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The procurement management office will first 
receive the account and password notification 

letter sent by your company’s account 
administrator, which contains the user 

account and password
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Buyer Manager Login

Enterprise Buyers Zone 
Operation explanation
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ksyunchou—Buyer Manager Login

Enter the account and 
password, click login

Login URL：https://www.ksyunchou.com/j2by/enus

Switch language
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昆山运筹网—采购商经办登入

After clicking the login button, 
you will immediately enter the 

home page of the Kunshan 
Logistics Network Buyer Zone, 

which means that you have 
successfully logged in.
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On-demand matters

Enterprise Buyers Zone 
Operation explanation
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On-demand matters

The system will display 
statistics on the number of 
pending cases of various types. 
You can click the number of cases 
link to view the list of cases.
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Inquiry Management—
Inquiry job

Create an inquiry

Enterprise Buyers Zone 
Operation explanation

Homework focus:
1. Create the basic information of the inquiry form
2. Set the public status of the case, select vendors, and upload 
attachments
3. Set the item details of the inquiry 
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2. Click New to create a 
new inquiry case.

1. Click on the 
RFQ

昆山运筹网功能—建立询价案
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According to internal inquiry order 
rules, establish inquiry order number

Confirm the quotation deadline, the 
manufacturer must make a quotation 
before this date

In order to effectively increase the enthusiasm of manufacturers for 
online quotation, please fully explain the online quotation 
conditions, information and other quotation matters in the inquiry 
conditions and quotation description.

Select currency and whether to allow 
suppliers to choose currency quotation

1. Establish an inquiry case-confirm the content 
of the case
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This field is only displayed for internal 
submission, as an internal reference, and 
will no longer be displayed on the 
supplier screen

If it is an outsourcing case, you 
can select the relevant transaction 
conditions here, and there is no 
need to select an in-house purchase 
case

The effective days of the quotation 
refers to the number of days in 
which the price of the 

manufacturer’s return is valid

1. Establish an inquiry case-confirm the content of the case
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If you select "No", only the selected 
suppliers will be inquired. If "Yes", in 
addition to the selected vendors, you can 
make announcements in the announcement area, 
which can effectively expand the size of the 
inquiry.

1. Establish an inquiry case-confirm the content of the case
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2. Establish an inquiry case-the content of the case-select the 
manufacturer

Select the manufacturer to provide: "My 
favorite", "keyword", "category" three ways to 
find
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Method 1: After confirming the 
selected manufacturer, click the 
"confirm" button

2. Establish an inquiry case-the content of the 
case-select the manufacturer
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Method 2: Keyword support: 
company name keywords, 
company tax number, after 
filling in, click to query

2. Establish an inquiry case-the content of the case-select 
the manufacturer
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Method 3: Query the supplier 
category, click on the supplier 
category, the system will 
automatically bring the list of 
manufacturers in that category

2. Establish an inquiry case-the content of the 
case-select the manufacturer
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The selected vendor will be 
displayed here, if you want to 
delete the unsuitable vendor, 
please click the delete icon on 
the right

3. Create inquiry case—case content—upload 
inquiry attachment
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3. Create inquiry case—case content—
upload inquiry attachment

In order to strengthen the description 
of the specifications of the purchased 
items, you can upload the drawings or 
description files here, please click 
[the staging] before uploading

After the temporary storage 
is completed, the new button 
will appear on the screen, 
and the attachment can be 
uploaded after clicking
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3. Create inquiry case—case content
    —upload inquiry attachment

Click here to upload files

Then click here to confirm 
submission
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3. Create inquiry case—case content
    —upload inquiry attachment

Click here to confirm again

Reminder: There is no limit to 
the number of attachments to be 
uploaded, and it is recommended 
that the size of the uploaded 
file should not exceed 5MB
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Create a list of inquiry items—Method 1: 
Input method one by one, click the Add 
button, and create the specifications of 
the items you want to purchase one by one

4. Establish inquiry case—case content
   —create inquiry product details

Take the general case as an example
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Set the product information one 
by one, click "confirm" after 
setting

4. Establish inquiry case—case content
   —create inquiry product details
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After the addition is completed, 
you can modify, remove, and view 
operations in the detailed list 
of inquiry products

4. Establish inquiry case—case content
   —create inquiry product details
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Create a list of inquiry 

items—Method 2: Import 
table method

4. Establish inquiry case—case content
   —create inquiry product details
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Download the demo list, 
modify the content of the 
required inquiry, upload the 
file, and click "Confirm"

4. Establish inquiry case—case content
   —create inquiry product details
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After the addition is 
completed, you can modify, 
remove, and view operations 
in the detailed list of 
inquiry products

4. Establish inquiry case—case content
   —create inquiry product details
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5. Inquiry work

   —submitting the inquiry case

Method 1: After inputting, 
please click [Submit for 
Approval] to send to the 
supervisor for approval

Method 2: After inputting the data, if 
it is checked, if it is authorized by 
the company, please click [publish 
directly] to send it to the manufacturer 
for quotation

Important reminder: In this way, you 
must confirm that the information is 
correct, and then click Publish, 
otherwise once the information is 
incorrect, it cannot be corrected.
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  6. Inquiry work

     —handling the return of the inquiry case

Method 2: When the submitted 
case is returned by the 
supervisor, you can also check 
the status through the status

Method 1: When the submitted case is 
returned by the supervisor, it will appear 
in the return inquiry form case of the to-
do list
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Click here to view the 
details of the rejected 
cases

6. Inquiry work

   —handling the return of the inquiry case
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Click Edit to modify the content of 
the case

The reason for the 
return issued by 
the supervisor

 6. Inquiry work
   —handling the return of the inquiry case
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Resubmit after 
correction

 6. Inquiry work

    —handling the return of the inquiry case
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Click the blue icon to 
complete the job flow

  6. Inquiry work

     —handling the return of the inquiry case
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Inquiry Management—
Inquiry job

Other functions

Enterprise Buyers Zone 
Operation explanation

Homework focus:
1. Case progress query
2. Case handling transfer
3. Case cancellation
4. Advance the case
5. The case is postponed       
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1. Inquiry status query

Cases can be inquired 
according to conditions 
such as inquiry number, 
case name, announcement 
period, case processing 
status, etc.

If you directly click 
the query button, the 
system will list all 
cases
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Delete 
recovery flag

Click the operation icon 
to view the detailed 
content of the case, 
delete, and convert the 
handling

1. Inquiry status query
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2. Transfer the case to other handling personnel

If the case in the 
temporary storage state 
needs to be transferred to 
other handlers, please 
click this icon.
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After selecting the agent that 
needs to be transferred, click 
OK. The transferred cases will 
no longer be displayed in the 
list of cases handled.

2. Transfer the case to other handling personnel
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    3. Inquiry in advance, postponement, and cancellation

For reviewed cases, 
click the "View" icon
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For the reviewed case, click the icon of "Submit 
the case in advance", "Submit the case later", 
and "Cancel the submission" icon

    3. Inquiry in advance, postponement, and cancellation
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    3. Inquiry in advance, postponement, and cancellation
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    3. Inquiry in advance, postponement, and cancellation
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4. Copy  case

If you want to copy a 
previously completed case 
and re-operate, you can view 
the details of the case and 
click "Duplicate this case" 
on the page.
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Inquiry Management

—My favorite manufacturer

Enterprise Buyers Zone 
Operation explanation
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Inquiry management—my favorite vendor

1. Click [My 
Favorite Vendor]

2. Add to your favorite 
vendor group based on 
[Keyword] or [Supplier 
Category].

3. Click [New]
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Inquiry management—my favorite vendor
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The vendor has been added 
to the favorite vendor 
group.

Inquiry management—my favorite vendor
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Inquiry Management
—Quotation progress inquiry 

and follow-up

Homework focus:
1. After the case is released, the system will send an email to notify the manufacturer 
that the manufacturer must be consulted for quotation
2. The manager can also check the quotation progress at any time to understand the 
progress of the manufacturer's quotation
3. For manufacturers who have not yet quoted, they can follow up online, and the system 
will send a follow up quotation email after the follow-up.       

Enterprise Buyers Zone 
Operation explanation
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Ø Quotation progress query

After setting the relevant 
conditions, inquire about the 
vendor quotation progress of 
the outstanding cases

Click on the number to 
display the details of 
the manufacturers that 
must be consulted for 
the case selected at 
that time

Click on the number to 
show the vendors that 
have been quoted for 
the case at that time
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If you need the system to send 
emails and reminders on your 
behalf, please click [Remind 
Manufacturers]

If you need to change 
the deadline for 
inquiry, please click 
[Modify Time]

Ø Quotation progress query
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Click this button 
to remind the 
manufacturer to 
quote

The list shows the 
list of manufacturers 
that have not yet 
quoted among the 
required 
manufacturers

Ø Quotation progress query
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Modify the deadline for 
inquiry and click [Confirm]

Ø Quotation progress query
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Inquiry Management
—Historical quotation query

Homework focus:
1. Query based on the material number
2. Can understand the material number, historical quotation manufacturer, 
quotation price to the manufacturer, quotation time   

Enterprise Buyers Zone 
Operation explanation
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Ø Historical quotation query

Query according to the 
inquiry period and the 
status of the case
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The list includes: material 
number, product name 
specification, quantity, 
unit, unit price, time, 
inquiry number, etc.

Ø Historical quotation query
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Inquiry Management

—Request for quotation transfer

Enterprise Buyers Zone 
Operation explanation
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Ø Request for quotation transfer

Retrieve data from the OA 
system of the core factory 
and transfer it to the 
current account.
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Tender management
—Bid opening of the case

—Case negotiation

Enterprise Buyers Zone 
Operation explanation
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The case can be inquired based on 
the inquiry order number, case 
deadline, inquiry order status and 
other conditions

If you directly 
click the query 
button, the system 
will list all cases

Click the operation icon 
to open the case

1. Bid opening and price comparison
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Click the operation icon to 
view the manufacturer's 
quotation details

1. Bid opening and price comparison

Click here to enter the 
price comparison link

Click to download the price 
comparison table to compile 
the content of the 
manufacturer's quotation 
into a management report in 
PDF format
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Price comparison table pdf diagram
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2. Enter into bargaining

Click this button 
to enter the 
negotiation 
process
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Tips:Dealers can negotiate prices 
for specific items and specific 
manufacturers, and the number of 
bargaining times is unlimited

2. Enter into bargaining

step 1：Select the deadline for 
bargaining
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2. Enter into bargaining

step 2：Enter the expected 
amount of the product in mind

step3: Check the vendors 
participating in the bargaining

In step3, if you want to select 
all manufacturers to participate 
in the negotiation, you can also 
directly check this button
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If the manufacturer has 
responded to the bargaining, 
you can click on bargaining 
to stop the follow-up work

2. Enter into bargaining

Click here to enter the case, 
you can view the progress of 
manufacturers participating 
in the negotiation
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After the negotiation is 
suspended, you can choose to 
re-negotiate or plan to 
purchase

View vendor 
response amount

2. Enter into bargaining



昆山采购招标运筹网

Fill in the asterisked 
information such as delivery 
date, receiving unit, 
telephone number, etc.

3. Single-tier proposed purchase

Enter the single-
tier proposed 
purchase page from 
here
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Check the ordering vendor 
and set the delivery 
message

3. Single-tier proposed purchase
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Set the delivery 
date according to 
your own material 
requirements

3. Single-tier proposed purchase
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Click [Submit 
for Approval] 
after input

3. Single-tier proposed purchase
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Return to the homepage of the 
single-tier proposed purchase, 
you can view the status of the 
proposed case

3. Single-tier proposed purchase
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If the data to be purchased is 
returned by the supervisor, it will 
appear in the back-to-do list of the 
proposed purchase order case

3. Single-tier proposed purchase
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Order management

—Order reply query

Enterprise Buyers Zone 
Operation explanation
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Orders can be inquired by 
conditions such as order 
number, case name, 
manufacturer name, etc.

If you click the query 
button directly, the 
system will list all 
orders

Click the operation 
icon to view the 
manufacturer's reply 
content

Order management-order reply query
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Order management-order reply query
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Vendor Management

—Vendor data query

Enterprise Buyers Zone 
Operation explanation
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Vendor Management-Vendor Data Query

2.1 Vendor information can 
be queried through vendor 
name keywords

2.2 If you directly click 
[Query], the system will 
list all manufacturer data

1. Click on the 
vendor data query 
job

3. Click the operation 
icon to view the basic 
data of the manufacturer
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Vendor Management-Vendor Data Query
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Catalog management

—Catalog query

Enterprise Buyers Zone 
Operation explanation
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Catalog management—Catalog query
2.1 Relevant catalog data can 
be queried through product 
keywords, manufacturer names, 
and product categories

2.2 If you click the 
query button 
directly, the system 
will list all product 
catalogs

1. Click the 
catalog query
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Click the operation icon 
to view the contents of 
the catalog

Catalog management—Catalog query
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Catalog management—Catalog query
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KSYUNCHOU.COM
Contact Information

Customer Service Phone 1: +86-025-56601230

Customer Service Phone 2: +86-0512-55215076

Mailbox: maliya@sourcerdb.com

Address: 704, 7th Floor, Taiwan Association Building, 399 

Qianjin East Road, Kunshan City

   Thank you for joining!


