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What is Quick Quote?
Quick quote is an online quotation facility which allows purchasing authorities to obtain competitive quotes electronically for low
value requirements. Details of the quick quote are created online and sent to a selected list of suppliers, who can then complete
the required details and submit their quotation using the secure tender postbox.

When would I use the Quick Quote facility?
Authorities would use this function to obtain online quotes from suppliers when the value of the requirement falls below the level
set to openly publish tender notices, either by the authority or relevant government department. Using the online quick quote
facility ensures that purchasing authorities can easily record details of the quotations they have issued.
Suppliers respond to the quick quote via the tender postbox if selected by the purchasing authority. This allows suppliers to
quickly and efficiently provide details of their quotation and record details of the opportunities they have responded to.

How do I use the Quick Quote facility?

     BUYERS/PURCHASERS

Supplier Rating
Before you create a quick  quote you can opt to use the supplier
rating facility to make it easier to find specific suppliers - simply
select supplier ratings from the purchasers/buyers menu.  By giving
suppliers a three, two or one star rating, they will automatically
appear in that order when creating your distribution list.

Create
Select create quick quote from the purchasers menu.  The easy-to-
follow wizard format will guide you through each step of the online
form, where you can input details of the requirement and also
attach any relevant documentation.  Once the form is completed it
can be previewed, distributed to suppliers, or left in your workspace
for later publication.

Distribution List
Select distribute/publish the notice.  You can choose from a list of
suppliers with matching commodity codes and/or search for other
registered suppliers by company name, just tick the relevant boxes
and select add. To view the list you have compiled, click on the tab
distribution list.

Publish
When you are satisfied  that  the  quick  quote is complete and you
have added suppliers to your distribution list you can publish the
quick quote. An email is automatically issued to the selected
suppliers notifying them of the quick quote with guidance for
viewing and submitting the quote online.

Respond to Question
When a question relating to the quick quote is asked by a supplier
the nominated authority user will receive an e-mail alert. By
following the link in the e-mail they can submit an answer to the
question. The question and answer will then be sent to all suppliers
who express an interest in that particular notice on the website.

Open Quotations
When the deadline for a quick quote passes, you will receive an
email directing you to open the postbox to check for completed
submissions. You can also check the postbox from your notice
workspace by clicking on view submission postbox.

SUPPLIERS

Alert
If you are selected to provide a quick quote you will receive an
automatic email alert containing details of the request and
instructions for its submission using the postbox.

Questions and Answers (optional)
If  you  have  a  question  relating  to  the  quick quote you can submit
this to the purchaser by following the link in your alert e-mail,
selecting the Q&A tab and following the instructions to submit a new
question. You will be informed of the purchaser's answer by e-mail
alert.

Prepare
You must prepare your documentation before creating and
dispatching an online response. This could mean completing
documents which have been attached to the quick quote request, or
it may involve putting documents together with the required
information. Your email alert will direct you to all the relevant
details.

Dispatch
To complete your online quotation and dispatch it, go to the Interest
List in the Suppliers Pages. Select the relevant notice from the list
and an option will appear to create postbox response. Complete the
required screens, including attaching your documents if applicable.
You will have the option to preview the response before finally
selecting to dispatch.


