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QUOTE SUBMITTING PROCESS 
 

AS A BUYERS/SELLER, YOU CAN REVIEW AND SUBMIT QUOTES TO RFQS POSTED ON AEROXCHANGE 
BY OTHER BUYERS/SELLERS. IN PRIVATE RFQS, YOU CAN SUBMIT QUOTES TO RFQS TO WHICH YOU 
HAVE AN INVITATION. 

LOG ON TO AEROXCHANGE 
STEP ACTION 

 LOG ON TO AEROXCHANGE THROUGH INTERNET BROWSER OR INTERNET LINK ON 
INVITATION EMAIL 

1A ACCESSING THE SITE THROUGH INVITATION EMAIL.  

PLEASE NOTE THAT THE TIME/ DATES STATED IN THE INVITATION EMAIL IS DEPENDANT ON 
YOUR PROFILE SETTING.  

 

 
1B LAUNCH YOUR INTERNET BROWSER. 
2 TYPE WWW.AEROXCHANGE.COM IN THE ADDRESS FIELD AND PRESS THE ENTER KEY. 

 
 

3 THE AEROXCHANGE HOME PAGE DISPLAYS. CLICK ON THE LOG ON BUTTON.  ENTER YOUR 
USERNAME AND PASSWORD INTO THE LOGON BOXES. CLICK ON THE GO BUTTON. 
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STEP ACTION 
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LOCATE RFQ 
STEP ACTION 

4 CLICK ON THE AEROSOURCING LINK.  
 

 
 

5 
 
 
 
 
 

 

THE AEROSOURCING PAGE DISPLAYS.   
 
THERE ARE TWO VIEWS LISTED BUYERS AND SELLERS. IF YOU ARE SELLING ITEMS THEN 
YOU WILL CLICK THE SELLERS LINK. IF YOU ARE BUYING ITEMS THEN YOU WILL CLICK THE 
BUYERS LINK.  

THERE ARE THREE TYPES OF NEGOTIATIONS: AUCTIONS, QUOTATIONS,
 

6.1 RFQS THAT YOU HAVE BEEN INVITED TO ARE DISPLAYED IN THE YOU’RE

FIND THE NEGOTIATION IN WHICH YOU ARE PARTICIPATING IN THE YOU’
CLICK ON THE RFQ NUMBER LINK IN THE NEGOTIATION COLUMN. 

Buyers Link 
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STEP ACTION 
6.2 LOCATING RFQS FOR SUPPLIER PRE-QUALIFICATION EXERCISE 

 
SELECT OPTION FIND NEGOTIATIONS SO I CAN PARTICIPATE. CLINK ON GO BUTTON TO 
DISPLAY RFQS THAT YOU HAVE BEEN INVITED TO PARTICIPATE IN. SELECT THE RFQ THAT 
YOU WISH TO PARTICIPATE. CLICK ON RESPOND BUTTON TO ACCESS THE RFQ. 
 
NOTE: REVIEW THE FIND NEGOTIATIONS INFORMATION TO IDENTIFY DIFFERENT METHODS 
FOR FINDING THE NEGOTIATION IN WHICH YOU ARE INTERESTED. 
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 REVIEW RFQ 
STEP ACTION 

7 THE RFQ PAGE DISPLAYS.  REVIEW THE RFQ INFORMATION AND QUOTING RULES.  EITHER 
CLICK ON THE ITEMS LINK OR SCROLL DOWN TO THE ITEMS SECTION. 
NOTE:  
− CLICK THE VIEW LINKS TO DISPLAY ADDITIONAL INFORMATION ABOUT ITEMS.  
− THE TIME LEFT AND CLOSE DATE ARE IN RED DENOTING THAT IT IS NOT UPDATING. 

THE INFORMATION DISPLAYED WAS CAPTURED AS THE PAGE WAS ENTERED. 
 

 
8 SCROLL DOWN TO REVIEW THE BUSINESS TERMS INFORMATION. INFORMATION ON RFQ 

PRICING, SHIPPING AND BILLING IS DISPLAYED.  SCROLL TO THE BOTTOM OF THE PAGE. 
 

Start / Close Time

Acceptable 
Currencies 
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PLACE QUOTES 
STEP ACTION 

9 THE RFQ CREATOR CAN ATTACH DOCUMENT OR TYPE NOTES ABOUT TO THE RFQ IN THE 
NOTES AND ATTACHMENTS SECTION. CLICK THE PLACE QUOTE BUTTON. 
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10 THE PLACE FOR QUOTE PAGE DISPLAYS. YOU CAN PROVIDE COMMENTS IN THE NOTE TO 
BUYER BOX OR INCLUDE AN ATTACHMENT. SCROLL TO THE RFQ ITEMS SECTION. 
 
NOTE:   
− ATTACHMENTS CAN CONTAIN ADDITIONAL DESCRIPTIVE INFORMATION ABOUT YOUR BID 

SUCH AS TECHNICAL SPECIFICATIONS OR ENGINEERING DRAWINGS. THE ATTACHMENT 
FILE SIZE IS LIMITED TO 4 MB. 

− ATTACHMENTS CAN ALSO BE ADDED AT THE ITEM LEVEL. PLEASE SEE THE NEXT PAGE.  
 

Exchange 
Rate 
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STEP ACTION 
11 ENTER A VALUE IN THE QUOTE PRICE COLUMN FOR EACH ITEM. THEN SELECT A VALUE FROM 

THE DROP-DOWN LIST FOR EACH REQUIRED ATTRIBUTE. 
SCROLL TO THE BOTTOM OF THE PAGE AND CLICK THE CONTINUE BUTTON. 
NOTE: USE ONLY NUMERIC VALUES FOR PRICES. DO NOT USE A DOLLAR SIGN ($). USE 
ONLY THE APPROPRIATE FORMAT FOR DATES. 

 

For attachments 
at item level 
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REVIEW QUOTE 
STEP ACTION 

12 THE REVIEW QUOTE PAGE DISPLAYS. CAREFULLY REVIEW YOUR QUOTE. 
NOTE:  
− USE THE BROWSER’S BACK BUTTON IF YOU NEED TO CHANGE ANY QUOTE 

INFORMATION. 
13 CLICK THE SUBMIT BUTTON. 
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BID CONFIRMATION

STEP  ACTION 
14 THE BID CONFIRMATION PAGE DISPLAYS.  

NOTE: THE QUOTE NUMBER DISPLAYED IS AUTOMATICALLY GENERATED BY THE SYSTEM. 
  

15 PLEASE BE REMINDED THAT YOU ARE ALLOWED TO SUBMIT ONLY ONE BEST AND FINAL 
BID. 
CAUTION:  
THE SYSTEM ALLOWS ONE SUBMISSION OF BID (S) PER ERFQ. FOR EXAMPLE, FOR A 
MULTIPLE LINE ITEM (WHERE BIDDERS CAN SUBMIT BIDS FOR MORE THAN ONE PRODUCT) 
ERFQ, YOU HAVE TO SUBMIT BIDS FOR ALL THE LINE ITEMS IN A SINGLE ATTEMPT.  
 

16 
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MULTIPLE ROUND RFQS 
 
YOU MAY BE INVITED TO SUBMIT A QUOTE MULTIPLE TIMES IF THE BUYER ELECTS TO HAVE MULTIPLE 
ROUNDS FOR AN RFQ. THE FOLLOWING STEPS CAN BE FOLLOWED IF YOU ARE IN ROUND TWO OR LATER 
IN A MULTIPLE ROUND RFQ. 
 
STEP ACTION 

1 CLICK ON THE AEROSOURCING LINK.  
 
NOTE: IN A BUYER’S RFQ, THE SUPPLIERS WILL CLICK ON THE SELLING LINK.  IN A 
SELLER’S RFQ, THE PARTICIPANTS WOULD CLICK ON THE BUYING LINK. 
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STEP ACTION 
2 THE AEROSOURCING PAGE DISPLAYS.  

THERE ARE TWO VIEWS LISTED BUYERS AND SELLERS. IF YOU ARE SELLING ITEMS THEN 
YOU WILL CLICK THE SELLERS LINK. IF YOU ARE BUYING ITEMS THEN YOU WILL CLICK THE 
BUYERS LINK. 
THE RFQ IN WHICH YOU PREVIOUSLY SUBMITTED A QUOTE WILL BE LISTED UNDER THE 
YOUR INVITED! SECTION.  CLICK THE RFQS NUMBER. 
NOTE: THE RFQS NUMBER WILL BE FOLLOWED BY –X WHERE X IS THE ROUND. IN THE 
EXAMPLE BELOW, RFQ 2556 IS IN ITS SECOND ROUND OF BIDDING SO IT IS NUMBERED 
2556-2. 
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STEP ACTION 
 

3 THE RFQ PAGE DISPLAYS. SCROLL TO THE BOTTOM OF THE PAGE OR CLICK THE ACTION 
BUTTONS LINK. 
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STEP ACTION 
 

4 CLICK THE PLACE QUOTE BUTTON. 
NOTE: VIEW ROUND MODIFICATIONS: IF THE RFQ WAS CHANGED BETWEEN ROUNDS, ALL 
THE CHANGES WILL BE LISTED. 
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STEP ACTION 

5 THE PLACE QUOTE PAGE DISPLAYS. SCROLL TO THE RFQ ITEMS SECTION. 
 
NOTE:  ATTACHMENTS CAN CONTAIN ADDITIONAL DESCRIPTIVE INFORMATION ABOUT YOUR 
BID SUCH AS TECHNICAL SPECIFICATIONS OR ENGINEERING DRAWINGS. THE ATTACHMENT 
FILE SIZE IS LIMITED TO 4 MB. 
NOTE: THE TIME LEFT AND CLOSE DATE ARE IN RED DENOTING THAT IT IS NOT 
UPDATING. THE INFORMATION DISPLAYED WAS CAPTURED AS THE PAGE WAS ENTERED. 

6 THE VALUES YOU QUOTED IN THE FIRST ROUND WILL BE SHOWN. ADJUST THE VALUES FOR 
THIS ROUND. 
SCROLL TO THE BOTTOM OF THE PAGE AND CLICK THE SUBMIT QUOTE BUTTON. 
NOTE: USE ONLY NUMERIC VALUES FOR PRICES. DO NOT USE A DOLLAR SIGN ($). USE 
ONLY THE APPROPRIATE FORMAT FOR DATES. 
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STEP ACTION 

 

7 THE REVIEW QUOTE PAGE DISPLAYS. CAREFULLY REVIEW YOUR QUOTE. 
NOTE: USE YOUR BROWSER’S BACK BUTTON IF YOU NEED TO CHANGE ANY QUOTE 
INFORMATION. 

8 SCROLL TO THE RIGHT OF THE PAGE AND CLICK EITHER OF THE SUBMIT BUTTON. 
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STEP ACTION 

 

 THE BID CONFIRMATION PAGE DISPLAYS.  
NOTE: THE QUOTE NUMBER DISPLAYED IS AUTOMATICALLY GENERATED BY THE SYSTEM. 
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