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Request for quotation

1. Arrival of enquiry / Login

The invitation for a new RFQ is sent per mail with the following information:
e Login data (username & password)
e Deadlines
e Direct link

You can either log in with the received data or with a fixed account (registration) and the
username and password which were already send by registration.

2. Tab 1: Documents

In the upper part you can see all details concerning the project (client, name of the project...).
In tab 1 all relevant documents of the RFQ are listed and can be watched by clicking on them.

If you are not able to quote or no article can be offered, there is the opportunity to decline the
participation with the button “Decline RFQ” (an explanation in a notice box is possible).

RFQ) title: TEST: Test RFQ MNr.: Fal Purchaser:
RFQ Note: Supplier: XYZ Version: 1 Telephone:
Projact: X¥Z
Deadline: 2012-08-19 23:59 Mobile phone:
Status: Rusnining Fa:
Timezone: & ich [ Vienna |21 E-Mail:
Format Deciimsl- 1,234, 56789
Dete: JJIFMM-TT
1, Documents

These are the documents that are attached to this RFQ. Please dick on the names to open them.
If 2 dooument is marked bold then it is required to open it before procesding to the nest step,
Some attachments may require you to acoept them.

If 50 please use the checkboxes to mark the documents 25 accepted.

If you have any further questions about PoolTool, you may contact our Support Hotline on weekdays from 9 to 16 o'dock GMT under: +43-1-80 410 50.
You may also contact the support by mail 2t support@pookdtool.com,

Hide infoboxes for this session,
General Documents

1.
2

€} Mt Step €39  Dedine RFQ
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3. Tab 2: General

With the Button “Next Step” is it possible to reach the 2™ Tab “General”; here you have to check
your business data once again and if necessary change them under “Supplier Information”.

In this tab you will also find the delivery- and payment terms for the quotation.

If you want to attach a document to your RFQ, choose “Upload file”.

RFQ title: TEST: Test RFQ Nr.: 71

RFQ Mote: Supplier: XYZ Version: 1
Project: ¥YZ

Deadline: 2012-08-19 23:59

Status: Fusnning

Timezone:

Austriz | Viennz |
Format Decimsi- 1,734, 56789
Dete: YYYY-MM-DD

1. Documents | | 2, Genersl

Delivery address: Destnation...

Supplizr Information

Company Name*: Testlieferant P4T

Person Name®: Quendler Markus

E-Mail *: markus, guendler@cms-ekectronics, com
Telephona: Country Arez  Mumber

43 461 33D340-85D

Faux Country Arez  Mumbser
43 453 330340-126
Uplozd file: y
‘Comments: -
&}  MNestStep

4. Tab 3: Quotation
Click again “Next Step” at the end of the page and you get to the tab “Quote”.

Here you have the possibility to submit offers in two ways:
a) Use Excel for quoting
b) Direct at the system

a) Use Excel for quoting

At the bottom side in the center you can open the download / upload page for the Excel —
template by using the button ,quote®.
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1 = 15,000 & ‘W quote
1 - 5,000 ] @ quote
1 - 15,000 ‘" quote
/_\ 1 - 5,000 & 4 quote 3
. ] 13
Qnm) €} MNextStep

Attention: The name of the file can, but the columns, lines and sheets can’t be changed!
Only the first sheet of the Excel file will be uploaded, that means our Excel - Import table is not

in sheet 1, the quotation cannot be uploaded successfully.

Afterwards you get the following instructions in order to upload the file again.

RFQ title: TEST: Test RFQ Nr.: Tl

RFQ Note: Supplier: XYZ Version: 1
Praject: XvZ

Deadline: 2012-08-19 23:59

Status: Runining

T—== Austria | Vienna |

Format Decinal- 1,234, 56789
Ot Y Y-MM-DD

1, Doouments || 2. General || 3, Quote || 4. Send Back

Excel Quotation:
1. Ok on the link and save the fle to your Deskiop.

o @ BT avral quotstion r7i vi of98309.xd525 ko

Oipen the fe you just saved with Excal and il the tamplate according fo your quotation.
Save the fle and close Excal - The Fovmat must sts) Excal 972003 Fxds !
Click on the button and choase the fle you just saved.

o

E Save

Bl b

a) Direct at the system:

At the right side you can open the details for each item by using the button ,quote®. Afterward
you can quote your item on this page.

- 15,000

g
BEA

- 15,000

il \/ ] »
@ Quots (53

Mext Step

é
=
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5. Tab 4: Return

At that point you can choose freely between the 4 areas “Documents / General / Quote / Send
Back” und you have the opportunity to fill in a number of the quotation and your initials.

With the button “Send quote to customer” your quotation is returned to the purchaser and
cannot be modified anymore.

If you have any queries, please contact Mrs. Natascha Zeitler:
Tel: +43(0)463/330340-851
E-Mail: purchasing@cms-electronics.com
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