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Supplier Guide – Newtron online portal
1. Access
To access the Newtron portal, please use the following link:
https://www.newtron.net/web/nmarkets/portal=hawle&lang=en
We recommend that you add our link to your favorites list or bookmark it.
The portal is best used with one of the following browsers:

If you already have access data to the portal, please use the Login area in the top left corner of the
screen to log on.
To register for a Login, please click on the button
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Registration
Please complete your company information. All fields marked with a star
must be completed. Other fields are optional information.
The registration as a supplier for the Basic Access is free of charge.

are mandatory fields and

After filling out the company data, please also enter the contact details of a contact person.

After completing the information, please click on

to finish your registration request.

Your information will now be verified by our Customer Services Team and registered on our system.
The verification of your information may take up to 1 business day. We appreciate your patience!
An Email containing your personal access information will be sent to you as soon as your registration
is verified by Customer Service.
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With your personal access data in hand you will now be able to log on using the link provided in the
Email or the link below:
http://www.newtron.net/web/nmarkets/lang=en
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2. Processing of Supplier Self-Assessments
Please click on the box New supplier self-assessment (SSA).

Please confirm the one-time notification on the next screen. Your general information such as the
company name and address will be taken over into the Newtron trading platform and are then visible
in the trading directory to all registered users.

After accepting the one-time notification, you will be directed to the processing area of the SSA.
In case there are more than one questionnaire available, please click on
the SSA.
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to proceed with fulfilling

Please complete all tabs. All fields marked with a star

are mandatory fields and must be completed.

You have the option to save the questionnaire and continue processing it at a later point in time. To
do so, please click on
and log out. All entries will be stored on the system and when
you log back in you may continue completing the entries.
The entered data can be checked for completeness using the button
. If mandatory field
wasn’t completed, an error message will be shown and the corresponding field will be marked with
.
After completion of all information including all required fields, please finish the SSA by clicking on
. The buyer will receive a notification that you have completed the SSA and can now invite
your company to future online requests on the platform.

In case you are not willing to answer the questionnaire, you can decline the participation. For that go
to Menu -> Supplier Self-Assessment -> click on the lsa-number (on the left) -> click on the button
“decline participation” at the bottom right corner.
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3. Processing of Requests
3.1.

Request for Quote

If you have received a notification Email from the platform regarding a request from a purchasing
company, please log on to the platform and click on the box New requests for quote.

The next screen Overview RFQs will provide you with a list of all requests:

The system will show all currently running requests. The Filter options on the top of the screen will
allow you to search for finished requests or define various other filter options. Further filter criteria
become visible via

.

To access a request, please click on the ID number (rfx-number) of the request or tick one of the
requests and select "Confirm Participation" or "Decline Participation" from the drop-down menu.
In case you have only one request, you will be automatically forwarded to the screen-view of the
request.
The screen “View RFX request” informs you about the dates and time of the request, the contact
information of the buyer responsible for the request (click on their name) as well as a cover letter
regarding the request. To view the buyer’s contact information, please click on the highlighted name.
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Depending on a request, additional information such as attachments or other text fields may be
available online.

To process the request, please click on

at the bottom right corner of the screen.

The next screen is the processing screen for the request and will allow you to complete questions
from selection lists, in text fields or price fields.

Under positions you can access the detailed view by opening the folder symbols
can also be closed again

. Open folders

.

The questions might be selection fields, text fields or price fields. Please fill out all mandatory fields
marked with .

After entering, please confirm with confirmation button

. The gearwheel in front of

each position turns green after editing and is an indication that the entry has been completed
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.

You can also use the excel to fulfil the data. This option is particularly recommended for requests with
many positions. Once you click on “create offer”, you can find the “download/upload bid template”
button at the bottom right corner of the screen.

Download the template.

Open the downloaded excel sheet and fill out the red (mandatory) and/or the white (optional) fields.
Please do not enter or change anything in the blue fields.
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Once you filled out all the mandatory fields, save the template and upload it. Once again find the
“download/upload bid template” button at the bottom right corner and upload your file.
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Once all information including all mandatory fields is filled out, please submit your offer. You can switch to
the step of sending the offer by clicking on “Next” on Wizard menu on the right-hand side of the page.

Once you have entered some information, you can also "Save draft" and continue editing the offer at
a later point in time. It is also possible to “check” the data for completeness here. If all information is
complete, you can send the offer via "Submit offer".
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3.2.

Request for Information

The processing of a request for information is similar to that of a request for quote.

To access the request for information, please click on the ID number (rfx-number) of the request. In
the view of the request for information screen, please click on
processing the request.

to begin

In the processing screen you can now respond to all requested information.

You may save and store your entered information just like in a request for quote and continue
processing at a later point in time.
Once all information is complete, please click on “Next” and “Send answer”
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4. Platform Menu

The Dashboard displays all requests and supplier self-assessments available to you.
You will also have access to public requests and public supplier self-assessments available to all
suppliers on the platform. Public SSAs allow you to present your company to new customers as a
potential supplier. If a public request for quote is interesting to you and matches your offered
products/services, you can submit an offer to the respective customer at any time within the deadline
of the request.

REQUESTS
The menu option requests and supplier self-assessments display all currently running negotiations.

ADMINISTRATE
The menu option newtron-Account contains all your company information (e.g. addresses,
references, etc.).
The menu option Own Login allows you to edit and maintain your personal contact information (e.g.
name, phone number, email address, etc.). To assign specific commodity groups to your Login and be
www.newtron.de
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able to receive invitations to matching requests, please click on Own product range.
The Customer Management allows you to define whether you wish to be a primary contact person
for a specific customer or not.

The Cockpit displays the number of running as well as finished SSAs, requests, as well as public
negotiations.

The menu option Messages displays any incoming and outgoing messages on the platform, such as
invitations or notifications about changes in negotiations. All messages will be also sent to the email
address stored in your Login.
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5. Contact Information

Contact:
Phone: +49 (0) 351 43 95 85 38

Email: support@newtron.de

Availability:
Monday to Friday from 8:00 a.m. to 6:00 p.m. (CET) (except for national
holidays)
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