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Request for Quote (RFQ) — Notification

The quote process starts when you

Expresspoint RFQ Starting Soon receive an email from No-

No Reply Reply@ExpressPoint.com, Request
To © for Quote (RFQ).
This is to notify you that an RFQ is about to start. Be sure to create this as a contact

in Outlook to ensure your quote
invitations do not end up in
Spam/Junk/Other

Here is the link to get started.

Expresspoint RFQ Ending Only the email addresses we have

No Reply on file will receive the invitation to
To © the Request for Quote (RFQ).
This is to notify you that RFQ 32 is about to end. Another email will be sent

indicating the RFQ is about to end
near the end date and time.

Here is the link to view.

Sample Email Notification
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Vendor Portal Home Page

Email-

Password:

Login

Quoting Instructichs

Welcome to ExpressPoint's Automated Procurement Portal.

» You will receive an email invitation from No-Reply@@expresspoint.com with a link to this site each time a new Request For Quote (RFQ) has been posted.
+ Winning quotes will be awarded same day in the form of a Purchase Order from ExprassPoint.
+ PO Awards are based on a combination of lowast price and shortest days to ship.

Request for Quote Login

QUOTING TIPS

1. You are only required to enter quote info on the lines you are quoting on.

2. Any line you are not quoting on can be left blank. L] i i i
3. Always quote your TOTAL quantity available as ExpressPeint may see an opportunity to buy more than what is required. Logl n fl e I d S a re I n t h e u p pe r
4. You can include Substitute Parts. Complete the section in Orange to also include a quote for a verified compatible substitute item. Ieft_ h a n d CO r n e r

SHIPPING REQUIREMENTS

1. All parts need to be boxed individually (bubble wrap is not an acceptable replacement for a box). ¢ Pa SSWO rd S a re Ca S e

2. For Purchase Orders with multiple parts, each individually boxed part should be multi-packed into a larger box for shipping. ..
3. Multiple PO’s going to the same location may be placed in one multi-pack container as long as the individually boxed items Se n S It | Ve
ara clearly marked with each PO’s packing slip.

*VERY IMPORTANT®* EXPRESSPOINT REQUIRES TRACKING BEFORE END OF BUSINESS DAY

SEND TRACKING TO: TRACKING@EXPRESSPOINT.COM * Once you |Og| N you will see
Please email us immediately if you have any questions or if there is anything that we can do to assist. t h e a Ct ive R FQ i n t h e I eft

Login Fields pane

Active RFQs

RFC 30

4+ Active RFQ

Queting Instructions



EXARERS Landing Page for Active RFQ

RFQ number and quote start and end times appear across the fop. You can download the bid detail d Th IS page h das

REBID Start End

3 1111512022 1:45:00 PM Central 14/47/2022 3:30:00 PM Central some o pt ions for
) Your Bid ) : Your Bid -1
Decen Qm ;nur Bid  Your Bid Your Bid Your Bid :“‘:::ai'l: Your Bid Sub :'::: ::‘::: ::::: Sub Fart p rovi d N g yo ur
uantity  Unit Price Condition Days To Ship Days Sub Part Part Unit Price Condion Days To Ship Warranty q u Ot e
Quantity Days
; [1)-:371' HPI SUBASSMBLY | SPS-BASE ENCLOSURE 14 ?r;a:nm?;: 1 |:| | ] v] | v] | | ] | |:| | | vl | vl | |

Al * You can manually
0ILM272 | MISC BOARD LENCHO MPIDQTINY | Plese quotz 1| oy ] i vl | vl | | ER | | v] | vl | enter the data or...

USFF SYSTEM BOARD any condition

- [ ]
R IR TN | el EE o You can download
L the file, then

oz wso sy (JOSUSISSTRRC PR 0 D B 1| VI | | @] fre ]| ] upload it when
completed.

LENOWO 85W USB Type-C | Please quote

Py, ot |1 [ [P vl| il | o] || vl| ]

0FRO25 | MISC PWREUIPPLY

e See the following
O1FRO31 | MISC RECLASS 2;5;:::&&5‘([)02.&\ :;E‘:H‘L‘:;: 1| [ay ]| i vl | vil ] f[ay || i vl | vi[ ] pages for more
- instructions.

nA4CoNIA | Ko, pcri ace DELTAADLAGEYDE2A Flasze quote 4 [ [l walll el [Nl ] [ [l walll el ] ‘

Choose File |{No file chosen Import Quotes | €———  You can select and then upload you completed Quote Submit Quotes | | €«—————  Once you complete entering or importing your quote

information, click here to upload it to our portal
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L14371-
oo

OILMZT2

L14378-
o

DFRO25

01FRO25

01FRO31

AT

MISC

MISC

MISC

MISC

MISC

[¥IT-¥od

BOARD

KEYBOARD

PWRSUPPLY

PWREUPPLY

RECLASS

oEsl ATS

Choose File | No file chozen

The yellow section is where you would enter your quote detail for the original item requested. Only enter data for
the items you are quoting —

RFBID

SUBASSMBLY | SPS-BASE ENCLOSURE 14

LENOWVO M7T10Q TINY
USFF S¥STEM BOARD

SPS-KYED SR BL PVCY -
us

LENOWO 65W USE Type-C
AT Adapter

LENOWO 65W UISE Type-C
AL Adapter

DELTA ADLXBSYDC2A
20W3 254

DELTA ADLXGSYDC2A

Import Guotes

Please quoie
any condition

Flease quole
any condition

Flaaze gquole
any condition

Please quoie
any condition

Flaaze quole
any condition

Fleaze quole
any condition

Fleaze quole

Manually Entering Quotes

Ul Quantity

Download Spreadshest

Start End
11/15/2022 1:45:00 PM Central 111772022 3:30:00 PM Central
Your Bid Your Bid .
Your Bid Your Bid Your Bid Your Bid
Your Bid Your Bid Your Bid “our Bid Sub Sub Part
U:itl"Pri::E C:::rli'li::m Day‘:u'lr'n IShip w:;::” s::Part Part U&r::::e ::: d'::: D;‘;"T:’sr:lip Wl:lrr.mt]r T e s
Quantity Days

| ||| vl | vl | | ey ]| ||| vl vl |
4

| ||| vl | vl | || [aty ]| | | vl | vl |
4

| ||| vl | vl | | ey ]| ||| vl vl |
g

| ||| v | vl | || [aty ]| | | vl vl |
4

| | [ il il | I ET | [ Sl v | |
4

| | [ v | vl | || [aty_] | | | v] | vl |
4

-

wal |

wal |

it is OK to leave rows blank.

Submit Quotes

sl

walll

The orange section is if you wish to quote an additional part, either a substitute part for the originally requested

item, or it can be for a different condition or different part, if it is an equivalent part to the originally requested item.

There is also a place for you to writes notes to us per row.
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More details if manually entering or uploading the
data from the downloaded spreadsheet:

Your Bid Condition has 3 options: Your Bid Days to Ship is the lead time:
. Your Bid
anur_B_m Days To Ship
Condition

2 Day Lead Time w

v Same Day
_ 1 Day Lead Time
New 3 Da Lead Time
OEM 4 Day Lead Time
Fefurbished 5 Day Lead Time
=5 Days

= 10 Days
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RFQ number and quote start and end times appear across the top.
RFBID

]

Sé‘:a”' Hel SUBASSMELY | 3P3-BASE ENCLOSURE 14
LENOVO MT10Q TINY

OILM2T2 | MISC BOARD T

L4378 SPSHYBD SR BLPVCY -

o Misc KEVBOARD | o

O1FRIZS  MISC PURSUPPLY | o OO S B8 Ty C
A Adapter

D1FROZG | MISC PURGUPPLY | o 00 S UEE TypC
AC Adapter
DELTAADLXBSYDC2A

O1FRO3  MISC RECLASS e

MNCON4 | MISr DCMACT DELTAADL):WDC!A

Choose File [N file chosen Impurl{)uotes\

Pleaze quoie
any condition

Plezze quoie
any condition

Plezze quoie
any condition

Plezze quoie
any condition

Plezze quoie
any condition

Plezze quoie
any condition

Plazza quoie

i

Download and Import Quote Entries

4= Your Bid
Lo Quantity  Unit Price

You can download the bid detail

Download Spresdsheet

114772022 3:30:00 PM Cenfra

]|

o |

v||:|

]|

v||:|

o |

v||:|

oy ]|

v||:|

o |

Start End
111152022 1:45:00 PM Central
_ Your Bid :
Your Bid :‘F"”'E'd YouBid  Sub :“;P':':
Days To Ship ;’;’:’Y SoPat P c:“ o e
Quantity
Il v)| | [ ] | Il v)|
I v)| | o | Il v)|
s V| ]
 — V[ A |
|| il L] | [ ] | Il il
 — V[ ] |

v||:|

M 1

wal ]

€—— You can select and then upload you completed Quote

ail I

1 e L

o —

wal ]

wsl

A 4

Enter notes here for

each fow if reqduired.

Once you complete entering or importing your quote
information, click here to upload it to our portal

Click “Download Spreadsheet” in the top
right corner of the screen to create an
electronic copy of the RFQ (xls, csv)
allowing you to compare the required items
to your stock (vlookup, match etc.)

Once your electronic copy is complete,
save your file (xIs or csv).

Go back to the RFQ and click the RFQ
number.

Use the “Choose File” to select your
completed quote file and click on “Import
Quotes”.

The RFQ will now be populated with your
entries.

Click “Submit Quotes” to finish the process

You will see a confirmation screen with
your quotes.
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Example of completed quote

| Your bids were imporied.

Start

RFB ID

Download Spreadshest

End

& 11/15/2022 1:45:00 PM Central 11/17/2022 3:30:00 PM Central
Your Bid Your Eid
Your Bid Your Bid Your Bid Your Bid
_ L=lT=1 '8 Your Bid ‘Your Bid Your Bid Your Bid Your Bid Sub Sub Part
HHHHH e e R R TR e
Cruantity Days
~ CEM Equivalent
;;’3”' HF SUBASSMBLY | SPS-BASE ENCLOSURE 14 | | oose quate 1 REE || [New w| [1DayLead Timew]| [30 || | | ] 1] ~] | v | |
any condition p
LENOVO M710Q TINY A = OEM Equivalent
lease quo
0ILM272 | MISC BOARD err Sveren BOARD S — 1 NES | [New w| [1DayLead Timew]| [30 | | | | || vl | vl | |
4
_ OEM in OEM packaging
il misc e el v [1 | [7E | [Refurbished | [1Day Lead Tme~| [30 | [L14378-001-0E] [1 | [125 | [OEM v| [5DayLead Timew]| [80 |
any condition
Z
LEMCWO 85W USE Type-C  Please quoie OEM Equivalent
0IFROZE  MISC PWRSUPPLY | oter i 1 [ ] [45 | [New w| [1DayLead Timew]| [30 | | || | | || ~] | v | |
i
LENOVO 85W USE Type-C | i e
01FR025 |MISC PWRSUPPLY | 1o ter PSS | arny ooelton 1 [ ][5 || [New ~| [Same Day ~ e | | 1] v | il |
Z
DELTAADLX85YDCZA Fi o CEM Equivalent
23ze quo
O1FRO31 | MISC RECLASS o' e 1 TGS | [New w| [1DayLead Timew]| (30 | | | | || w] v | |
z
nacens | anes oorlase DELTAADLAESYDC2A Flzass quote 4 [4 [RA=TS || TRl el [ P L ond Timaeal [0 | (R 1 11T wa el 1 ‘ M

Choose File | No file chosen Import Guotes

Submit Quotes

* Inthis example, the vendor quoted all rows using the import tool, with an alternate quote for the 3rd part quoted. You do not have to bid on all rows, they

can be left blank.

* ltis also OK to bid a higher quantity than what is requested. This will help us understand your stocking level for future orders.
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Example of submitted quote

Your quotes have been submitted.
Thank you.

Diownload Spreadshest You can download your completed quote here.
ltem _ Your Bid Sub | Your Bid S5ub Part | Your Bid Sub Part Your Bid Sub Part Your Bid Sub Part Your Bid Sub Part

Unit Price Condition Days To Ship Warranty Days

Flease guote any

87 | L14371-001 | SPS-BASE ENCLOSURE 14 P HPI SUBASSMBLY 1 1 115.00 | New 1 Day Lead Time 30 o 0.00 o OEM Equivalent
LENOVO M710Q TINY USFF Flease quote 2ny )
& owwerz -t - P MISC BOARD 1 1 85.00 New 1 Day Lead Time a0 0 0.00 0 OEM Equivalent
P— P —
o0 | L14378-001 | SPS-KYED SR EL PVCY-US Flease queteany | e KEYBOARD 1 1 75.00 | Refurhishad 1 Day Lead Time 0 L1370 1 125.00 | OEM 5 Day Lead Time a0 DEM in CEN
condition OEM packaging
91 ofFRoes | CNOVOBSWUSHTypeCAC  Plesseauoteany o PWRSUPPLY 1 1 45.00 New 1 Day Lead Time a0 o 0.00 o OEM Equivalent
Adapter condition
o AL
o3 oiFRozs | CHOVOSSWUSEType-CAC  Pleasequoteany |\, PWRSUPPLY 1 1 4500 Mew Sams Day 0 o 0.00 o
Adagtar condition
Fl ote
82 D1FRO31 DELTA ADLXB5YDC2A 20V3.254 m:?;:” = misc RECLASS 1 1 85.00 New 1 Day Lead Time 30 0 0.00 0 DEM Equivalent
ey Flease guote any -
82 DIFRO31 | DELTAADLXESYDCZAZOVE28A |~ ===F MISC RECLASS 1 1 55.00 New 1 Day Lead Time 30 b 0.00 b
SHO-BATT 3C 50W 4.334 LI Flease guote any
o eamatgos oo P MISC RECLASS 1 1 75.00 New 1 Day Lead Time 30 ) 0.00 ) Notes
S —
85 32321006 | oHO-BATT3C SDW4.33AL Flease quoteany | o RECLASS 1 1 7500 Mew 1 Day Lesd Time 30 ) 0.00 0 Notes

SE02050XL- condition



Submit Quote

Once all quotes have been entered, either Manually entered or via Import, - click “Submit Quotes”
At the top of the page, you should see the following note: “Your Quote has been Submitted”
You can also download a spreadsheet of your completed and submitted quote after submitting your quote.

You can make changes if the RFQ is still active. To make changes click on the Active RFQ number in the upper
left corner of the home page which returns you to the Request for Quote (RFQ) where you can make
changes. Once the RFQ has closed you are not able to adjust your quotes. Be sure to resubmit all of your
entries, not just the modified information.

PLEASE NOTE: Each time you submit your quote the whole quote will be uploaded and anything you may
have submitted previously will be replaced by the current upload. For example, if you wish to remove a
qguoted part on active RFQ, you can remove the quoted data and then submit your quote. The last uploaded
qguote file is what will be used.

Quotes cannot be entered or changed after the RFQ has closed.
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