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AV Quick Quote Request Process

This guide provides step-by-step instructions for submitting a
Quick Quote Request and managing the associated products and
services. By following these steps, you will be able to efficiently

complete the process and submit your quote requests to suppliers.

Step 1: Access the Quote Request Form

On the Shopping Home Page, scroll down under "Showcases" to locate the tile labeled
"A/V Contract Quote Request Form" and click on it.

Step 2: Review Instructions

This will open the Quick Quote Request Form displaying many sections on the left-hand

side. First is the Instructions section. Read through the instructions and then click "Next"
to proceed. (figure 1).

YR viersty st | SHOPBLUE Alw Seareh (Alt+Q) Q 0.00USD W @ I-6 N §
Shop » Shopping & View Forms

< Back to Shopping Home

Quote Request Instructions

Form Number 16731052
Purpose Quick Quote Request Completing the Quote Request form in ShopBlue

Status Incomplete Quick Quote Request Tab:insert a brief description of your needs, such as "Need equipment pricing” or “Need site visit” or “Need
\ quote for equipment/installation for attached drawing”, etc.
nstructions

Attachment Tab: Attach any diagrams, drawings, or documents if applicable. This is not a required field.

Quick Quote Request 4
Product Line Items: If you know what equipment you want quoted, click "Add Product Line Item” to enter the items, as needed. If you
Attachments +  donot know the specific items you need, leave this tab blank
Praduct Line ltems Service Line ltems: If you need a site visit or do not know what items you need, click "Add Service Line item’, and enter what you
need using the Name and Description field. Ex: Name: Site Visit Request for AV Upgrade, Description: Upgrades for Crofts Hal|, UB
Service Line Items '  North Campus
Suppliers v Suppliers: inter Technologies is pre-selected. No actions needed
. Review and Submit: Final review and updating. Once submitted a quote request goes to the supplier. Buyers are able to review open
Review and Submit

requests.

Form Approvals

Figure 1
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Step 3: Add Quote Details

In the Quick Quote Request section, add any descriptions or special instructions for the
supplier regarding the quote request and click "Next." (figure 2).

Shop » Shopping » View Forms
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Quote Request Quick Quote Request Request Actions w  History 7
Form Mumber 16731052
Purpose Quick Quote Request Please enter the Quick Quote Request.
Status Incomplete

Format T (inherited font) T (inherited size) v B I U= A" &»#" EE3IB
Instructions

EEZT oM@ x x B »
Quick Quote Request p

L] Insert a brief description of your needs, such as "Need equipment pricing” or "Need site visit” or "Need quote
Attachments for equipment/installation for attached drawing”, etc.

Product Line ltems

Service Line ltems

L4888

Suppliers

Review and Submit

Form Approvals

* Requ"td Pk - hiids

Figure 2

Step 4: Upload Attachments (Optional)

In the Attachments section, upload any diagrams, drawings or relevant documents if
applicable. This is not a required field. (figure 3).
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Step 5: Add Product Line Items (Hardware Only)

If you are reaching out for specific AV hardware and no installation or site visit is needed,
you can add these on the Product Line Items Tab by clicking "Add Product Line Items."

(figure 4).
Quote Requost Product Line Hems
Formm by DESOFHIS
Poapsie [T e — Fingse 384 yonr ot Froguct e e
Racian o
Cd
Product Line s '
- i o
4
Figure 4

A dialog box will appear to enter information such as the name, quantity and other details.
After entering all required details, click "Save Changes." (figure 5).

.
x
Add Product Line Item
Name * Sony 98 INCH BRAVIA 4K HDR PROFESSIO
Description a display
A
2490 characters remaining
Catalog Number FW9BBZ53L
Quantity * 2.00 A
. v
Unit of Measure EA-Each v]
) Feaued ——
Figure 5

The added products will be displayed. Once all products have been entered, click 'Next.
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Step 6: Add Service Line Items (Site Visits)

If you need a site visit or do not know what items you need, click "Add Service Line ltem"
and enter what you need using the Name and Description field (figure 6).

Example: Name: Site Visit Request for AV Upgrade; Description: Upgrades for Crofts Hall,
UB North Campus.

. . x
Add Service Line ltem
Name * AV Upgrade for Crofts Hall
Description Site Visit needed for Crofts Hall
AV Upgrade.
454 o t
Service Start Date
n/dd/yyyy
Service End Date
L} Yy
Quantity * 1.00
Unit of Measure [ EA- Each "]
* Required Save Changes Close
Figure 6

Step 7: Supplier Selection

The Suppliers tab has been pre-populated with Inter Technologies, and no action is
required on this tab.

Step 8: Review and Submit

The green checkmarks in the Review and Submit section confirm all required fields have
been filled out. If any fields are missing, they will be highlighted. After reviewing, click
"Submit."

A confirmation dialog box will appear. Click "Yes" to proceed (figure 7).

Confirm %

Are you sure you want to submit this form?

Figure 7
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Step 9: Confirmation

The Form Approvals section displays the workflow process and confirms that the Quick
Quote Email has been sent to the suppliers (figure 8).
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Figure 8

You can access your Quick Quote Requests, either completed and Approved or
Incomplete, on the Shopping Homepage in a section titled “My Quote Requests” (figure 9).
You can use this to finish your request if it is incomplete or to access your request to begin

entering your quotes

My Quote Requests

Total Procurement Requests: 9

Form Name =

Form Purpose

Form Status a

Created Date/Time —

Submitted Date —

Quote Request  Quick Quote Request 4/30/2025 1:02:55 PM 4/30/2025 1:03:54 PM
Quote Request Quick Quote Reguest Approved 4/1/2025 11:.17:39 AM 4/1/2025 11:21:10 AM
Quote Request  Quick Quote Request 3/31/2025 12:4547 PM  3/31/2025 12:56:48 PM
Quote Request Quick Quote Reguest Approved 3/31/2025 12:19:38 PM 3/31/2025 12:42:47 PM
Quote Request Quick Quote Reguest 6/9/2025 9:37:11 AM
< | > Page 1 of2 1-5 of 9 Results 5 Per Page &
Figure 9

Last Updated: July 16, 2025

AV Quick Quote Request Process | 5




g?g’:gfoy ‘ s H o P B L U E AV Quick Quote Request Process

Step 10: Enter Quotes

Upon refreshing the page, the Enter Quotes section will appear with line-item details and a
field to enter the quoted unit price.

If you have requested equipment only and have entered all of the hardware, you can wait
for the quote to be responded to before creating a cart.

If you have requested a site visit, you can create a cart by entering "0" in the unit price
field and click "Create Cart" (figure 10).

Enter Quotes w | Mo | 7
Product Line hems Catalog Mumber Oty 2} Duoted Unil Price Curency
Site Visit and Guete for 224 Crodta Hall D- = 1 Each a00 UsSD
5
Total for inter Technologies Corporation {0U00 USD)
Figure 10

Click "Yes" on the confirmation dialog box.

Step 11: Create Draft Cart

This will create a draft cart with the line item details and a price of "0". Once you receive
the quotation from the supplier, add the specific line items with the quoted price by clicking
the three dots menu and selecting "Add Non-Catalog Item" (figure 11).

1 Item

Intesr Technologies Corporation - 1 Ham - 0.00 USD

sruRoiiag A e O

Li Fla Catslog ha S Fuckigicg Ll Frce Duariy [

TERIDETRAE O

Figure 11
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Enter the available line-item details and add attachments if needed. Click "Save" (figure

Item
Product Description Catalog No Quantity * Price Estimate Packaging
o
Additional Details {j
product igs
[[] 8 Gontrolied substance
[[] € Recycled
[[] # Hazardous matesia
[[] @ Radioactive
[ & Rad Minor
[[] 4 Select Agent
D 44 Toxin
[[] i Energy Star
L
Add Internal Attachments ]
Py —
* Required ieids g Prefemed - Sove A A Ancter Line
Figure 12

The line item will be added to the draft cart. Ensure you do not delete the initial line item
with a price of "0" to maintain the link of the draft cart to the Quick Quote request form.

Step 12: Complete Order

Once all the line items are added along with the prices, click on "Proceed To Checkout"

Shopping Cart - 199592668 & - [emom
mpie Summary &
-
Total (4,500.00 USD)
2ltems seectAl = &
\\\\\ Technologies Corporation - 4 ltems - 4,500.00 USD -0
SUPPLERDETALS BB © @ ©
em Catalog Na. ‘Size/Packaging Unit Price Quantty Ext. Price
€. 000 000 O

Figure 13

Complete your Requisition, and when ready, click "Place Order."
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