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How to Create an Exchange Center Post Powered by IMEC.

Exchange Center posts are an RFI, RFQ or RFP posted within CONNEX
Marketplace. These are typically posted by a buyer looking for a supplier
who can meet their needs.

STEP 1.
Log in to the CONNEX platform

STEP 2.

Select Exchange Center and click on +Add Listing

STEP 3.

Select Needs to bring up the RFI, RFP or RFQ options. You’ll need to select one to activate
the Next button.

Create new Listing Listing Type

you buying or selling?
1 Lnbrg Type .

Is this an RFI, RFQ, RFP, or Other Meed?
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Enter both a short and detailed description of the product, material, part or capability you
are looking for in the text boxes. The Short Description is what will be sent to
manufacturers when the exchange center post is distributed. You can add .pdf, jpeg, png,
WORD or EXCEL files to your post (up to 5MB). This could include CAD drawings, Material
Safety Data Sheets, or other documents to help a responding company evaluate your
request.

Create new Listing Basic Information

Enter a short description. This will be your listing subject.
i5ung Type

2 Badi ilermation
Add a detailed description. Include pertinent details and requirements that potential
suppliers may need to know prior to responding to your listing.

Wiaukd you like 1o add iIMages of dosumnants o help descrite your nesd?

Enter the number of units (if applicable).

Create new Listing Guantity & Price

How many units are you buying (i applicable)? Leave blank if this does not apply.
1 Listing Type

3 Cuanbity & Price
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Be prepared to enter any restrictions. This could include things like minimum certification
level needed, industry experience, packaging criteria, UL requirements, etc.

Create new Listing Restrictions

Are there any special restrictions or preferences, such as certifications (150, AS9TXX,

1 Listing Type ITAR) or geographic preferences (state or region)? If so, please list them below.

2 Basic information

If you are affiliated with more than one organization, it will ask you (from a drop-down
list) to select the organization you are posting on behalf of. If you are only associated
with one organization, it will automatically display your facility information. You can
select an existing contact, or add one, if you have profile editing rights. You can also
decide not to show the company contact person in the listing.

Create new Listing Contacts

Select which organization you would like 1o post this listing for,
1 Listing Type (DEMC-Litah o

2 Batic Information DEMO-Utah

3 Quanlty & Price

Who i the contact for thes kSting? A CONERCT 5 roqueed $0 Wi CAN CORTACE You aboiat your ksting: If you do not
want the contact 1o be shewn fo potential respandents, chck the “Don’t show to respondents” checkbox, i you
Gon't sew your contact in the dropdown belew: chek the add contact 1o add a rew contact

4 Restriciions

5 Contacts

Lo Cranar ADD NEW CONTACT
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Select the duration of your posting. You can select immediately or a future date. You can
also set the end date. The system will allow you to select 60 days or a future date from
the calendar.

Create new Listing Dates

1 Listing Type Whan should this listing start?

Batic indormation IMMEDIATELY SELECT A FUTURE DATE

When would you like to schedule this listing for?
3 Cuantity & Pricg W2412072 =]

4 Restrictions
When should this listing expire (i.e. no longer accepting responses)?

5 Contacts B0 DAYS FROM NOW SELECT & FUTURE DATE

When would you like this listing to expire?
OV 1

& Dates

Review your posting, from Subject to End Date, and confirm your contact details. If you
are satisfied with your information, click on "Create Listing". If you need to change
something, use the back button or select the section you want to update from the left
hand side of the posting wizard.

Create new Listing Review
Almaost thare! Please review your listing below. if you are missing required information or need to update

1 Listing Type anything, go to the appropriate step and enter the required information before saving.
2 Basic infcematicn et
3 Cuantity & Pricg

Type 2]
4 Restrctons

Description test
3 Conmacli

Start Dade
6 Dazes

Erd Date
7 Review

Your Contact Details:

DEMO-Utah Jow Dwner
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Once you select "Create Listing”, it will be live in the system (unless you selected a future
date). As the posting organization, you can edit your posting at any time. To see your
listing, go to the Exchange Center, select My Listings, and then click "Newest" (if you have
multiples). If you selected a future date, like we did in this tutorial, you will need to select
"Not Started" for the listing to display. It will only be viewable by you until you edit it to go
live, or until the future start date.

Create new Listing Success & Distribution

Success
1o Ty
Thank you for posting in the Exchange Cenber. Mow make yoursell heard? Let others know of this opponunity by cresting a
2 Batic Information
Gl distribution kst belaw. Select and save your criteria, and all ebgible COMNEX Marketalace users will receive an email with a lnk
to your listing, M you skip this step now, just go 1o your Isting in the Exchange Cenfler. and you can view and manage your

1 Quantity & Price B
dstribution kst at any time, If you need help buikding your kst. please conlact support

4 Restrctions

Build a list for: test

5 Contacts

| ADD CRITERIA
6 Dabes Cotapory Valors
T Riview Add criteria to get started

Limit to coganizaticns in thete state(s):

Previous Distributions

Eritedia Lot On Seat T

Mo pert ditributicns found =

SEIF FOR NOW
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