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1. Introduction 

Marine Transaction Services AS SupplierOnline Basic is an online, web-based 
sales order management tool built for marine suppliers.  SupplierOnline Basic 
handles Requests for Quote and Purchase Orders sent from your customers 
and can process your Quotations and Purchase Order Confirmations. 
 

 Purpose 

This user guide describes the features and functionality of SupplierOnline 
Basic and gives step-by-step instructions on using the product. 
 

 Audience 

This document is intended for all users of SupplierOnline Basic. 
 

 Definitions, acronyms and abbreviations 

Term, abbreviation Description 

RFQ Request for Quote 

Quote Supplier’s reply to a Request for Quote (Quotation) 

PO Purchase Order 

POC Purchase Order Confirmation 

UOM Unit of Measurement 

Buyer Ship owners, ship managers 

Supplier Supplier 

Document RFQ, Quote, PO and POC 

Department Organisational unit  

Buyer Ref RFQ or PO number/ID 

Supplier Ref Quote or POC number/ID 
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2. Getting Started 

 

 Logging In 

Access to SupplierOnline Basic requires a valid username and password.   
To log in to SupplierOnline Basic, go to www.mtshub.com and select 
Customer Login from on the left hand side of the screen.   
 

 
 
 
From the login screen, click Production SupplierOnline 
 

 
 
Enter the username and password received from MTS in the login dialogue. 
Note: Usernames and passwords are case sensitive.  
 
Please contact MTS Support if assistance is required:  
E-mail   support@mtshub.com  
US Support    +1 877 MTS HUB    
Europe Support  +47 97 04 47 00   
 
 
 
 
 
 
 
 
 
 

http://www.mtshub.com/
mailto:support@mtshub.com
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3. Navigation 

 
 
SupplierOnline Basic is organised into three areas: 
 
Overview Overview of ongoing and recently finished work 

Search Search for documents 

Document Process documents 

 
 

 Overview  

 
The Overview tab contains three folders: 
 

 Contains 

Inbox Incoming RFQs or POs  
Note:  Documents stay in this folder until a Quote or a POC is 
created 

In Work Quote or POC being processed 

Sent  Quote or POC that has been processed 

 
 
Documents will automatically be moved to the Archive folder after 7 days.  
See the Search section for information on how to retrieve old documents. 
 
The columns show the following information: 
 

Column Description 

Doc. Type  RFQ or PO in Inbox  
Quote or POC in In Work or Sent 

Recv. Date Date1 the document was received 

Buyer Name Name of the buyer 

Vessel Name Name of the vessel 

Port Name of the port 

Del. Date  RFQ or PO – requested delivery date  
Quote or POC – planned delivery date 

Buyer Ref. Buyer reference number 

Supplier Ref. Your reference number 

 
 

                                            
1  Time zone CET 
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 Open Document 

To open a document, select the required document and double-click, or click 
the Open button. 

 
 
 

 
 

 Refresh Overview 

Refresh the Overview manually by pressing the Refresh button. 
 
 
 

 
 

 Automatic Refresh of Overview 

When Autorefresh is ticked, the Overview will automatically be refreshed 
every 30 seconds (default). 
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 Revised PO Flag 

A flag symbol next to a transaction indicates revised information. 
 

 
 
Example 
When a buyer sends a PO with a Buyer Reference that is already in use, the 
purchase order will be flagged as revised. 
 
 

 Important Changes Flag 

When a supplier makes Important Changes to a PO, the following warning 
icon will appear: 
 

 
 

Note: This functionality is only enabled when the buyer has been configured 
not to accept or warn the supplier about important changes.  The intention is 
to avoid the supplier making changes to the PO that the buyer will not accept 
and/or to inform the supplier of changes requiring explanation.  
 
Flags for important changes are triggered based on the following: 
 

Change Quote POC 

Vessel IMO number   

Delivery date   

Currency   

Price   

Discount   

Unit of Measure   

Number of units   

Item added   

Item removed   

Document rejected   

 
 

 Rejected Document Flag 

Rejected documents are flagged with the following symbol: 
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 Search  

The Search tab allows you to search for transactions via a standard or an 
advanced search interface.   

 
 
The columns show the following information: 
 

Column Description 

Doc. Type RFQ or PO in Inbox 
Quote or POC in In Work, Sent and Declined by Buyer 

Recv. Date The date the RFQ/PO was received 
The date the Quote/POC was sent 

Buyer Name  The name of the buyer 

Vessel Name  The name of the vessel 

Port The name of the port 

Del. Date RFQ and PO – requested delivery date  
Quote and POC – planned delivery date 

Buyer Ref. Buyer reference number 

Supplier Ref.  Your reference number 

 
 

 Declined by Buyer Folder 

Most documents are grouped as described above.  An additional folder, 
Declined by Buyer contains documents with Important Changes. 
 
Note:  This functionality is only enabled when the buyer has been configured 
not to accept or to warn the supplier about important changes. 
 
 

 
 

Figure 1: Search functionality 
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 Standard Search  

You can search for documents by Buyer or Supplier Reference using the 
standard search functionality.  The default search period is 90 days.  The 
search will include documents in the Inbox, In Work, Archive and Declined 
by Buyer folders.  
 
 

 Advanced Search 

Ticking the Advanced Search box allows you to specify the following search 
criteria: 
 Document type 
 Port of delivery 
 Vessel name 
 Buyer name 
 Delivery date 
 Buyer Reference 
 Supplier Reference 
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 Document  

Details of documents can be seen using the Document tab.  The view 
operates in two modes:  

 viewing RFQs or POCs (read-only)  

 processing Quotes or POs 
 

 
The Document tab is organised into seven sub-tabs: 
 
Tab Details 

Main 
 

Header information, line items, related documents 
and product search 

Comments/Arrival Info Comments and vessel schedule 

Contact Information Buyer and supplier contact information 

Billing Address   

Shipping Address  

Sales Conditions  

Equipment 
 

Used when the document is linked to a single 
piece of equipment 

 
 
Tabs with headings marked blue contain data, while tabs in black do not. 
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 Main 

After receiving a RFQ or PO, the corresponding Quote or POC can be created 
from this tab. 
 

3.3.1.1 Header Information  

The first section of the Main tab contains information about the customer, 
vessel, delivery port and requested delivery date.  Changes to the delivery 
port, supplier reference, delivery date and currency can be made here. 
 

 
 
 
Description of information shown in the Main tab: 
 

Information Description Editable 

Buyer name Name of the buyer  

Buyer ref Buyer reference number  

Delivery port Port of delivery  

Supplier Ref Your reference  

Vessel Name Name of the vessel  

Vessel IMO Vessel IMO number  

Req. Del. Date Requested delivery date  

Delivery date Your promised delivery date  

Currency Currency code  

Order value Calculated order value  
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3.3.1.2 Item Information 

The middle section of the Main tab contains information about the products 
requested, including line number, item number, number of units, description, 
unit of measure, etc.  Data can be updated according to the following table:  
 

Information Description Editable Editable  
new line 

Line No The item line number   

Item No Your item number   

# Units The number of units   

UOM The unit of measure   

Lead Time The number of days required to deliver the item   

List Price The list price   

Discount The discount in percent   

Net Price The net unit price   

Total price The total price of the line item   

 
 
Note:  The total price will be automatically calculated.  
 

3.3.1.3 Line Details 

Line details provide detailed information, such as name, manufacturer, model 
number, etc., if applicable.  The line details are shown when a line item is 
selected.  All fields are editable.  



 

  
SupplierOnline Basic (Product Rel. 10.14)   
 User Guide 
Document Version: 0.2  Page 15 of 28 

 Comments/Arrival Info 

Details of the vessel arrival location and/or additional comments to the 
transaction are shown in the Comments/Arrival Info tab. 

 
When viewing an RFQ or a PO, the comment field shows the comment, if any, 
from the buyer to the supplier. 
 
The supplier may include comments to this Quote or PO by entering text in 
the Comments box.  The comments will be displayed in the notification e-mail 
to the buyer.  Some purchasing systems are also able to import the 
comments.  
 
Note:  Some PO systems limit the number of characters that can be entered 
into the comments box to as few as 40.  Comments with more than 40 
characters will be displayed in the notification e-mail to the customer’s 
purchasing personnel. 
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 Contact Information 

Supplier and Buyer contact information is entered in this tab.  Notification e-
mails from SupplierOnline Basic are sent to the e-mail addresses specified 
here. 
 

 
 
 
The drop-down menu in the Supplier Contact section can be used to update 
the supplier contact name.  
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 Billing Address 

The Billing Address tab shows billing address details: 

 
All information shown in the Billing Address section is read-only for all 
documents. 
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 Shipping Address 

The Shipping Address tab shows details about where the order is to be 
delivered: 

All information shown in the Shipping Address tab is read-only. 
 
 

 Sales Conditions 

Here you can enter detailed sales conditions (free text) and/or specify the 
expiry date for a Quote.  The default is 30 days. 
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 Equipment 

The Equipment tab contains details about the equipment linked to this RFQ or 
PO.   
 
Note:  This is optional information that might not be provided by the buyer. 
 
 

 
 
 
All information shown in the Equipment tab is read-only. 
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4. Receiving an RFQ and Processing a Quote 

This section describes how to process an RFQ. 
 
A notification e-mail will be sent when a new RFQ is received.  The Inbox can 
be monitored to see new documents arriving.  Remember to click the Refresh 
button if Autorefresh is not enabled. 
 

 Opening an RFQ 

Select the RFQ to mark the document, then double-click on it or click the 
Open button.   The incoming RFQ will be displayed with all details in the 
Document tab: 
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 Creating a Quote 

Verify the data in the RFQ, then use the Create Quote button to create a 
quote.  

 
 

 Processing a Quote 

The following must be carried out when processing a quote: 

 Enter your Supplier reference number 

 Check the delivery port  

 Enter the delivery date 

 Click Currency and select the correct currency from the list  

 Add correct line item information 

 Enter prices  

 Enter any other relevant information such as lead time, etc.   
Note:  This information must be included on product line level and you 
must press ENTER to complete the line when the data is included.  

 
The total price will be automatically calculated based on # of Units and Unit 
Price.  Net price will be calculated based on Unit Price and Discount. 
 
The total order value will be displayed at the top right of the Line Item section. 
 

 



 

  
SupplierOnline Basic (Product Rel. 10.14)   
 User Guide 
Document Version: 0.2  Page 22 of 28 

 Delivery date calculation 

When you click the Calculate button, the delivery date will be calculated 
based on today's date and the line item having the longest lead time. 
 

 
 

 

 Save 

Verify the content of other tabs.  You may wish to save your transaction 
during this process. 
 

 
 
 

 Viewing a Document 

The View document function opens a new window that shows all details of the 
Quote.  The Quote can be printed from this view. 
 

 
 
 

 
Note:  Ensure that pop-up blocking is disabled on your browser to allow the 
document to be displayed. 
 
 

 Sending a Quote 

When your quote is complete, click Send.  
 
 
 

 
The quote will now be processed and saved in the Sent folder.  After 90 days 
it will be moved to the Archive folder. 
 
Note:  A sent quote cannot be edited. 
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 Rejecting a Quote 

If you are unable or do not want to quote, press the Reject button. 
 
 
 

 
When an RFQ is rejected the buyer will receive a notification e-mail.  The 
reason for the rejection is mandatory, and must be entered in the dialogue 
shown below: 
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5. Receiving a PO and Processing a POC 

This section describes how to process a PO. 
 

 Select PO in Inbox 

Select the PO in the Inbox.  The PO details will be shown in the Main tab: 

 

 Deleting a Document 

The Delete Doc function will delete the PO and the POC (if created).  
 

 
 
 

 

Note:  This function should be used with care as no POC or notification will be 
sent to the buyer.  
 
This functionality can be used to resolve issues such as: 

 Accidental sending of a PO by the buyer  

 The buyer does not want a POC 
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 Rejecting a POC 

The Reject function will send a rejected POC to the buyer.  
 

 
 

 
 
Use this function to send a message to the buyer that you are not going to 
deliver the POC.  The reason for the rejection is mandatory, and must be 
entered in the dialogue shown below: 
 

 

 Viewing a Document 

The View document function opens a new window that shows all details of the 
POC.  The POC can be printed from this view. 
 

 
 
 

 
Note:  Ensure that pop-up blocking is disabled on your browser to allow the 
document to be displayed. 
 
 

 Comparing a Document 

If the PO has been revised, it can be compared with its previous revision to 
review the changes made by the buyer. 
 

 
 

 
 

Note:  Ensure that pop-up blocking is disabled on your browser. 
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 Creating a POC 

Use the Create POC button to create an order confirmation.  The POC is 
created in the same way as a quote. 

 
 
 

 

 Enter Details 

Add all the required information such as prices, comments etc. to the order 
confirmation. 
 

 Calculation of Price ï Decimal Precision 

A Tool Tip shows actual decimals being calculated when applying a discount 
for the following column: Unit price, Discount, Net price and Total price. 
  
By hovering the cursor in the column, all decimals will be displayed.  
 

 Send POC 

The process is complete and your order confirmation is sent to the buyer.  
 
Note:  When sending an order confirmation that contains Important Changes, 
a warning message will be given.  
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6. Notification 

 
E-mail notification of all stages of the purchasing process can be configured as 
described below.  
 

 Supplier notifications 

 RFQ received 
 Quote sent 
 PO received 
 POC sent 
 RFQ rejected 
 PO rejected 
 Important change notification  
 POC declined by buyer due to important changes 
 Error notification 

 

 Buyer notifications 

 RFQ sent 

 Quote received 

 PO sent 

 POC received 

 RFQ rejected  

 PO rejected 

 Important change notification 

 Change notifications to defined person 

 Error notification 
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7. Additional Information 

 MTS Support 

Please contact MTS Support if assistance is required:  
E-mail   support@mtshub.com  
US Support    +1 877 MTS HUB    
Europe Support  +47 97 04 47 00   
 
 

 Adding Users 

Please contact MTS Support to add new users.  Required information: 
 

Information Description 

Name Full name of user 

E-mail e-mail address of user 

 

mailto:support@mtshub.com

