Quick Quote



Reminders

This is a standard training session and open to the public. We are looking
forward to have everyone to connect with you!

We recommend having these instructions handy before we start the session.

All participants are on listen-only mode to guarantee client
confidentiality.

Please use the chat feature on the lower righthand side of your
screen if like to raise questions anytime during the session.

All questions will be discussed at the end of the presentation.
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Support Contact Information

If you have questions about the training or in need for specific client
support, please contact Proactis International Customer Support:

US: +1 866 446 8203 (Toll Free)
US: +1 281404 2095

France: +33177 62 56 20
Deutschland: +49 308 967 794 11
Espana: +34 911 88 00 64

UK: +44 203 355 50 21

Or, email
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Quick Quote Workflow

b Gb

n Buyer or Requestor e SUpp“er B Buyer or Requestor

@ Selects Quick Quote in Search @ Receives an email and @ Chooses one of the
when the item is not available login to Quick Quote offered items and

in supplier-hosted catalogs creates an order based
on the process for
catalog items

Replies with an offer at
@ Creates a free-text Request item level

Question and answer (or,
Request-Offer Process)
may continue if offers do
not fit

. Selects one or more approved
suppliers from the list of
product categories



Login Page

The Business Network

¢ > x | https:portal.nubwoo.com

Go to sl it
portal.hubwoo.com BB 4 , NCLWU Enter you
Username and
Password

TRAINSUPGCS4
Set up a listing for your business,
putting your products and services
in front of qualified buyers with
hundreds of billions of dollars in Forgot User Name?
spend. The Network In Action Forgot Password?
Need Help?

A company in ltaly has added a certification
2022
2022
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vick Quote Landing Page

The Business Network : - . :
Service Account GCS-Team for Trainings | Trainings Supplier 1 for GCS [TRAINSUPD1] v

1 Home <4 Opportunities =% Catalogs & Business Directory #* Administration

Requests

el Click Opportunities.

Currently are 0 open regg ers in the system.

Keyword ‘ | Column _ P

» Advanced filter /

L Search JL Reset J 1

Search Results (194 items found)

Expiration / Creation Date

Transaction -~ Reference
REF_CLIENT_01126 GCS GCS Monday, December 06, 2021
102018378 - - o Ch R ted ! ‘ 7 b B r
1 Positions HEFEEETL Trainings Customer for GCS ﬂm o angeRequeste Monday, November 29, 2021 =l »
[}
REF_CLIENT_0112 GCS GCS Monday, January 31, 2022
2018 - - - o Requested ! ! o
tosorEsy 1 Positions Trainings Customer for GCS @m o . Monday, Movember 29, 2021 £ " » (
'
CLIENT_REFD1232 GCS GCS Tuesday, Movember 30, 2021
102009451 = REF28374 - Sent : 7 bl B
7 1 Positions Trainings Customer for GCS @m @ sen Monday, Movember 01, 2021 =

W Rt L ¥ f T A . e ‘\.l!"‘-—_*# P e "'-‘\,-A.n-.r—“ Y “r
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Requests
What's in a Quick Quote Request?
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Req vests Page

Click Opportunities » Requests from the menu to go to the Quick Quote Homepage. This
page displays a quick link to existing requests and an option to search for documents.

The Business Network

Service Account GCS-Team for Tra

1 Home +4 Opportunities % Catalogs & Business Directory #* Administration

Requests

£ > Requests
[ Currently are 0 open requests , 119 running offers , 186 expired offers in the system. Req UeStS and Oﬁers Status
Keyword | | Column _ )
b Advanced filter .
Basic and L §
| Search || Reset | advanced filter ff AN

Q&A/}

o



Advanced Filter

_——
@ > Reguests ?
Currently are 5 open requests , 79 running offers, 218 expired offers in the system. 1 F| | | _OUt a fl |ter g

criteria.

v Advanced filter

1D I | Expiration | =

Transaction [ I Reference [ ]
Status I VI Created by Click here to load the list of users

\uStaech, | |Boset,)

Search Results (233 items found) [<<1[<][]Go[>][>

A MMa o WA ot MBI, 4

Transaction - Reference Created by Info Status Expiration / Creation Date

Additional criteria are available in the Advanced filter search option
including: Request ID, Transaction number, Status, Expiration Date,
Reference, and Created By (Or, the name of the Requestor)

(9)
proactis



Download

List of R t =
—— To view Acﬁnnl
[l details of a o @
i : . : &
Here are the column headers in the Search Results section: @ GEliseil o
A edit the offer T
Hover over the icons % Archi h
ID or Reference number to quickly get details rchives the
number of assigned by the about the request. Request SUMEE
the request supplier expiration date
Transaction Reference Created by Info | Status Expiration
100020053 7008 ; E}:rﬁigcgfaﬁggtm (Sales 1 EN) @ @ Requested Thursday, May 28, 2009 7l 3 .
0..
’0
I T T I -
Status of the request. : oo’
Buyer generated number with the User who initiated Requested, Sent or Expired Action Icons ==*
number of positions in the request. the request.
Status
chcu:ed
6chuened
LESM: E@

QD Changerequested
“ Rejected

\ Will Expire Soon
° Has Expired

N
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Offers

How do suppliers respond to a Quick Quote Request?
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Edit Request

—_

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.

Search Results (122 items found) [<<][<] El Go [=] [==h
Transaction ~ Reference Expiration f Creation Dz n Action
BUYER_REF 01 GCS GCS Tuesday, Movember 3
102008942 - = = - R ted &
1 Positions Trainings Customer for GCS ®L:I ol BEEsT Thursday, October 28 »
PSSR RS AS . GLS.Ee —— , ) Tussdastiasamber 30,7
NCETST T A -

Click the edit icon to

view the offer.
\ Jproactis




Offer Details Page

Open the offer and
then enter @
reference number.
This will be sent
back to the Buyer.

Supplier Reference
Number: allows the
suppliers to track
the offer with @
reference that they
use in their internal
system.

The Business Network

Service Account GCS-Team for Trainings | Trair

£ Home <% Opportunities -# Catalogs & Business Directory #* Administration

Reqguests

Actions & | Archive }
i
Status o Requested Request ID 102008542 f
Reference* | LR GCS GCs Transaction Number BUYER_REF_01
E-Mail: null@hubwoo.com Product group: Div2 J
Phone Expirati .
= upiration 11/30/2021 11:45 AM 4
Internal comment T 111 Time left: ‘63 Days ’
. Trainings Customer for
0 Comment for customer Company: Ges
Location: Bonn
4
Positions(1) .‘
# | Title Description
1 ¥ SAFETY SHOES Working shoe, the upper part i1s made of suede |leather, textile mesh and black leather toe protector, rubber/plastic
weight, oil and abrasion resistance and anti-slip for better grip, superior l
Al S
I e I T N e



Create New Offer Position

— s
Status ..Rec.mud Request ID 100543455
Reference ] :::: Smmb-oom 7 : Taot Sfaraace
- gravty@hubmeo. Product group: Hardnare
H comment Phone
Review the request from the v —er: 009 S S 00
. < Company: Customer EN
buyer. In this example, the W Comngh o ot s e s .
request has two positions or ik comasints
offers Comments may be entered by your Buyer
Positions(2)
Create new offer position. 8 Short description Te— Amount /Uni
Click the link to view details L~ Offce Chars Biack, sael hars CIICI;;Che link tc; edit PRI
. e request.
of a request and make an <) Create new offer position 9
offer. 2 vBalpont pens Black balipont pens 50 / Prece
| Create new offer position
actions @ Reject B seve & Archive © 1n Progress 9 Send
*) Marked felds are mandatory fields




N

New Offer Position

——

In the Positions page, fill
the form with information
needed in the screen.

Short description: This is
reserved to include only
brief and descriptive note
about the offer.

Long description: Use
this space to include
detailed information
about the offer.

Positions(2)

# Short description Cescription

1 ~Dfce Chairg Black, swivel chaire with wheels

.| Create new offer position

Short description” Long description Article No * 2
[Ofice Chairs Black, swivel chairs with wheels Classification *
Delivery Day(s): = 4
Amount * / Unit: * |10
|
Price per wnit: * |
Short o T
description el e
: description. e 41
&
2 T Ballpmnt pens Black bafipcant pens
| Create new offer position
wMW«—
proactis



Offer Position

This
number is used to
identify the item.

Number of days
needed to deliver
the item.

The
selling price per unit.
Use the list to select
the currency.

The last date for
sending a response.

Article No*
Eclass*

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

Expiration date

Each

Dollar

W

W

. (3

: Click the
icon to search
through the product
Classification Code

: Price of
the item. Use the
dropdown list to choose a
unit of measure (UOM).

: Rate of tax that
will be added.
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Attachments é

Adding attachments or supplementary information can be a great way to
provide more information about your offer and reduce too many back-and-forth

# Short description Description Amount/Unit
1 ¥ Stainless Steel convever Low profile frame design for tight spaces withdesign and wipe down cleaning applications. 5 / piece 3

D Create new offer position

Short description® Article No* |55C45?33 ‘

Stainless Steel .

conveyor Eclass* 36121401 |0
Long description Delivery Day(s):* IC

Low profile frame design for tight Amount:* / Unit:* |5 piece v W
spaces withdesign and wipe down

cleaning applications. Price per unit:* | EnDU{I| . |UIJ Dollar v

Tax | T9% v.
o Expiration date

To add an Hsave

attachment

Click Save to

save this line item




Save the Offer B

——
P— PO G S G R i P G P R R g SRR gl e
il E-Mail: gravity Shubwoo.com Prodect group: ek .
C | . k S t " 1atemal commant m 0049 Expiration 9/30/2014 11:25 AM
I C O V e O Time left: 61 Days
~) Comment for customer Company: Customer EN s
save an offer Ceitd e e
1 Customers comment:
and send it at @ ooty OO (L
later time.
Positions(2)
# Short description Description Amount /Unit
1 “office Chars Black, swivel charrs with wheels 10/ Prece
» Office Chairs Experation date Friday, August 00, 2014 Amount 10 Delvery Day(s): 4 Prce per unit: 50 CUR 7 80
L Create new offer position
2 vBallpoint pens Black balipaint pens SO/ hece
L Create new offer position
Actions  © Reject © 1n Progress % Send

*) Marked fislds dre mandatory fields




Send the Offer

—————

After saving the offer, click Send to submit this offer to the buyer. The buyer gets an email notification
each time an offer are sent to them.

Actions 0 Reject

[ ¥ Successfully saved. ]

Stalus @ Requested

Reference” [Test Reference

>3 Internal comment

T Comment for customer

N

& save

& Archive © In Progress o Send 3
Click Send to submit the £
offer to the buyer.
ok S"w i) Transaction Number  Test Reference
:::ll: gravity@hubwoo.com Preduct group: Hard
c o
il 004as Expiration 9/30/2014 11:25 AM
Company: Customer EN Time left: 010w
Location: Main Training {‘r_l
Customers comment:

Comments may be entered by your Buyer




Confirmation

The status Sent serves as confirmation that this offer has been successfully sent to the buyer.

* Advanced filter

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

L Search JL Reset J

Search Results (233 items found) [<<][<] Go [=] [>=>]
Transaction « Reference Created by Expiration / Creation Date
QQDemol234 Support Hubwoo _ MNovember 25, 2014 | 4
100385284 | positions 1234567 Customer EN @E:l g Sent (sele Tuesday, November 11, 2014 24 Ok
Prusbal234s Support Hubwoo _ Thursday, Movember 20, 2014 | 4
1oosasaEs 1 Positions R Customer EN am % Sent (selected) Thursday, November 06, 2014 # 8

proactis
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Change Requests

How to respond to a change request?

proactis



Change Requests

———

These are updated version of the initial request sent by the buyer. Review the changes made
and send an updated offer.

" Filter
Keyword | ] Column-ID v . o
e:w:m,,mn,, Click the edit icon
to open the
| Scarch j| Reset |

change request.

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

1D Transaction Reference Created by Status

Expiration / Creation oo

Monday, August 18, 2014

Riee Quick Quote Training Support Mubwoo x
100543469 e Test Reference oad Mordey, Aot 04, 2014

Customer EN Q\E ChangeRequested

[

[<<][<][iT]6Go [>] [>>]

This status indicates that

the buyer has responded
to your offer.

@)
proactis




Change Requests

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

Click the line item detail.

Positions(2)

& Short description Descriptios
1~ o Office Chairs el chairs with wheels

» Office Chairs Expiration date Unlimited Amount 10 Delivery Day(s): 4 Prce per unt: 250 USD

Amount /Unit

10/ Piece

£  Short description Description

1 ¥ o Office Chasrs Black, Swivel chairs with wheels

~ Office Chairs Explration date Unlimted
Black, Swivel chars with wheels

Article No
Classification
Delivery Day(s):
Amount / Unit:
Price per unit:
Tax:

Sum price:

Amount /Unit

10/ Prece

1234
<1040406
q

10 Picce
250 USO
19%

2500 UsSO

'C‘::‘d,?“rov' ol‘a.;:'?:d\ nged to 2 da s’)
g i ! d Change Request

information

proactis



Respond to a Change Request

——e

1. Change number
& Short description Description Of dCIyS

¥

mm Article No * ‘123‘
Black, Swivel chairs with wheels Classification * 41040406 |(0)

R —
Amount * / Unit:* |10 | |Prece

prceperunt [ 750 0] [§ =

Tox 2. Save line item.

Expiration date [ Q)




Additional
Resources

- /|
The Business Network Service Account GCS-Team for Trainings | Trainings Supplier 4 for GCS [TRAINSUF

£r Home <& Opportunities -4 Catalogs @ Business Directory % Administration

My Lists Invite Company

Dashboard

Welcome to WooWiki

The central place for Hubwoo product documentation

WooWiki pr cess to Hubwoo product documentation and related information, such as release notes, servi greement documents, release
calenda v elease management documentation. Browse WooWiki to get up-to-date information about Hubwoo products

.

Our Featume




Q
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totstan)

Proactis Global Customer Support
suppliersupport@proactisservicedesk.com

US: +1 866 446 8203 (toll free)
US: +1 281404 2095
France: +33177 62 56 20

Deutschland: +49 308 967 794 11
Espana: +34 91188 00 64

UK: +44 203 355 50 21
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