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1. INTRODUCTION 

Proposal Management Software is a project management tool for generating and managing business 

proposals. Using this software you can easily streamline your entire RFP responses and schedules. It 

allows you to create proposals in just a fraction of time. It also controls and manages your all RFPs and 

document in a centralized place. So, professionals can quickly create assignment, questions, date, and 

status and even upload the content with an ease. 
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1.1 PMS - Process Flow 
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1.2 PMS – Swim Lane Flow 

 

  



  
 

7                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

2 LOGIN INSTRUCTION 

Open browser and switch to the assigned website URL given by administrator.  

 

1. Enter your USER NAME and PASSWORD (given by administrator). 

              TIPS: clicking on Use Machine Credentials checkbox, you can easily login with your system 

credential hitting just     login button.  

2. Click on Login. 
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3 HOMEPAGE (DASHBOARD PAGE) 

Clicking on Login button, you’ll go to the dashboard page (Homepage).  The Dashboard home page is 

divided into 5 sections namely “My Opportunity”, “My Approval”, “My Notification”, “My task” and 

“KPI”. 
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3.1 My Opportunity 

On clicking the link “My Opportunity”, the user is redirected on the page where he can find the list of all 

those pending opportunities that he is been associated with, as any type of User Role such as 

Opportunity Owner, Proposal Coordinator, Proposal Engineer, Estimation Reviewer, Estimation 

Approver etc. 
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3.1.1 CRM ID 

On clicking the CRM ID, the below popup screen appears. System Admin can use the links available 

under this column to change the Opportunity Owner for any Opportunity.  
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3.2 My Notification 

On clicking the “My Notification” link from the dashboard page, the user is redirected on a page where 

he can see recent 10 notifications related to the opportunities that he is associated with. 

 

 
 

Clicking on any of the notification link, a popup appears describing the user about the notification in 

more details. 

 

3.3 My Approval 

On clicking the “My Approval” link from the dashboard page, the user is redirected on a page where he 

can see all the inprogress approvals to be completed by him related to the opportunities that he is 

associated with. 

 

 

 

Clicking on any of the approval link, the user is redirected on a page for the selected opportunity 

approval where he can see the approval done by him. 
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3.4 My Task 

On clicking the “My Task” link from the dashboard page, the user is redirected on a page where he can 

see all the inprogress tasks to be completed by him along with the task status and the due date for the 

task related to the opportunities that he is associated with. 

 

 

  

 

Clicking on any of the task link, the user is redirected on a page for the selected opportunity where he 

can see task to be completed by him. 

 

3.5 KPI 

On clicking the “KPI” link from the dashboard page, the user is redirected on a page where he can see a 

list of all the reports related to the application like “Maturity Level Report”, “Loss Reason Report”, 

“Order Conversion Report” etc according to the permissions set for that particular role given to the 

user. 
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On clicking the view icon under the column “Action”, the user can see the detailed report for the 

selected view. 
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4 APPLICATION ENTRY POINT 

Clicking on the “Opportunity Name” for any Opportunity from the dashboard page takes the user on 

the screen associated with the user role for that opportunity. For example, if the user is the opportunity 

owner for the opportunity, he will be redirected on the opportunity details page and if he is associated 

with the opportunity as a “Risk Assessor”, he will be redirected on the “Risk Assessment” screen and 

the other screens of the opportunity will work according to the permissions set for that particular role 

given to the user for that particular opportunity. 
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5 STAGE 1: OPPORTUNITY DETAILS 

5.1 Details 

Opportunity Owner can add/update the values for the Opportunity through this screen under the 

sections "Details", "Sales Data", "Demographics", "Segmentation" and "Result". 

 

 

5.1.1 Sales Data 

In the Sales Data option, opportunity owner can edit/update the fields like Sales Status, Total Project 

Cost, TCE Business Estimate, Probability, Priority, Project Size, Business Unit, Financial Year, Company 

Name, Start Date and End Date of the Opportunity. 
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5.1.2 Demographics 

Through the Demographics tab, opportunity owner can set the values for the fields like Country, City, 

State, Territory, Main Delivery Office and Opportunity Handling Office. 
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5.1.3 Segmentation 

In the Segmentation tab, opportunity owner can set up the values for Customer Type, Market Type and 

Services Offered.  

 

 
 

5.1.4 Result 

Through this tab, the opportunity owner can view the opportunity results like Lost to Competitors, Cost 

Lost to, Reason, Whizible Job id and set the Remarks.  
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5.2 Parties Involved 

 

This is screen through which the opportunity owner can search for the opportunity “Partners” with 

different functions and can add them to the opportunity. The highlighted row in pink colour on this 

screen shows the details of the “Client” for the opportunity. 
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5.3 Competitor 

This is screen through which the opportunity owner can search for the opportunity “Competitor” and 

can add them to the opportunity.  
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Identify Main Competitor 

He can also make the “Main Competitor” by clicking on radio button corresponding to the particular 

Competitor name for the opportunity. 

 

The highlighted row in pink colour on the below screen displays the record of the “Main Competitor” 

for the opportunity. 
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5.4 Service Offering 

Through this screen, the opportunity owner can add the services offered with respect to the different 

service categories by the opportunity. 

 

Add Service Offerings for the Opportunity: 

Click on “Add” button under “Service Offering” tab, search service pop up opens, click on search button 

and select the services to be added in the Service Offering table and click on Add button in the opened 

pop up, new service will be successfully added to the opportunity. 

 



  
 

22                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 
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5.5 Configuration 

 

This screen is used to set up different configurations like “Currency”, “Bid Type”. “Project Size”, “DOH 

Mark Up %” and “service Offered” for the opportunity. 
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5.6 View RFP 

Opportunity Owner has the privilege to upload the RFP document related to any particular opportunity. 

 

Steps to upload RFP Document: 

 

Step 1: Login as Opportunity Owner and click on the “Add” button 

 

 

Step 2: Browse for the RFP document to be uploaded and fill in other appropriate details in the 

“Upload Document” popup screen. 

Step 3: Check the “Is Main” checkbox if the document to be uploaded is the main RFP 

document for the opportunity and click Submit button. 
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26                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

Identify Main RFP Document 

Similar to the Competitor screen, the highlighted row in pink colour on this screen shows the main RFP 

document uploaded against the opportunity. 
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5.7 Opportunity Status 

User can see the Opportunity Status by hovering mouse on the link “Opportunity Status”. 

 
 
In the above image Current Stage is represented by Yellow Colour, Completed Stages are represented by 
Green Colour and all Remaining/Pending Stages are represented by Grey Colour.  
Status Bar also displays all In-Progress task with Business Unit name and name of Task Assignee. In 
short, using this user can quickly view status of opportunity, current stage and users who need to take 
action currently. 
  

6 STAGE 2: RISK ASSESSMENT 

Risk Assessment is the most important aspect related to the opportunity before the Proposal for the 

opportunity is created. End user can enter into the "Risk Assessment" module by clicking the link "Risk 

Assessment" from the left navigation tab. Opportunity Owner has to select the risk templates from the 

already added templates through Admin module and he then assigns these templates to different Risk 

Assessors for them to do the risk assessments. 

 

Below is workflow for risk assessment approval 
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6.1 Define Risk Templates to Risk Assessors 

 

Step 1: Click on the “Add” button. 

 

 

Step 2: Select the Risk Assessor who needs to do the assessments and also select the desired risk template 

from the Risk Template dropdown menu. 
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6.2 Assess Risk for the pre-defined templates 

Now the selected Risk Assessor can login into his account and start doing the Risk Assessment for the 

template assigned to him.  

 

Risk Assessor has to follow the below steps to do the risk assessment: 

Step 1: Click on the Edit icon (shown in the below screen shot) 

 

Step 2: Click on the “Risk Template” name link 
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Step 3:  

Risk Assessor can provide the Risk Ratings for the items defined in the template and then he can either 

"Save" or "Submit" the template. Saving the template means Risk Assessor can make further changes in 

the risk ratings before finally submitting the template. Once the Risk Assessor has submitted the 

template, he cannot make any more changes. 
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6.3 Assessment Review 

After submitting the template by Assessor, corresponding Reviewer can take action on this assessment. 

He can set Go or No-Go status for this and give his comments.
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6.4 Assessment Approval 

Now the corresponding Approver 2 can login into his account and start doing the Risk Assessment for 

the template assigned to him.  

 

 
 

6.5 Override NOGO Risk Rating 

If the Template stage as provided by Risk Reviewer is a “NO GO” stage, then Approver has an option to 

override the assessment and convert the template into “GO” stage. Approver has to provide a mitigation 

document against this act and also provide the remarks for the same. 

Steps for same are as followings: 

Step 1: Login as “Approver 2”. 

 

Step 2: Click on the Edit icon (shown in the below screen shot) 
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Step 3: Click on the Risk Template name link. 

 

 

 

 

Step 4: Check the override checkbox to override the risk rating and upload mitigation document and 

then click on the Save button. 
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6.6 Stop Risk Assessment 

If Risk Assessor needs to make further changes in the risk assessment after the template submitted by 

him, he can click on “Stop Assessment” button. This button is visible till risk assessment is not finally 

confirmed By Opportunity Owner. When Assessor clicks on “Stop Assessment” button, status of 

template get reset irrespective of action taken by Reviewer and Approver and Now Assessor can make 

changes in assessment done earlier by him. 

 

 

6.7 Close Risk Assessment Stage 

After all the templates assigned to Risk Assessors have their status as “Completed”, Opportunity Owner 

has an option to “Confirm Risk Assessment”. Clicking the button “Confirm Risk Assessment” by 

Opportunity Owner triggers the opening of the next stage “Proposal”. 
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In case even if a single Risk Assessment points to a “No Go” stage, the “Opportunity Owner” goes to the 

opportunity Detail screen and sets the opportunity status to Closed-(No Go).  

However, closed opportunity is available for read only. “Go” stage of the opportunity triggers the 

opening of Stage 2. Risk assessment tabs in this case will be frozen and could not be changed, but the 

opportunity and RFP would be open to edit. 
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7 STAGE 3: PROPOSAL 

The Stage of PMS starts with Proposal submission by Opportunity Owner. The left navigation tab 

“Proposal” is activated on the opening of this stage.  

As soon as the Proposal is submitted, the opportunity owner can then create the team for the 

opportunity.  

The Proposal Team consists of “Proposal Coordinator”, “Proposal Engineer”, “Proposal Reviewer”, 

“Finance Reviewer” ,”Proposal Approver” and “Estimation Reviewer”. Every team member has a 

particular set of tasks that have to be completed by them within the defined time limits and doing so 

moves the opportunity to further stages.  

 

Proposal  

7.1.1 Details 

Add data into Proposal Details and Create Proposal: 

This screen shows all the “Proposal Details” and the “Sales Cycle” to the User. Opportunity Owner can 

set the values for “Risk Profile”, “Total Bid Estimate” and “Contract Type” in the Details section and 

“Proposal Type”, “Status” and “Proposal Submission Date” in the Sales Cycle section. Opportunity 

Owner can also set the path for the proposal. Opportunity Owner has to “Submit” the Proposal before 

he can add members to the team. 
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7.1.2 Team 

7.1.2.1 Path A 

Add member to Proposal Team and assign roles: 

After the Proposal has been submitted, Opportunity Owner needs to define the team, working with the 

Proposal. This team includes "Proposal Coordinators", "Proposal Engineers", "Estimation Reviewer" and 

“Estimation Approver" etc. associated with the opportunity. Every user added to the team has a 

particular set of tasks that has to be completed and Submitted by them to take the opportunity into 

further stages. 

 “Opportunity Owner”, “Estimation Reviewer” and “Estimation Approver” are the roles that are added 

to the team by default when the Proposal is submitted. Here the Opportunity Owner is derived from 

Sales Logix, Sector Head for the Lead BU and selected Market Type is given the role for “Estimation 

Reviewer” and HOD for the lead BU is given the role for the “Estimation Approver”. 

 

 

Steps to add the team members for path A: 
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Step 1: Click on the “Add” button 

 

Step 2: Select the Role, Business Unit and the tasks to be added, and then Search the User needed to 

assign the selected role. 
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Step 3: Click the “Submit” button. 

 

Step 4: The User is successfully added to the team. 
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7.1.2.2 Path B 

Add member to Proposal Team and assign roles: 

The “Add” button is disabled for path B and team members are added to the team automatically on 

uploading the effort or other cost. 

 



  
 

45                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

 

7.1.3 Proposal Documents 

Add Proposal Documents 

Opportunity Owner can add the Proposal Documents related to the opportunity through this screen. He 

can define the type of the Proposal Document and also define if the uploaded document is technical 

document or not. 

 

Steps to add Proposal Document: 

Step 1: Click on the “Add” button and fill in all the details in the “Upload Proposal Document” popup 

screen. 
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Step 2: After filling in all the details, click “Submit” button. 

 

7.1.4 Check List 

Opportunity Owner can use this screen to check list the items that needs to be worked upon and apart 

from that, he has option to submit the Proposal to Client or to the Sales Logix. 
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7.1.5 Task Status 

User Can see all the “Task Status” with “task Name”,”Owner Role” and “Owner Name” for All 
“Business Unit”, “Discipline” and “Services”. 

 
 

8 STAGE 4: ESTIMATION & COST 

Creating the task named “Create Project Plan” in Proposal Team by Opportunity Owner triggers the 

opening of the stage “Estimation & Cost”. 

The left navigation “Estimation & Cost” tab is activated on the opening of stage Estimation & Cost. 
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8.1 Project Plan 

8.1.1 Path A 

8.1.1.1 Add Project Plan 

In this stage of opportunity, The Proposal Coordinator needs to upload the “Project Plan” according to 

different “Business Unit”, “Discipline” and “Service Category”. While uploading the Project Plan, he has 

an option to select whether he wants to save the uploaded Project Plan as a new “Version” or 

“Revision”. 

 

Steps to upload the new Project Plan: 

 

Step 1: Select the “Business Unit” from the Business Unit dropdown menu 

 

Step 2: Click the “Upload Project Plan” link for the selected Business Unit. 

 

Step 3: Click the “Save As Revision” or “Save As Version” after selecting the Project Plan to be uploaded. 
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8.1.1.2 Copy from Similar Projects 

 

Also the Proposal Coordinator has an option to “Copy from Similar Project”. On clicking the button 

“Copy from Similar Project”, Proposal Coordinator sees the list of all the Projects for which he has 

already submitted the Project Plans for the same BU. 

 

Steps to Copy from Similar Project: 

 

Step 1: Click the “Copy from Similar Project” button from the Project Plan screen. 

 

Step 2: Select the Project for which the Proposal Coordinator has previously uploaded the Project Plan 

and now wants to copy/upload the same Project Plan for the current opportunity and for the selected 

Business Unit. 

 

Step 3: Click the “Submit” button after selecting the Project from the Project dropdown list. 
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8.1.1.3 Send For Review Project Plan 

After successfully uploading the Project Plan, Proposal Coordinator has an option to “Send for Review” 

the Project Plan to “Estimation Reviewer”. 

 

This is a single step process. Clicking on the button “Send for Review” will send the Project Plan for 

review to the “Estimation Reviewer”. 

 

 

 

8.1.2 Path B 

Project Plan functionality are same for both Path A and Path B. Please refer to Path A. Only difference is 

that in case of Path B, Opportunity Owner himself (instead of Proposal Coordinators) can upload project 

plan and send it for review. Unlike Path A, Project Plan is sent directly to Estimation approver for 

approval directly in Path B.  
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8.2 Man Hours Estimate 

8.2.1 Path A 

8.2.1.1 Add Proposal Engineers to upload Man Hours Estimates 

“Proposal Coordinator” can then assign the “Man Hours Estimation” items and “Effort & Other Cost” 

items for different “Business Unit”, “Discipline” and “Service Category” to the “Proposal Engineers” of 

the same “Business Unit”, “Discipline” and “Service Category”.   

 

Steps to Add Proposal Engineers to upload Man Hours Estimate: 

 

Step 1: Click on the “Add” button from the Man Hours Estimate screen. 

 

Step 2: Select the “Business Unit”, “Discipline” and “Service Category” for which the Man Hours 

estimates need to be done. It means that the Proposal Engineer for the selected BU, Discipline and 

Service Category added into the Proposal team will have to do the Man Hours Estimates for the 

opportunity. 

 

Step 3: Click on the “Add” button from the “Add ManHours Estimate” popup. 
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Man Hours Estimate Item is added successfully by Proposal Coordinator.

 

8.2.1.2 Add/Upload Man Hours Estimate 

Different Proposal Engineers then need to upload the related estimations and send them for review to 

“Proposal Coordinators” who can then review and send them to “Estimation Reviewer” to “Approve” 

or “Reject”.  

 

Steps to add Man Hours Estimate by Proposal Engineer: 

 

Step 1: Click on the “All Manhrs Estimate” link on Man Hours Estimate screen. 

 

Step 2:  Click on the “Man Hours Distribution” link in the opened popup. 

 

Step 3: Click the “Save As Revision” or “Save As Version” after selecting the Man Hours Estimate 

document to be uploaded. 
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8.2.1.3 Check Version/Revision ManHours Estimate 

Similar to Proposal Coordinator in Project Plan Upload, Proposal Engineer has an option to select 

whether he wants to save the uploaded Man Hours Estimate as a new “Version” or “Revision”. 

 

On clicking the “All ManHours Estimate” link again after uploading the same, the Proposal Engineer 

has an option to “Submit” the Man Hours Estimate and view the “Versions/Revisions” for the uploaded 

Man Hours Estimates. 
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8.2.1.4 Send for Review Man Hours Estimate 

After the Proposal Engineer has sent the Man Hours Estimate for Review, Proposal Coordinator has the 

option to further “Send for Review” the Man Hours Estimate to Estimation Reviewer by following the 

below steps. 

 

Step 1: Click on the “Man Hours Estimate” tab. 

Step 2: Click on the “Send For Review” button. On clicking this button, the Man Hours Estimates will be 

sent to Estimation Reviewer for review. 
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8.2.2 Path B 

For Path B “Opportunity Owner” can add “Man Hours Estimation” items and “Effort & Other Cost” 
items for different “Business Unit”, “Discipline” and “Service Category”.  If Proposal Engineer not 
added then Opportunity Owner can upload or add Effort Estimate then Proposal Engineer for that effort 
is added automatically. 
 

Man Hours Estimate functionality is same for both Path A and Path B. Please refer to Path A. Only 

differences are that in case of Path B, Opportunity Owner himself (instead of Proposal Engineers) can 

upload Man Hours distribution and submit it. Also Opportunity Owner himself (instead of Proposal 

Coordinators) can add Man Hours Estimate Items and send it for review. Unlike Path A, Man Hours 

Estimate is sent directly to Estimation approver for approval directly in Path B.  

 

8.3 Effort Estimate and Other Cost 

8.3.1 Path A 

8.3.1.1 Add/Upload Effort Estimate and Other Cost 

Proposal Engineer can upload the “Effort Estimate” and “Other Cost” documents by clicking the links 

“Effort Estimate” and “Other Cost” shown in below image. After successful upload, he will have an 

option to “Submit” the estimations as shown above for Man Hours Estimate. 
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8.3.1.2 Add Proposal Engineers to upload Effort Estimates and Other Cost 

 

Steps to Add Proposal Engineers to upload Effort Estimate: 

 

Step 1: Click on the “Add” button from the Effort Estimate screen. 

 

Step 2: Select the “Business Unit”, “Discipline” and “Service Category” for which the Effort estimates 

need to be done. It means that the Proposal Engineer for the selected BU, Discipline and Service 

Category added into the Proposal team will have to do the Effort Estimates for the opportunity. 

 

Step 3: Click on the “Add” button from the “Add Effort Estimate” popup. 
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Effort Estimate Item is added successfully by Proposal Coordinator. 
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Send For Review Effort Estimate and Other Cost 

After the Proposal Engineer has sent the Effort Estimate and Other Cost for Review like the Man Hours 

Estimate, Proposal Coordinator has the option to further “Send for Review” the Estimations to 

Estimation Reviewer. 

 

 
 

Now when Proposal Coordinator has reviewed the Estimations and sent them for further review to 

Estimation Reviewer, Estimation Reviewer has an option to “Approve” or “Reject” the “Man Hours 

Estimate”, “Effort Estimate” and “Other Cost” documents.  
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8.3.2 Path B 

Steps to Add/Upload Effort Estimate and Other Cost 

Step 1: Opportunity Owner can download the template of “Effort Estimate” and “Other Cost” by 

clicking the links “Download Effort Excel Template” and “Download Cost Excel Template” shown in 

below image. 

Step 2: Opportunity Owner can upload the “Effort Estimate” and “Other Cost” documents by clicking 

the links “Upload Effort Excel” and “Upload Cost Excel”.  

 

Step 3: Opportunity Owner can also add “Effort Estimate” and “Other Cost” by clicking the “Add” 

button. 
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Step 4: After successful upload, Opportunity Owner will have an option to “Send Estimations for 

Review” for selected business unit. 
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Step 5: Now when Opportunity Owner has sent Estimations for approval, It is sent directly to Estimation 

Approver instead of Reviewer and Approver has option to approve or Reject it.  

 

8.4 Project Plan Approval by Estimation Reviewer 

In Path A, Estimation Reviewer has the privilege to “Approve” or “Reject” the Project Plan that was sent 

to him for review by the Proposal Coordinator. Steps to Approve or Reject the Project Plan by the 

Estimation Reviewer: 

Step 1: Click on the tab Project Plan. 

Step 2: Click on the “Approve” or the “Reject” button to Approve or Reject the Project Plan. 

 

 

8.5   Man Hours Estimate Approval by Estimation Reviewer 

In Path A, Estimation Reviewer can “Approve” or “Reject” the Man Hours Estimates that was sent to 

him for review by the Proposal Coordinator. Steps to Approve or Reject the Man Hours Estimates by 

the Estimation Reviewer: 

Step 1: Click on the tab Man Hours Estimates. 

Step 2: Click on the “Approve” or the “Reject” button to Approve or Reject the Man Hours Estimates 

uploaded by the Proposal Engineers. 
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8.6 Effort Estimate and Other Cost Approval by Estimation Reviewer 

Estimation Reviewer can “Approve” or “Reject” the Effort Estimate and Other Cost by following 

these steps: 

Step 1: Click on the tab Effort Estimate. 

Step 2: Click on the “Approve Effort Estimate” or the “Reject Effort Estimate” button to Approve or 

Reject the Effort Estimates uploaded by the Proposal Engineers. 

Similarly, click on the “Approve Other Revenue” and “Reject Other Revenue” to Approve or Reject the 

Other costs and revenue document uploaded by the Proposal Engineers. 
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After the Estimation Reviewer has “Approved” all the documents, the Estimation Approver for the 

opportunity has an option to “Approve” or “Reject” the “Man Hours Estimate”, “Effort Estimate” and 

“Other Cost” documents already reviewed by Estimation Reviewer. 

 

8.7 Project Plan Approval by Estimation Approver 

Similar to Estimation Reviewer, Estimation Approver also has the privilege to “Approve” or “Reject” the 

Project uploaded by the Proposal Coordinator. Steps to Approve or Reject the Project Plan by the 

Estimation Approver: 

Step 1: Click on the tab Project Plan. 

Step 2: Click on the “Approve” or the “Reject” button to Approve or Reject the Project Plan. 
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8.8 Man Hours Estimate Approval by Estimation Approver 

Estimation Approver can “Approve” or “Reject” the Man Hours Estimates already reviewed by 

Estimation Reviewer. Steps to Approve or Reject the Man Hours Estimates by the Estimation 

Approver: 

Step 1: Click on the tab Man Hours Estimates. 

Step 2: Click on the “Approve” or the “Reject” button to Approve or Reject the Man Hours Estimates 

uploaded by the Proposal Engineers and already reviewed by the Estimation Reviewer. 
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8.9   Effort Estimate and Other Cost Approval by Estimation Approver 

Estimation Approver can “Approve” or “Reject” the Effort Estimate and Other Cost by following these 

steps: 

Step 1: Click on the tab Effort Estimate. 

Step 2: Click on the “Approve Effort Estimate” or the “Reject Effort Estimate” button to Approve or 

Reject the Effort Estimates uploaded by the Proposal Engineers and reviewed by Estimation Reviewer. 
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Similarly, click on the “Approve Other Revenue” and “Reject Other Revenue” to Approve or Reject the 

Other costs and revenue document uploaded by the Proposal Engineers.

 

If the Estimation Reviewer or the Estimation Approver rejects the Estimations provided by different 

Proposal Engineers, the same cycle of doing the estimations has to be repeated unless the estimations are 

approved by Estimation Reviewer and the Estimation Approver.  

8.10 Freeze Estimations 

After all the tasks assigned to different users in Proposal Team are completed and all the Estimations are 

Approved/Rejected by Estimation Reviewer and the Estimation Approver, Opportunity Owner has an 

option to “Freeze Estimations” and no further changes can be made to the Estimations after Opportunity 

Owner has freezed the estimations. Adding the task “Create Pricing Sheet” in Proposal Team tasks for 

Opportunity Owner and clicking “Freeze Estimations” button by Opportunity Owner triggers the 

starting of next stage “Pricing”.  

 

Steps to open the Pricing stage: 

 

Step 1: Login as “Opportunity Owner” and click on the “Team” tab in Proposal. 

Step 2: Add the task “Create Pricing Sheet” for Opportunity Owner from the Manage team member 

popup screen. 

Step 3: Click on the “Effort Estimate” tab from the left navigation “Estimation & Cost” screen. 

Step 4: Click on the “Freeze Estimations” button. 
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8.11  Unlock Estimations 

After the Opportunity Owner has freezed the estimations, he has option to “Unlock Estimations" under 

the tab "Effort Estimate". He can use this button in case he needs to make some modifications in 

estimations during Pricing. 

 

 

  



  
 

72                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

8.12 Technical Write up Documents  

Proposal Coordinator for each BU need to upload the technical write-up documents related to the 

Project Plan and Estimations for approval to the HOD of the Lead BU, who then in turn can have the 

privilege to "Approve" or "Reject" the documents.  

 

Steps to add “Technical Write up Documents” 

 

Step 1: Click on the “Add” button from the “Proposal Documents” tab in left navigation link “Proposal”. 

 

Step 2: Browse for the document to be uploaded in the opened popup. 

 

Step 3: Check the “Is Technical” checkbox if the document to be uploaded is a technical document. 

 

Step 4: Click on the “Submit” button. 
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9 STAGE 5: PRICING 

9.1 Deal Pricing Details 

On clicking the "Pricing" icon from the left navigation takes the user on the "Deal Pricing Details" screen. 

Opportunity Owner can add/update the values for "Onsite Design Billable Days per Month ", "Onsite 

Design Billable Hours per Day", "Offshore Design Billable Days per Month", "Offshore Design Billable 

Hours per Day" and the similar values for service type "Construction" and  “Inspection Expenditing”. He 

can also set up the values for "Discount on Onsite Rate" and "Discount on Offshore Rate" under the 

“Other Pricing parameters”section. Also he can define whether the service types are "Taxable" or not 

,use “Predefine Domestic Rate” or not and use “Predefine International Rate” or not . 
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9.2 Effort 

On clicking the “Effort” tab, Opportunity Owner comes to a screen where he can view the effort 

estimates uploaded by different Proposal Engineers at the time of Estimation upload. This screen is 

divided into the sections “Proposal Details”, “On Role Effort” and “Off Role Effort”.  

 

 

Under the section “On Role Effort”, Opportunity Owner can view all On Role Effort uploaded by 

different Proposal Engineers at the time of Estimation upload and all efforts uploaded by him. Owner 

cannot delete efforts added by proposal engineer or proposal coordinator, he can edit only month-wise 

effort for such entries. For effort entry added by owner himself, there is full permission. Owner is 

allowed to delete and update any field of such entries. 

 On clicking “Off Role Effort” owner can view all off role effort added by him. Opportunity Owner has 

full permission on Off Role effort entries to delete and update any field. 

For making changes in On Role and Off Role effort, Owner need to unlock estimation for respective BU. 

After unlocking Add, Edit, Delete functionality become available.  
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There is a link Off Role FTC Rates above On Role Effort section. On clicking this, Owner can view 

Recommended Rate and Manmonth Cost for Off Role FTC employees. Here owner can define off role ftc 

grade (it should be different from On Role grades defined in admin) and its recommended rate and cost 

according to revenue type and FY year. 
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Owner can also download excel template, fill data and upload excel so as to add multiple FTC Rate 

entries. While adding Off Role Effort owner is allowed to enter effort for only those Off Role grades, 

Revenue type and FY year for which rate is defined. 

After making changes in effort, owner can click on “Send For Review” button. Then Estimation approver 

of respective BU can approve or reject changes. If changes are approved then owner need to unlock 

estimation for respective BU to make any changes. 

9.3 Cost 

On clicking the “Cost” tab, Opportunity Owner comes to a screen where he can view the “other revenue 

and cost” uploaded by different Proposal Engineers at the time of Estimation upload. This screen also 

displays the sections “International Travel”, “Domestic Travel”, “Non-reimbursable Cost” and 

“Reimbursable Cost” uploaded by different Proposal Engineers. 

 

 

Clicking on these sections, Opportunity Owner can see the details of the data uploaded by “Proposal 

Engineers” for the same. 

 

Clicking on International Travel and Domestic Travel sections, Opportunity Owner can see the details of 

the data uploaded by “Proposal Engineers” under these sections. 

 



  
 

78                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

 

 

Clicking on Non-Reimbursable Cost and Reimbursable Cost sections, Opportunity Owner can see the 

details of the data uploaded by “Proposal Engineers” under these sections. 
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9.4 Lumpsum Pricing 

On clicking the "Lumpsum Pricing" tab, Opportunity Owner comes to this screen where he can view & 

edit the values for "Total man Power Cost ", "All Other Cost DOH", "LD/Penalties" and "Negotiation 

Margin” and he can also set up the "Term and Conditions of Contract” through this screen. Similarly 

Proposal Reviewer, Pricing Reviewer and Proposal Approver can view /edit these values during 

approval cycle. 

 

By clicking the  “Total man Power Cost” section, user can see the Cost and effort details of Man Power 

for all revenue type. 
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By clicking the  “All Other Cost DOH”sections, user can update the Margin percentage and Cost for the 

other expenses. 

 

User can also update all inclusive Bid Amount without taxes and LD/Penalties on Bid Amount and 

Negotiation margin. 
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By clicking on “View Calculated Manpower Rate” user can see Actual Rate and Total Revenue for each 

lumpsum effort entry for corresponding Financial Year and Revenue Type. 

  

 

Similarly Proposal Reviewer, Pricing Reviewer and Proposal approver can view and update data during 

proposal approval cycle when it’s their turn for approval. 
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9.5 Manmonth Pricing 

On clicking the "Manmonth Pricing" tab, there appear two tabs "Manmonth Pricing without 

Negotiation" and "Manmonth Pricing with Negotiation". 

 

On clicking “Manmonth Pricing Without Negotiation” it display all Manmonth Pricing without 

negotiation summary .Owner can  recalculated the selling rate with DOH by updating the “All Other 

Cost DOH ”and  clicking on “Recalculated Std Selling Rate with DOH “. 

Opportunity Owner can calculate Client Rate and update LD/Penalties on Bid Amount, Negotiation 

Margin and Profit Margin of Manmonth Pricing without negotiation. 
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On clicking “Manmonth Pricing With Negotiation”, this section display all manmonth pricing summary 

with negotiation and  opportunity owner can print the Rate Card in “Man Months “ and “Man Hours” 

in excel and pdf format.  

 

 

 

Similarly Proposal Reviewer, Pricing Reviewer and Proposal approver can view and update data during 

proposal approval cycle when it’s their turn for approval. 
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9.6 Billing Milestone 

On clicking the “Billing Milestone” tab, Opportunity Owner comes to a screen where he can view 

Opportunity details and Milestone, Estimated date of payment, % payment, Cumulative Payment, 

Cumulative Revenue etc. in the Billing Milestone. Above table containing all milestone items, user can 

view final quote price, total payment % and total amount. Owner can add Milestone, Estimated date of 

payment, % payment and Terms Conditions. Similarly Proposal Reviewer, Pricing Reviewer and 

Proposal approver can add/upload milestone items during proposal approval cycle when it’s their turn 

for approval. 

To add the billing milestones, follow these steps: 

 

Step 1: Click on the “Add” button from the Billing Milestone screen. 

 

 
 

 

Step 2: Fill in the appropriate details and click the “Add” button from the “Add Billing Milestone Item” 

popup screen. 
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Alternatively Opportunity owner/Reviewer/Approver can choose to upload excel to add multiple 

milestone items at a time. User first need to download excel template and then fill milestone details like 

Milestone, Estimated date of payment, % payment and Terms Conditions. User then uploads excel file to 

add all milestone items. 

 

9.7 Pricing Sheet Summary 

On clicking the “Pricing Sheet Summary” tab, Opportunity Owner comes to a screen where he can view 

details like Lumpsum Pricing, Manmonth Pricing and Manmonth Pricing with Negotiation. 
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Starting Approval Cycle 

Opportunity owner can click on “Send For Approval” button to send proposal for approval cycle. If all 

tasks of pricing stage are completed then proposal approvers are decided according to following 

parameters  

 Profit Margin with LD Penalty in Lumpsum Pricing sheet 

 Profit Margin with LD Penalty in Manmonth Pricing sheet 

 Margin on Actual selling rate for all manmonth effort items 

 Total Bid Amount of both Lumpsum and Manmonth including Negotiation margin. 

Choosing Approval Cycle 

According to these parameters, matching slab is picked from configured approval matrix in Admin for 

both Lumpsum and Manmonth. Out of these 2 cycles, longest cycle is selected. Longest cycle is one 

where there are more numbers of Proposal Approvers or level of approver is higher in case cycle length 

is same. 

Approval Cycle Change 

Once approval cycle get decided, entries of users corresponding to configured roles in that cycle is made 

into Proposal Team. As cycle deciding parameters can change during approval cycle, Cycle can change 

during approval cycle too. Approval cycle can get extended till Proposal approver turn but cycle can get 

shorten only till Proposal Reviewer turn. Also For roles whose approval is pending, user can change 

during approval cycle. If User for current role get changed then user is shown relevant alert. 

No-Go Case 

If Profit Margin with LD Penalty is less than 10% in Lumpsusm and Manmonth or Margin on Actual 

selling rate for any manmonth effort item is less than 10% then it is considered No-Go case. In such case 

it is mandatory for proposal approvers to mark this opportunity as Strategic and provide comments for 

it, before approving it.   

Stopping Approval Cycle 

If approval cycle is in progress then opportunity owner can stop approval cycle. On clicking “Stop 

approval Cycle” button, corresponding reviewer/approver (with whom approval is pending) will be 

intimated. Pricing stage will get unlocked and owner need to save pricing sheet and billing milestone 

again.  
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10   STAGE 6: FINANCIALS 

10.1 Bid Summary 

On clicking the “Bid Summary” tab, Opportunity Owner comes to a screen where he can view the 

Pricing Revisions which comprises of Bid Revision, Effort, DOH, Bid Amount, Company Margin etc. 
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10.2 Payment Terms 

On clicking the “Payment Terms” tab, Opportunity Owner comes to a screen where he can view 

Milestone details like Milestone, Estimated date of payment, % payment, Amount, Cumulative Payment, 

Cumulative Revenue and % Variance etc. 

 

 
 

  



  
 

91                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

10.3 Project P&L 

On clicking the “Project P&L” tab, Opportunity Owner comes to a screen where he can select financial 

year and view details in different sections “Revenue”, “Expenses”, “Project Margin”, “Business Unit 

Margin”, “Company Margin”, and “Other Parameters” with respect to the selected Financial Year. 
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10.4 Revenue Projection 

On clicking the “Revenue Projection” tab, Opportunity Owner comes to a screen where he can view the 

total effort and total revenue details in different Revenue Type and Financial Year . 
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11 STAGE 7:  Proposal Approval & Submission 

11.1 Proposal Approval Cycle 

11.1.1  Send Proposal For Approval 

When the pricing stage tasks are done then Opportunity Owner sends proposal for approval by clicking 

on “Send For Approval” in “Pricing Sheet Summary” tab. Once this done, Proposal Reviewer, Pricing 

Reviewer, Proposal Approver are added in Team. There might be 2 Proposal Approvers in team. 

These Approval authority members are decided based on Approval Matrix configuration set in Admin 

section. Please refer to section 9.7 (Pricing Sheet Summary) to know about logic used to decide approval 

authority members. 

 

 

11.1.2  Review Proposal 

Now “Proposal Reviewer” has the privilege to “Approve” or “Reject” the Proposal submitted by 

opportunity owner.  

Steps to Approve or Reject the Proposal by the Proposal Reviewer: 

Step 1: Click on the Left Navigation Link Proposal. 
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Step 2: Click on the tab Approval. 

Step 3: Reviewer can view all pricing and financial data for that Proposal. 

Step 4: Reviewer can update Pricing sheet or Billing milestone data. This again re-determine higher 

approval authority members i.e. it may result in change in Pricing Reviewer, Proposal Approvers. But 

approval cycle is not shortened, it can only get extended i.e. Approver2 can only get added in team but it 

will not be removed even though according to updated parameters Approver2 is not required. 

Step 5: Click on the “Approve” or the “Reject” button to Approve or Reject the Proposal. 

 

11.1.3  Review Proposal Financial 

Similarly “Pricing Reviewer” has the privilege to “Approve” or “Reject”, once the Proposal approved by 

Proposal Reviewer.  

Steps to Approve or Reject the Proposal by the Proposal Reviewer: 

Step 1: Click on the Left Navigation Link Proposal. 

Step 2: Click on the tab Approval. 



  
 

96                                                                                 @2014 Tata Consulting Engineers Strictly Confidential 

Step 3: Pricing Reviewer can view all pricing and financial data for that Proposal. 

Step 4: Reviewer can update Pricing sheet or Billing milestone data. This again re-determine same or 

higher approval authority members i.e. it may result in change in Pricing Reviewer, Proposal Approvers. 

But approval cycle is not shortened, it can only get extended i.e. Approver2 can only get added in team 

but it will not be removed even though according to updated parameters Approver2 is not required. If 

Pricing Reviewer himself get changed in Team then he is shown below message  

“You are not authorized for the approval of current margin and revenue Limits.\n It is being redirected 

to XXX(YYY) for approval” 

Here XXX is user name who is new pricing reviewer in team and YYY denotes his system 

role/designation. 

Step 5: Click on the “Approve” or the “Reject” button to Approve or Reject the Proposal. 

. 
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11.1.4  Approve Proposal 

Similarly if proposal is approved by Pricing Reviewer then “Proposal Approver” can “Approve” or 

“Reject” the Proposal. Setps are same for Both Approver 1 and Approver 2. 

Steps to Approve or Reject the Proposal by the Proposal Approver: 

Step 1: Click on the Left Navigation Link Proposal. 

Step 2: Click on the tab Approval. 

Step 3: Proposal Approver can view all pricing and financial data for that Proposal.  

Step 4: Approver can update Pricing sheet or Billing milestone data. This again re-determine same or 

higher approval authority members i.e. it may result in change in Proposal Approver1 or Approver2. 

But approval cycle is not shortened, it can only get extended i.e. Approver2 can only get added in team 

but it will not be removed even though according to updated parameters Approver2 is not required. If 

Proposal approver himself get changed in Team then he is shown below message  

“You are not authorized for the approval of current margin and revenue Limits.\n It is being redirected 

to XXX(YYY) for approval” 

Here XXX is user name who is new pricing reviewer in team and YYY denotes his system 

role/designation. 

Step 5: For Approver / Reject, Approver need to confirm transaction password. Approver can reset or 

change his password. Once authenticated, Approve, Reject button get enabled. 

Step 5: Click on the “Approve” or the “Reject” button to Approve or Reject the Proposal. 
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11.2 Submit Proposal 

Now on clicking “Check List” in “Proposal” tab Opportunity Owner come to the below screen. 

Owner can submit the proposal by clicking on “Submit Proposal To Client”. 
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12 STAGE 8:  LOI 

Opportunity Owner can uses this screen to upload all the official contract documents related to the 

opportunity. LOI document is needed to upload only when opportunity is won. In case opportunity is 

lost, LOI document need not to be uploaded. 
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After LOI submission (if needed), Irrespective of Opportunity is won or lost, Opportunity owner needs 

to update the Opportunity Maturity, Opportunity Status and Result Data accordingly so as to close the 

Opportunity. 

In case Opportunity is lost, Opportunity owner needs to update “Lost to Competitor” and “Reason” 

fields as displayed below. 
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In case Opportunity is won, Owner should update Whizible Job Id. 
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13 APPENDIX 

13.1 Roles and Responsibilities                   

Organizational Role Details  

System Admin System Administrator 

BU Head Head of Business Unit 

HoD Head of Delivery 

Top Management Person who approves a big proposal 

Proposal coordinator Person responsible for detailed proposal creation(Technical/Costing) 

Opportunity Owner Person who is responsible from the sales side 

Sector Head Head of sector 

Sales Head Head of sales department of particular BU 

Proposal Engineer  Proposal Engineer 

Proposal Reviewer Person who Reviews Proposal 

Pricing Reviewer  Person who Reviews pricing 

Proposal Approver Person who Approves overall proposal 

Estimation Reviewer Person who Reviews Estimates 

Risk Assessor Person Responsible for Assessment of Risk Templates 

Estimation Approver Person who Reviews Approver 

ED  Executive Director 
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13.2 Stages of Opportunity 

Name Description 

RFP Received When opportunity is identified for Bidding 

Risk Assessment When proposal is Risk Assessment 

Proposal Creation When Proposal is being created 

Proposal Estimation When Proposal is being estimated 

Proposal Review When Proposal is being reviewed 

Proposal Submission When Proposal is being submitted 

Proposal Shortlisted by Customer When Proposal has been selected and LOI is 
expected 

Proposal Evaluation by Customer When Proposal is being evaluated by customer 

Negotiation Start When negotiations have started 

Negotiation Complete When negotiations are complete 

LOI Received / Lost When LOI has been received or lost 

Contract /PO Received When contract is being received 

 

 

13.2.1  

13.3 Status of Opportunity 

Name Description 

Open When work is being done on the opportunity  

In Progress Opportunity is in progress 

Jackpot Unexpected Win 

Max  Max 

Min  Min  

Abandoned Opportunity is Abandoned 

Deferred Opportunity is Deferred 

Won - No  LOI Opportunity is Won LOI Expected 

Won - Closed Opportunity is Won LOI Accepted 

Lost - Closed Opportunity is Lost and Closed 
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13.4 Partner Function List 

Name Description 

Prospect Client  

Alliance Partner Partner/Associate for the Opportunity 

Lead Office Office that leads the opportunity for TCE 

Delivery Office Delivery Office for TCE 

Competitor The competitors for the bid 

Deal Influencer The external Party that can influence the deal 

 

13.5 Services 

Code Service Name Description 

S0001 Design Engineering Design Engineering Service 

S0002 Construction Supervision Construction Supervision Service 

S0003 Inspection Expediting Inspection Expediting Service 

S0004 Startup commissioning Startup commissioning Service 

 

13.6 Service Category 

Name Description 

Design Design Service Category 

Construction Construction Service Category 

 

13.7 Risk Templates 

Template Name Description 

Technical Consolidated Technical risks in bid  

Financial Consolidated Financial risks in bid 

Legal Consolidated Legal risks in bid 

Commercial Consolidated Commercial risks in bid 

HR Consolidated HR risks in bid 
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13.8 Risk Status 

Name Description 

Pending Risk evaluation is not done 

Completed Risk evaluation is completed 

 

13.9 Risk recommendation  

Name Description 

GO Opportunity moves to next stage with GO status 

NO-GO Opportunity with NO-GO status is completed and gets 
closed 

 

13.10 Proposal Type 

Name Description 

New Not related to any ongoing projects/proposal 

Extension Additional work for an ongoing project / proposal 

Claim Claim for cost overrun on an existing project 

 

13.11 Proposal Tasks 

Name Description 

Proposal Creation Creation of  the Proposal 

Estimation Review Reviewing the Estimate 

Proposal Review Reviewing the Proposal 

Proposal Approval Approving the Proposal 

 

13.12 Payment Type 

Name Description 

Lump-sum Fixed price decided for the entire project  

Actuals Time and material based billing 

% Basis Billing based on % of total cost of the project 
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13.13 Bid 

Name Description 

Firm bid Firm bid for customer 

Budgetary bid Budgetary bid for customer 

 

13.14 BU (Business Units) 

Name Description 

Power Power  Business Unit 

Infrastructure Infrastructure  Business Unit 

Chemical Chemical  Business Unit 

Steel and metals Steel and metals  Business Unit 

Nuclear Nuclear Business Unit 

Construction Construction Business Unit 

 

13.15 Currency 

Name Description 

INR Indian rupee 

USD United States dollar 

AUD Australian dollar 

SGD Singapore dollar 

AED United Arab Emirates dirham 

GBP Pound sterling 

EUR Euro 

 

13.16 DOH (Direct Overheads) 

Name  

Travel Travel Related Expenses 

Others Others Expenses 

Allowances Allowances of Employee 

Guest House / Hire Charges Guest House Related Expenses 
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13.17 Billable and Non Billable 

Name Description 

Billable Time spent / Task done directly with the client or working on 
client projects for which the client can be directly Billed 
 

Non Billable 
 

Time spent / Task done indirectly for the client or on client 
projects for which the client cannot be directly Billed. 
 

 

13.18 Reimbursable Expense and Non Reimbursable Expense 

Name Description 

Reimbursable Expense 
 

Expense which is reimbursed directly by the client while 
working with clients on projects. 
 

Non Reimbursable Expense 
 

Expense which is not reimbursed directly by the client while 
working with client on projects. 
 

 

13.19 Revenue Type 

Name Description 

Onsite –Long Term (Code: Onsite-LT) 
 

Service Delivery at Overseas Location by employee deputed 
on Work Permit for Long duration. E.g. Engineer working in 
USA for 1 year. 
 

Onsite –Short Term (Code: Onsite-ST) 
 

Service Delivery at Overseas Location by employee deputed 
on Business Visa for Short duration. E.g. Engineer working in 
USA for 15 – 30 days. 

Offshore (Code: Offshore) 
 

Service Delivery from Company Delivery Center located in 
“Offshore Country” for Company e.g India for TCE or Qatar 
for TCE-QSTP 
 

Offsite –Long Term (Code: Offsite-LT) 
 

Service Delivery at Site Located in “Offshore Country” by 
employee deputed at site for Long Duration. E.g. 
Construction Engineers working at client site for 1 year.  
 

Offsite –Short Term (Code: Offsite-ST) 
 

Service Delivery at Site Located in “Offshore Country” by 
employee deputed at site for Short Duration. E.g. Design 
Staff working at client site for short period.  
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13.20 Status of LOI (Letter Of Intent) 

Name Description 

Approved When the formal Letter of Intent has been approved 

Accepted When the formal Letter of Intent has been accepted 

Rejected When the formal Letter of Intent has been rejected 

 

 

 

 

 

 


