HKUST Chemical
Procurement
System

Vendor Quotation Briefing




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

! THE HONG KONG ‘
UNIVERSITY OF SCIENCE HEALTH, SAFETY AND ENVIRONMENT OFFICE i
AND TECHNOLOGY 8 CHAU, Connie | LOGOUT ‘ Q

ABOUT GUIDANCE / REFERENCE RESEARCH SAFETY  SAFETY TRAINING HSEO LAB CENTER OF LAB SUPPLIES SERVICES LINKS

CLS Procurement Platform

Vendor Corner

HKUST CHEMICAL PROCUREMENT SYSTEM - VENDOR CORNER

Following are the vendor quotation template for the input of quotation and the user guide of vendor quotation
template.

Vendor quotation template

User guide of vendor quotation template




Enable the Macro function of the excel

If following error appear, unblock the excel which has macro runni

@ Autosave B © v &+ = (CRS_Vendor quotation templatexism () No Label v £ search

File Home Insert Draw  Page Layout Formulas Data  Review View  Automate  Developer Help  Foxit PDF Acrobat  Table Design

Eﬁ A cut [Calibri A s == ® | BwepTer [General -] = @ @ B =X Z Auosum %? /O @ Q “

paste LB CoPY ~ B I U . .|l == [ . § . 0y 9 &f .y Conditionsl Formatas Cel Insert Delete Format Fill~ Sot& Find&  Sensitivity = Add-ins | Analyze Copilot = Finance
- < Format Painter - - - o o= Formatting ~  Table~  Styles~ - - - & Clear~ Filter ~ Select ~ ~ Data
Clipboard 7] Font [Fl Alignment [Fl Mumber [Pl Styles Cells Editing Sensitivity Add-ins Add-in
I @ SECURITY RISK Microsoft has blocked macras from running because the source of this file is untrusted. | Learn Mare | I
B17 ~ i S fxv Acetylene 98.5%
i A | B | C D E F G H 1 1 K L M N
1 [HKUST Chemical Procument Quotation
2 | *PpPlease complete the basic information with highlighted cells (all fields are mandartory) and the jtem details
Basic Information
4 |From Supplier Name Curren HKD e 3
e o Data Validation
5 |To The Hong Kong University of Science & Technology
6 Clear Water Bay
7 Kowloon
Lock Table
8 Hong Kong
9 |Quotation No  soooooanst
10 |From Sales name Sales Phone Sales Phone Sales Email abc@ust.hk
11 Attn / Dept Recipient name / Department Name Recipient Phone Recipient Phone Recipient Email def@ust.hk
Estimate Arrival
Issue Date valid Until Date
12 (DD/MM/YYYY) 22/09/2025 (DD/MM/YYYY) 31/12/2025 (DD/MM/YYYY) 01/10/2025
13 | Iltem Details
Brand
Short Form Concentration/P Packing Size /
B Name B4 item Type B3 HKUST Reference {if any) B2 Product / Catalogue Number B Brand |4 {Auto- [ ~ | urity Ba Grade [~ | Cylinder sizefd Packing unit B uom B cas no. B4 unno. B
Example:
Ligui 947 mL 115-11-9 1090 or
0|packs Chemical 6712|CATALOGO0L ATCC ATC 99.99% A 501 0r "NfA"  |[mL EA or "NfA" "NSA"
Ld L4
16 1 2-Ethoxyethanol Chemical CATALOG20251021 abcam ABC 99.85% N/A 100 mL BOT 6987-04-4 N/A
L4
17 2|Acetylene 98.5% |Compressed Gas CATALOG20251022 Linde HKO HKO =99 N/A Med N/A N/A N/A




Enable the Macro function of the excel

Follow the steps in following link to unblock the excel file with
running in it.

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

Unblock a single file

In most cases you can unblock macros by modifying the properties of the file as follows:
1. Open Windows File Explorer and go to the folder where you saved the file.

2. Right-click the file and choose Properties from the context menu.

3. At the bottom of the General tab, select the Unblock checkbox and select OK.

@ Test Document.d x
General  Security Detai iou: ion:
TestDocumentdocm
;
Typeoifle:  Microsoft Word Macro-Enal ument | doc
pens with: u ord Change.
cali C\Users\beschormDaownl
ize 135KB (13.850 bytes)
ize on 20.0KB (20480 bytes)
ate Monday. January 24, 2022, 11:33
i Manday. January 24. 2022. 11:3342
Accessed day. January 24. 2022, 11:33:
Aotz [DReadonly () Hidd Advanced
ecurity. came nother computer 0
ind might be blocke: p protect
mmmmm uter
AAAAA



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

A B £ D E F G H 1 J K
1 ' HKUST Chemical Procument Quotation
2 | * Please complete the basic information with highlighted cells (all fields are mandartory) and the item details
3 |Basic Information
4 JFrom Supplier Name Curren HKD S a
A Y Data Validation

5 |To The Hong Kong University of Science & Technology
6 Clear Water Bay
7 Kowl

owioen Lock Table
2 Hong Kong
9 IQuotation No XAKKAKNNX
10 fFrom Sales name Sales Phone Sales Phone Sales Email abc@ust.hk
11 JAttn / Dept Recipient name / Department Name Recipient Phone Recipient Phone Recipient Email def@ust.hk

Estimate Arrival
Issue Date Valid Until Date

12 |(DD/MM/YYYY) 22/09/2025 (DD/MM/YYYY) 31/12/2025 (DD/MM/YYYY) 01/10/2025

13 |Item Details

Brand
Short Form Concentration/Pu Packing Size /
ﬂ Item Type ﬂ HKUST Reference (if any) ﬂ Product [ Catalogue Numberﬂ Brand ﬂ (Auto- ﬂ rity ﬂ Grade ﬂ Cylinder Sizeﬂ Packing Llnitﬂ uom ﬂ CAS No. ﬂ UN No. ﬂ IMDG Classﬂ Regu
Example:
Liquinox phosphate-free liquid detergent, 947 mL 115-11-9 1090 or
15 0|packs Chemical 6712|CATALOGO01 ATCC ATC 99.00% A 501 or"NJA" |mL EA or "NfA" "NJA"  [3or"NfA"
L4 L4
16 1 2-Ethoxyethanaol Chemical CATALOG20251021 abcam ABC 99.85% N/A 100 mL BOT 6987-04-4 N/A N/A
r
17 2 Acetylene 98.5% Compressed Gas CATALOG20251022 Linde HKO HKO =99 N/A Med N/A N/A N/A
12




Fill in the information of the quotation

» |tem Details

» Fill in 'HKUST Reference (if any)” column if user have provided the infor
otherwise, leave it blank.

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

A B (5 D E F G H I ] K

HKUST Chemical Procument Quotation

2 |* Please complete the basic information with highlighted cells {all fields are mandartory) and the item details
Basic Information

-

w

4 From Supplier Name Curren HKD g 3
w o Data Validation
5 To The Hong Kong University of Science & Technology
6 Clear Water Bay
7 Kowl
cwieen Lock Table
8 Hong Kong
5 Quotation No X000
10 |From Sales name Sales Phone Sales Phone Sales Email abc@ust.hk
11 |Attn / Dept Recipient name / Department Name Recipient Phone Recipient Phone RecipientEmail def@ust.hk
Estimate Arrival
Issue Date Valid Until Date
12 |(DD/MM/YYYY) 22/09/2025 (DD/MM/YYYY) 31/12/2025 (DD/MM/YYYY) 01/10/2025

13 | Item Details

w

Brand
Short Form Concentration/Pu Packing Size [
ﬂ Item Type ﬂ HKUST Reference (if any) ﬂ Product / Catalogue Numberﬂ Brand ﬂ (Auto- ﬂ rity ﬂ Grade ﬂ Cylinder Sizeﬂ Packing Llnitﬂ Uuom ﬂ CAS No. ﬂ UN No. ﬂ IMDG Classﬂ Regu

Liquinox phosphate-free liquid detergent, 947 mL 115-11-9
15 0|packs chemical 6712|CATALOGD0L ATCC ATC 99.99% A 5010r "NfA" |mL EA or "N/A" "NJA"  |3or"N/A"
Ld F
16 1 2-Ethoxyethanol Chemical CATALOG20251021 abcam ABC 99.85% N/A 100 mL BOT 6987-04-4 MN/A N/A

N/A N/A

r
17 2 Acetylene 98.5% Compressed Gas CATALOG20251022 Linde HKO HKO =99 N/A Med

12




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 ng
message appear

A B = D E F G H 1 1 K

HKUST Chemical Procument Quotation

2 |*Please complete the basic information with highlighted cells (all fields are mandartory) and the item details

=

3 |Basic Information
4 |From Supplier Name Curren HKD a 3
o o Data Validation

5 To The Hong Kong University of Science & Technology
6 Clear Water Bay
7 Kowl

wioen Lock Table
8 Hong Kong
9 | Quotation No 00000
10 |From Sales name Sales Phone I I Sales Email abc@ust.hk
11 |Attn f Dept Recipient name / Department Name Recipient Phone Recipient Phone ; stk

Validation Errors >
Issue Date Valid Until

12 |{(DD/MM/YYYY) 22/09/2025 (DD/MM/YYYY) 31/12/2025

| Validation complete. 3 errors found:

Item Details

[Sales Phone) cannot be null
Row 17 [Product / Catalogue Number): Length must be <= 24
Row 17 [Concentration/Purity): Length must be <= 8

ef
ﬂ Item Type ﬂ HKUST Reference (if any) ﬂ Product [ Catalogue Numberﬂ Bran zeﬂ Packing Llnitﬂ uom ﬂ CAS No. ﬂ UN No. ﬂ

Example:

Liquinox phosphate-free liquid detergent, 947 mL

Chemical 6712|CATALOGO001

16 1 2-Ethoxyethanol Chemical bcam ABC N/A

17 2 Acetylene 98.5% Compressed Gas I CATALOG20251022°23243546758Linde HKO HKO 1243153136247358 N/A




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
password file name is the quotation file with extension "Password_DateTi

A B C D E F G H 1 1 K L
1 |HKUST Chemical Procument Quotation
2 |* Please complete the basic information with highlighted cells (all fields are mandartory) and the item details
3 |Basic Information
4 |From Supplier Name Curren HKD S a
gh 9 Data Validation |
5 To The Hong Kong University of Science & Technology
6 Clear Water Bay
7 Kowloon
Lock Table

8 Hong Kong
9 Quotation No  xooooxy Table locked $%
10 |From Sales name Sales Phone Sal abc@ust.hk
11 |Attn / Dept Recipient name / Department Name Recipient Phone Re Validation completed. The table has been locked. Password is il def@ust.hk

saved at C\HSEO\Project\CLS\CRS\CRS_Vendor quotation i

template.xlsm_Password_2025-11-10 114709.tt val

Issue Date Valid Until

12 | {(DD/MM/YYYY) 22/09/2025 (DD/MM/YYYY) ) 01/10/2025
13 |ltem Details |

Short Form Concentration/P Packing Size /

Name ﬂ Item Type ﬂ HKUST Reference (if any) id Product / Catalogue Number Brand ﬂ (Auto- ﬂ urity ﬂ Grade Cylinder Sizeﬂ Packing Llnitﬂ UomM CAS No. ﬂ UN No. ﬂ ML
Example:
Liquinox phosphate-free liquid detergent, 947 mL 115-11-9 1090 or
15 0|packs Chemical 6712|CATALOGO01 ATCC ATC 99.99% A 501 or "NfA" [mL EA or "N/A" "N/A" 3o
16 1 2-Ethoxyethanol Chemical CATALOG20251021 abcam ABC 99.85% N/A 100 mL BOT 6987-04-4 N/A N/A
17 2 Acetylene 98.5% Compressed Gas CATALOG20251022 Linde HKO HKO >89 N/A Med N/A N/A N/A N/A




Lock worksheet of excel

» Open the password file for password to unlock protected area of excel if
of quotation is needed.

(= T Tl sort - = Wiew ~ “ae ([} Details
Mame Date mﬂdifi;d Type
CRS Vendor quotation templatexlsm_Password_2025-11-10 114709, 6t 10/11,/2025 11:47 am Text Document
B! CRS_Vendor quotation templatexdsm 10/11/2025 11:46 am Microsoft Bxcel M...

File Edit View

TABLE LOCK PASSWORD

Date: 2025-11-16 11:47:89

Workbook: CRS_Vendor quotation template.xlsm
Worksheet: Quotation




Save file as excel worksheet (.xlsx) format

& CRS_Vendor quotation termplatexlsm @ Mo Label

©
ﬁ Hame
D MNew

= Open
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EF saveAs

Save as Adobe
PDF

I;JSJ Print

OneDrive - HKUST
conniecsk@ust.hk

Quick access

. CRS
HSEQ Field Team
HSEO Admin

HSEQ File Share

1 [ C » HSEO » Project > CLS > CRS

[ CRS_Vendor quotation template

Excel Workbook (*.xlsx)
@) No Label

Apply a sensitivity label to help your organization stay secure.

Learn Mare

Maore options...

[ F7 New Folder |

Mame T

Date modified




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

Contact Us
» Dana Wong (danawsm@ust.hk; 2358-6076)



mailto:danawsm@ust.hk

