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Overview

 The purpose of CRS and its potential impact on 

your quotation logistics to HKUST

 Specific requirements for quotation format

 Step-by-step guidance on quotation preparation 

using our template

 Data validation and password protection 

procedures for quotations

 Q&A session



Steps for quotation input

 Download the quotation template from HSEO website

 Enable the Macro function of the excel

 Fill in the information of the quotation

 Validate the data input

 Lock worksheet of excel

 Save file as excel worksheet (.xlsx) format



Download template from HSEO website



Enable the Macro function of the excel

If following error appear, unblock the excel which has macro running in it



Enable the Macro function of the excel

 https://support.microsoft.com/en-gb/topic/a-potentially-dangerous-macro-has-been-blocked-

0952faa0-37e7-4316-b61d-5b5ed6024216

Follow the steps in following link to unblock the excel file with Macros 

running in it.

https://support.microsoft.com/en-gb/topic/a-potentially-dangerous-macro-has-been-blocked-0952faa0-37e7-4316-b61d-5b5ed6024216


Fill in the information of the quotation
 Basic Information

 Fill in Supplier name, Quotation no, Sales name, etc

 All highlighted cells are mandatory for input



Fill in the information of the quotation
 Item Details

 Fill in 'HKUST Reference (if any)" column if user have provided the information, 

otherwise, leave it blank.

 Fill "N/A" if column is not applicable



Validate the data input

 Press the “Data Validation” button to validate the date input

 Correct the highlight incorrect cell and press “Data Validation” again until no error 

message appear



Lock worksheet of excel

 Press the “Lock Table” button to lock the quotation excel

 Password file will be generated under the same folder with this quotation file. The 

password file name is the quotation file with extension "Password_DateTime.txt“



Lock worksheet of excel

 Open the password file for password to unlock protected area of excel if amendment 

of quotation is needed.



Save file as excel worksheet (.xlsx) format



When start using this Quotation Excel?

 You can start using the quotation excel on 8 Dec 2025

 Always get the latest version of the quotation excel from 

website

 Dana Wong (danawsm@ust.hk; 2358-6076)

Contact Us

mailto:danawsm@ust.hk

