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The Spot Quote tool in MSI is a function that enables customers to enter spot quotes directly into MSI.
Entering spot quotes into MSI will allow for non-contracted volume to be audited based on the agreed
upon rates that are loaded into the system. Customers can enter “one-off” spot quotes, upload a
spreadsheet with multiple spot quotes, and can upload multiple spot quotes across different carrier bases
at the same time. All three processes are outlined below.

Before you begin using this process, the carrier must be configured to accept spot quote rating. If you are
unsure if this configuration is set up, please reach out to your freight auditor or clientservices-
env@koerber-supplychain.com

Navigating to the Spot Quote screen

e Login to MSI and find the “Freight Audit” tab
e Under “Freight Audit”, select “Customer Portal”
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From here, select the “Spot Quote Data Entry” from the list of options. If you do
not have this option, please reach out to clientservices-env@koerber-

supplychain.com.
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How to enter a single spot quote

Once inside this screen, you will select the customer you wish to upload a spot
guote for from the choices in the drop down menu. You will also select the carrier
you wish upload a spot quote for.

If you receive an error message when selecting the carrier, please reach out to
clientservices-env@koerber-supplychain.com and that team will confirm that

carrier is configured in the system to allow spot quote rating
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e Once you have selected the necessary Customer and Carrier, you will be
presented with specific fields to enter your spot quote information. Required
fields will be denoted with an asterisk (*). The other presented fields are available
to use if needed, but not required.

myShi\plNFoa Engish B 6 0 0w B = B A0 o o TT

‘Hume Bill Payment Freight Audit Parcel Audit Reports Dashboards Training More

Customer [—Select a customer herev| Carrier: [—Select a carrier here— +|| Search |

[ Upload Butk Spot Quote Information

Upload Spot Quote Information Download Sample Spot Quote Template Upload File: | Choose File | No file chosen |@\
Weight Uom LBS v Origin State ] Origin City — Origin Zipcode —
Origin Country [ Destination State [ Destination City — Destination Zipcode [
Destination Country [ | Ship Date [
[Data Entry Complete | [Search Quote ID | [Open v [(pply |
0

e Once you have entered the necessary fields, click the “Data Entry Complete”
button below the spot quote fields to the bottom left. Make sure not to leave any
required fields blank as this will result in failure of the spot quote to be entered.

How to enter multiple spot quotes for one carrier

e Inside this same screen, click the link that says “Download Sample Spot Quote
Template”
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Upload Spot Quote i Download Sample Spot Quote Template Upload File: | Choose File | No file chosen [ Submit |
Weight Uom 3 v Origin State [ | Origin City [ Origin Zipcode —
Origin Country [ | Destination State [ | Destination City [ Destination Zipcode —
Destination Country [ | Ship Date ||
[(Data Entry Complete | [Search Quote ID | [Open ] [(Apply |
[Ewor]

e An excel file will be downloaded to your system which has columns formatted
using the same criteria as the fields you see inside the spot quote tool.

e When you open the file, you will be able to input multiple spot quotes per line in
the excel file. Note, the required fields with an asterisk (*) from the spot quote
fields will not transfer and populate on the excel file with an asterisk beside their
title, so you will have to note which columns are required to fill out the same as

3




Freight Audit

KORBER

you would when entering a single spot quote. (For example below, for this
customer/carrier combo, only “Quote #” and “Quoted Price”, columns A and B,
are required to be filled out. The asterisk does not show in the excel file, but they
are still required to be filled out.
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Itis alsoimportant to note when inputting the “Quoted Price” on the excel sheet,
it cannot be in accounting format, which means it cannot have a $ sign beside the

quoted price or MSI will

not accept the file.

Once you have filled in all the necessary lines, save your file. Go back to the MSI
screen and click the button that says “Choose File”. Select the excel file, and then

click “Submit”.
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e You will receive a message above the spot quote fields stating whether the spot quote file upload

was successfully in blue writing, or that the spot quote failed to load in red writing

How to enter multiple spot quotes for multiple carriers

e Starting on the same spot quote screen in MSI, select the check box on the top

left that says “Upload Bulk Spot Quote Information”

myShi\pINFom Engish ES S E il m @ = =0l o 2+

|Home Bill Payment Freight Audit Parcel Audit Reports Dashboards Training More

Customer [ —Select a customer hers v | Carrier: | ~Select a camrier here-- v|| Search |

[ Upload Bulk Spot Quote Information

Upload Spot Quote Dounload Sample Spot Quote Template Upload File: [ Choose File | No file chosen [ Submit |
Weight Uom LBS v Origin State [ QOrigin City [ Origin Zipcode [
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e This will take you to a screen with a link that says “Download Sample Bulk Spot
Quote Template”. Click this link to download the template.
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e This process is like the process for one carrier, except it requires you to enter the
carriers SCAC code associated with the spot quote. This will allow you to enter
SCAC codes for multiple carriers inside of one spreadsheet.
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e Fill in the necessary information in the spreadsheet as outlined in the process
before this, and making sure to also fill in the correct SCAC code that is associated

with the spot quote on a line per line basis.
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e Once you have completed your excel sheet with the necessary information, save
the file. Go back to the screen in MSI, click on the button “Choose File”, select the

excel file, and then click “Submit”.
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Contact Info
If you have questions, please contact the Client Services team at clientservices-env@koerber-

supplychain.com.
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