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Sample Email Notification

Request for Quote (RFQ) – Notification
• The quote process starts when you 

receive an email from No-
Reply@ExpressPoint.com, Request 
for Quote (RFQ).

• Be sure to create this as a contact 
in Outlook to ensure your quote 
invitations do not end up in 
Spam/Junk/Other.

• Only the email addresses we have 
on file will receive the invitation to 
the Request for Quote (RFQ).

• Another email will be sent 
indicating the RFQ is about to end 
near the end date and time.



Request for Quote Login 

Active RFQ

Login Fields

• Login fields are in the upper 
left-hand corner

• Passwords are case 
sensitive

• Once you login you will see 
the active RFQ in the left 
pane



• This page has 
some options for 
providing your 
quote.

• You can manually 
enter the data or…

• You can download 
the file, then 
upload it when 
completed.

• See the following 
pages for more 
instructions.

Landing Page for Active RFQ



Manually Entering Quotes

• 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 – it is OK to leave rows blank.

• 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.



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:



• 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 (xls 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.

Download and Import Quote Entries



Example of completed quote

• In this 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.

• It is also OK to bid a higher quantity than what is requested. This will help us understand your stocking level for future orders.



Example of submitted quote



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 
quoted part on active RFQ, you can remove the quoted data and then submit your quote. The last uploaded 
quote file is what will be used.

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