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Welcome to the Quick Quote Standard Supplier
Training.
During this presentation you will be oriented on:

- Quick Quote Workflow

- How to login

- Using the landing page

- Handling requests

- Create/edit offers/requests
- Change Requests



HUBWCO

Quick Quote Workflow

1. Buyer/Requester

— Select Quick Quote in Customer Search (When no appropriated
catalog item was found in supplier hosted catalogs)

— Create a free-text request
— Select one or more approved suppliers based on category list

« 2. Supplier
— Receive an Email and log into Quick Quote
— Supplier reply with structured offer on item level

« 3. Buyer/Requester

— Requester choose one of the offered items and create an order
based on the process for Catalog items.

— Question and Answer process available if offers don‘t fit.
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HUBWCO

Connecting Companies™

* You will receive an email from the Customer Care Team with your username,
password and the URL to login to the Hubwoo Portal Supplier site.
« Login with the credentials supplied to you.

I*me The Business Network Search The Business Metwork (&

Connecting Companies™
[ 1. Type in your User Name

(your email address)

IS YOUR COMPANY ON THE BUSINESS NETWORK YET?

. Enter yOmsuser name
2. Type in your Password :
Forgot User Name?

Join Now - Free SEEEERINNINRONRNID
In 2013 40% of suppliers
identified will be through a Forgot Password?

Business Network )
3. Click “Login”

z Complete your Profile Sour

Market your Products and Services Don't have a User Name ?
Get one here - Register Now
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Connecting Companies™

uick Quote Landing Page

DEMO SUP40 | DEMOSUPA4D ( [DEMOSUP40] v Help ¥
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Connecting Companies ~

‘ The Business Network

£ Home «2 Opportunitie Catalogs B Orders == Finance & Analyze @ Business Directory = Connections #* Administration

i > Requests

Currently are 5 open requests , 73 running offers, 179 expired offers in the system.

Keyword ] column[B___ ¥

» Advanced filter
Search Reset

Search Results (192 items found) [==]1[<]1[_|Go [=][>=]

Transaction =« Reference Created by Status Expiration / Creation Date
betzzes SRR QE H sen e S T
rosemes 92 Psbez TR ok el T R pr— e o
wosesen {tt : S @@ B o e 798
wosorsy  9g.Pmebet restaa Sotibee Q@ s L SRt ro4
osse 92 Pehs QFneimes  BESUAE @@ ongeneqens ey 798
oo 2 TR SEEUEC QW chesgeneqvenes S R 78
oz ey : BT O © recses R r8
osness et mon2 e Sootsbwo QL B sem e 764
oswss Tz s L 0@ © cu etk T
Ln0sesnia Ir:;si:j:n12345 Testdss gﬂgﬂf.—:;:bwwm om ) Sent (selected) Wednesday, October 22, 2014 7 &) h}

© 2014 The Hubwoo Group. All rights reserved.
General Terms | Data Policy and Privacy | Cookie Policy

Wednesday, October 08, 2014

[==][<] Go [>] [»>]




HUBWGCO

Requests Page

* When you click the Opportunities Tab, you will get to the
Quick Quote homepage, where you can view new and
previous requests and search for requests.

£ Home «& Opportunities % Catalogs B Orders =5 Finance af Analyze ¥ Business Directory < Connections ##* Administration

Requests

Current Order status.
% » Requests

Currently are 2 open requests , 57 running offers, 190 expired offers in the system.

Filter

Keyword | | Column

b Advanced filter
. Basic and
5 Reset
\uSsanch, /| Reset, advanced filter

[<]1[1_]Go [>] [>>]

Search Results (195 items found)

Transaction Reference Created by Info Status Expiration / Creation Date
test User Hubwoo B Wednesday, June 25, 2014 ] ;
1ops22952 1 Positions . Kunde DE om 8 Requested Wednesday, June 11, 2014 743




Requests | Advanced Filter

The Advanced filter allows you to search with ad
ID Transaction number
Status Expiration

HUBWCO

Connecting Companies™

ditional criteria including :
Reference
Created by

Enter the appropriate filters and then click on search.

it > Reguests

Currently are 5 open requests , 79 running offers , 218 expired offers in the system.

* Advanced filter

ID | | Expiration | |E

Trans-aclionl Reference | |
b

Status | \ Created by Click here to load the list of users

2. Click on
Search

1. Enter the filter
information.

J

Search Results (233 items found)

Transaction = Reference Status

Created by

QQDemol234 Support Hubwoo .

B 1 Positions 1258507 Customer EN om g Sent (selected)
Pruebalz345 Support Hubwoo -

100583289 eerres Pruebal2345 Customer EN OIII g Sent (selected)

[<<] [<] Go [=] [==]

Expiration f Creation Date

Tuesday, November 25, 2014
Tuesday, November 11, 2014 # &-J ‘}‘
Thursday, November 20, 2014 & !!_J ‘}

Thursday, November 06, 2014

8
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Requests | List of Created Requests

The Column headers for Search results are described below: | Bcreaes

=
@ Requested

ES:H:
Click the icon to ﬁ":“"ge“m”““"
_ open the requests Request Rejected
ID number of the ID number aS.SIQned information box eXpIratlon date “ Will Expire Soon
request by supplier l l @ Has Expired
Transaction Reference Created by Info Status Expiration
TDOS142009 David Dupont By ]
100020093 3 pocitions i democatalog EN (Sales 1 EN) @ @ Requested Thursday, May 28, 2009 )
Buyl;er gefnerat_?_d numbtir with thet User that created Status of the request_. Actlonblclons —see
number or positions In the request. the request. Requested, Sent or Expired elow

i |

Open the detail — > # & #«—+——  Download options
page and edit the

offer.. I

Archives the current request.



I-IUIWCD

Editing a Request

10
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Request page | Edit Reguest

* In order to create an offer you will need to open the request. To
open the request click on the Edit icon in the Action Column.

sSearch Results (1 items found) [==][=] Go [=] [==]
Transaction « Reference Created by Expiration / Creation Date
testnotif ~ Support Hubwoo Wednesday, November 19, 2014 ;
10osa154s 1 Positions Customer EN om W Created Wednesday, November 05, 2014 # % 3

Z

/

Click on the edit icon to
open the offer.

11



HUBWCO

Offer Detalls

* Once the offer is opened, enter your reference number. This
number is created by you and will be sent back to the Buyer.

Saes @ Requested Request 1D 100543455
emaces ) Duyer: WPH Hubweo Transaction Number Test Reference
g : 3 :;Hﬂ: Sty @hubwce. com Product group: Hardware
" Internal comme ane :
number: 0045 Expiration BI18/2014 10:36 AM
Time left: 13 Days
% Comment for custo H Quetomer EN = -
2 Man ng ]
Enter your reference :
number here AT
may be entered by your Buyer
Positions(2)
# Short description Description Amount fUnit
1 *(ffice Chasrs Black, swrvel chairs with wheels 10/ Fiece
|| Create new offer position
2 T Balipoint pens Black ballpaint pens 50/ Piece
D Create new offer position
actions | @ neject H save &/ Archive Q 10 progress {4 Send
*) Marked fields are mandatory fields

12



Offer Details HUBWCO

* Review the requests from the Buyer. This example has two
positions or requests. To see the details of the offer click on link
“Create new offer position”

Status @ Requested Request ID 100543455
Reference* | ] Buyer: Sippatt twaa Transaction Number  Test Reference
i ' 2 E-Mail: gravity®hubwoo.com Product group: Hardware
nternal comme Phone "
wamber: 0045 Expiration 8/18/2014 10:36 AM
- Time left: 13 Days
5 Comment for customer Company: Customer EN e
Location: Main Training L)

Customers comment:
Comments may be entered by your Buyer

Positions(2)

# Short description Amount /Unit

1 vOffice Chairs Black, swivel chairs with wheels 10/ Piece

{;j Create new offer position
2 vBalpoint pens Black ballpoint pen Click on link to edit the 50/ Piece
request.
D Create new offer position

Actions 0 Reject B Save . Archive @ In Progress 4 Send

*) Marked fields are mandatory fields

13



Offer Details HUBWCO

« The request will expand and you will have the options to
enter the Article number, Classification Code, Delivery
Days, Amount per unit, and to modify the expiration date.

* You can also view the Short and Long descriptions

Positions(2)

1 ~oOffice Chairs Black, swivel chairs with wheels 10 / Piece
|.] Create new offer position
Short description® Long description Article No * {1234
[Office Chairs Black, swivel chairs with wheels ' Classfication* | | 7]
Delivery Day(s): * 4 ]
Amount * / unit: * 10 [Piece v
Short Price perunit:* | 50].[00 | [EUR V]
description. \ Tax [19% V|
—
- Expirationdate || frigay August 15, 2014
Long Description ol e He
ve
& [ Browse. | ¥
2 ¥ Balipoint pens Black ballpoint pens 50 / Piece

|.| Create new offer position

14



Offer Details HUBWCO

« Article Number: The number used to identify the requested item

« Eclass: Click on the icon to search through the buyer’s Classification Code

« Delivery Days: The amount of days needed to deliver the product

* Amount / Unit: The amount of product that can be delivered. Choose the unit of
measure from the drop down menu.

* Price per unit: The desired price per unit.

«  Currency: Choose the currency from the drop down menu.

Click to view the
classification code

Article No™ options

Eclass* [Tl Choose the unit
from the drop down

Delivery Day(s):* menu.

N\
Amount:* / Unit:* 4] Each \L_‘ i

Price per unit:* 0 .00 Collar ChoOSE currency
from the drop down ]
Expiration date o menu

|

15



Add Attachment

HUBWCO

Connecting Companies™

You can also choose to add an attachment from your computer. Click on
Browse to see the item on your computer. Then click on the green button
to the right of Browse.
Click on the calendar icon to set an expiration date for this offer.

When completed click on the Save button to save the line item details.

# Short description Description Amount/Unit
1 ¥ Stainless Steel conveyer Low profile frame design for tight spaces withdesign and wipe down cleaning applications. 5/ piece

Q Create new offer position

Short description™®

Stainless Steel
CONVeyar

Long description

Low profile frame design for tight
spaces withdesign and wipe down
cleaning applications.

Article No*
Eclass™

Delivery Day(s):*
Amount:* / Unit:*
Price per unit:*
Tax

Expiration date

& _»~ |[ Browse..
Add an

55045738 |

sizidor | m

|5 | |piece V| iy

Doll .

| 5000].[00 ] [Dolar ] Click on Save to

save this line item
vd

Click to set

L attachment J

an expiration
date

16



Save the Request no o)

Connecting Companies

- When all your offers have been completed click on the “Save” button
to save the order.

E-Mail: gravityBhubwes.com

= Product group: Hardware
" Internal comment Fhone 0049
mumbers Expiration Fr30/2014 11235 AM
T Da
2 Comment for cuslomer Company: Customer EN il ﬁ_l_ L
Location: Main Training L

Custamcrs camments
Communts may be entered by your Buyer

Positions(2)
#  Short description Description Amount fUnit
1 ~office Chairs Black, swivel chairs with wheels 10 [ Figce
'+ Bifice Chairs Expiratian date Friday, August 08, 2014 Amount 10 Delivery Day(s): 4 Price per unit: 50 CUR # 50 .
D Create new offer position
2 " Rallpsint pens Black ballgaint pens . 50 J Paece
: Click on Save to
L Creatc new offer pasition save the order.
Actions a Reject E Save ﬁ‘o— Archive @ In Progress Lllil Lend

*) Marked fields are mandagory fislds

17




HUBWCO

Send the Request

* You will receive a message “Successfully saved”. Once
this message is received, click on the Send button to
send the offer to the Buyer.

Click on Send to send
the order to the Buyer

Actions 0 Reject E Save &) Archive &) In Progress Ld send

" Successfully saved.

Status @ Requested Request 1D 100542559
Ref '« [Test Ref Buycr: Suppoit Hubwoo Transaction Number  Test Reference
N E-Mail: gravity@hubwoo.com Product group: Hardware
" Internal comment :::’n":er 004as Expiration 9/30/2014 11:25 AM
S e ore Company: Customer EN Thne i il o
Location: Main Training i)

Customers comment:
Comments may be entered by your Buyer

Positions(2)

18
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Confirmation

* The request has been successfully sent to the Buyer

* Advanced filter

ID | | Expiration | |E
Trans-acliun| | Reference | |
Status | V| Created by Click here to load the list of users

enScrch || Beset )

search Results (233 items found) [==][<=] Go [=] [==]
Transaction = Reference Created by Status Expiration f Creation Date
QOQDemol234 Support Hubwoo . Tuesday, Movember 25, 2014 )
100585264 |"positions SEERLEL Customer EN om g Sent (selected) Tuesday, November 11, 2014 28 ok
Prusbal2345 Support Hubwoo 2 Thursday, November 20, 2014 _
MMIBIIBY pecmtions RIS Customer EN o Y sent sl Thursday, November 06, 2014 7% &

19
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Change Requests
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HUBWCO

Change Requests

 |If the Buyer is not completely satisfied with the offer, they
may send you a Request for Change.

- If a Request for Change is submitted, you will notice in your
request list the status is now “Change Requested”

" Filter
Keyword | | comn[iD V]
» Advanced filter
|Secarch, | Reset | Status change

Search Results (1 items found) [<<] [<][i]Go [>] [>>]

Expiration / Creation Date

Support Hubwoo Y Monday, August 18, 2014
oaQ VA k)

2
4 ChangeRequested Monday, August 04, 2014
%ﬂ 6o (>] (>>]

- Quick Quote Training
100543449 2 Posiiors Test Reference Customer EN

/
Click on the edit icon to
open/edit the change request.

21




Change Requests A

* Click on the edit icon to view the line item and the reason for
the change.

Click on the line item detail to see the change
request.

Positions{2)

&  Short descriplion Description Amount fUnit

1 = office Chairs Black, Swivels! - 10 / Fiece
¥ Office Chairs Expiration date Unlimited Amcurt 10 Belivery Bay(s): 4 Frice per unit: 250 USD >
£  Short description Description Amount /Unit
1 ¥ o Office Chasrs Black, Swivel chairs with wheels 10/ Piece
~ Office Chairs Expliration date Unlimted s
Black, Swive! chars with wheels Article No 1234
Classification <1030406
Delivery Day(s): 4
Amount / Unit: 10 Picce
Price per unit: 250 USO
Tax: 19%
Sum price: 2500 UsO
mdd fwdd‘. ?:du ed da
Can delivery date nged to 2 days?
< Change Request 1

L information J

22



Change Requests noihAed)

- If you agree with the changes, modify the order accordingly (for this
example we are changing the delivery days to 2) and save the line
item, then save the offer and send it back to the Buyer. Once the
Buyer accepts the offer, you will receive a Purchase Order.

1. Change days

# Short description Description

1 ¥ o Office Chairs Black, Swivel chairs with wheels 10/ Piece
Short description * Long description Article No * h28¢ /7 |
/Office Chairs | [Black, Swivel chairs with wheels A Classification * 41040406 /11
Delivery Day(s): * 4
r
Vv Amount * / Unit:* |10 l Plecq 2. Save line
» r_ '''''' = o Price per unit: * 250|, lUSD item.
—_— -

Expiration date ;.\ g E @

8 Save & Cancel

3. Save entire order.

2 “alipsint pens [ S0 / Piece

e Unlimited Amount 50 Delivery Day(s): 4 Price per unit: 1.5 USD [ 4 Sen d o I’d er%

Actions Q Reject B Save L Archive Q In Progress @ Send

» Ballpoint pens Expi

23
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Hubwoo Global Customer Services
customercare@hubwoo.com

US: +1 866 446 8203 (toll free)
US: +1 281 404 2095
France: +33 1 77 62 56 20
Deutschland: +49 308 967 794 11
Espana: +34 911 88 00 64
UK: +44 203 355 50 21

24
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