “+” 
icon to add or remove them with the «Trash» icon



Enter the user's name in the blank field or click on 
«Select with Search Criteria»

VENDOR’S SUB USERS INVITED TO THE RFQ (2/2)

Select the 
users and 

click 
«Save» 

and then 
click 

«OK» 
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