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SHIPSTA connects shippers and carriers digitally and is
designed and built by experts for logistics procurement

WATCH VIDEO
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quote for a tender on the SHIPSTA platform
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1. Get Registered  
and Login
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Prior to the RfQ, you received the invitation e-mail, which contains the link for

registration. 

Click on the link in your email to automatically get transmitted to the registration

mask.

1. Get registered  
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In order to receive your personal credentials for this RfQ, you must fill in your contact

data. Choose a Login ID as well as a password by yourself.

After having accepted the terms and conditions as well as the data privacy, please click

on the “Register“ button.

1. Get registered  

Note:  We recommend to use your email 
address as Login ID.
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In order to get to your upcoming RfQ which you are invited to, please follow the URL 

below.

Click here to login:

1. How to log in

GO TO LOGIN
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Now insert your personal login credentials, which you received by e-mail after having

successfully registered for the RfQ.

1. How to log in

I N S T R U C T I O N S |  H O W  T O  Q U O T E  W I T H  S H I P S T A



2. Forgot your
Password?
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In case you forgot your password, simply use the „Forgot password?“ functionality.

Enter your Login ID and you will automatically receive a new password via Email.

1. Forgot your Password?

You don‘t know your Login ID?
No problem, just send a message to support@shipsta.com
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3. Platform Overview
and your relevant 
RfQ
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Quote Requests: Here you find all RfQs you have been
invited to.

Dashboard: Here you could see your statistics on the 
different tenders you have participated in. 

Customers: From this tab you can accept invitations to 
link with new customers. 

3. Platform overview
After your successful login, open the menu lefthand, which shows the
different options:

Company Details: Fill in your address & contact details, 
your e-mail signature etc. which are related to your
SHIPSTA platform account.
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In order to quote go to „Quote Requests“. 

New RfQs are highlighted with flag „New“ and are stating „Unread“ next to the

customer name if you have not opened it yet.

Click on your relevant RfQ/Spot to open the details overview.

3. Your relevant RfQ
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Your customer may require an NDA, for which your confirmation is required. When 

clicking on a new spot with a required NDA this window will open first. You have to

“Confirm” the NDA before you can access any further details of the RfQ.

3. Your relevant RfQ
NDA
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After having accepted the NDA, you will be transmitted to all relevant information about

your relevant RfQ.

Here, you get an overview about the RfQ name, it‘s nature, the current RfQ status as

well as your own quote status.

3. Your relevant RfQ
Details
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You will find the „rate sheets“ in the lower section of the details overview.

You will find further details on the rate submission in chapter 4 – Submit your quote

3. Your relevant RfQ
Rates
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In the“Documents“ section you will find the RfQ documents, which were uploaded by

the shipper and which are relevant for your quotation. 

To download a document, you can click „Download All“ or the download button on the

right hand side.

To upload a document you can either drag and drop or click on the box to browse in 

your files.

3. Your relevant RfQ
Documents
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Contact Persons can be found by clicking on the converstations icon.

3. Your relevant RfQ
Contact Person

I N S T R U C T I O N S |  H O W  T O  Q U O T E  W I T H  S H I P S T A



In your Quote Requests overview different filters are available which you can use to

filter by:

RfQ type 

Mode of Transport

Status

3. Your relevant RfQ
Filters
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There are also tabs which predefined filters available:

New – Showing All new RfQ‘s or Spots

In Progress – Showing All RfQ‘s or Spots in status „In Progress“

Deadline – Filtering all RfQ‘s or Spots by deadlines

3. Your relevant RfQ
Filters
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4. Submit your Quote
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Now you can start with the submission of your quote.

To quote, go to the „Rate sheets“ section and click the download button next to the

rate sheet. 

The download of the rate sheet will start immediately.

4. Submit your Quote
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Before inserting your rates into the prior exported rate sheet, there are a couple of

points, you should be aware of and according to which you should proceed: 

4. Submit your Quote

NOTE: Customer-specific validation rules may apply! Even white 
cells (optional) could be mandatory under certain circumstances! 
Please pay attention to the tender instructions given.

Do not modify the sheet‘s
structure

No entry in the grey shaded
cells

Entry has to be made in the
yellow cells (mandatory)

Entry could be made in the
white cells (optional)
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Some columns have additional comments in excel available for you, to explain the

purpose or how to fill/interpet this colum. Put your mouse cursor over the excel column

header to see the comment:

4. Submit your Quote
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Import your finished rate sheet by either drag and drop or clicking and browsing your

files.

The rate sheet will upload automatically.

Once the upload is done a validity check is being processed in order to make sure that

all format guidelines are met that have been defined by the shipper. 

4. Submit your Quote

NOTE: Upload as well as validation progress are shown 
below the rate sheet
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Import your finished rate sheet by either drag and drop or clicking and browsing your

files.

The rate sheet will upload automatically.

Once the upload is done a validity check is being processed in order to make sure that

all format guidelines are met that have been defined by the shipper. 

4. Submit your Quote

NOTE: Upload as well as validation progress are shown 
below the rate sheet
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In case there is any incorrect data in the rate sheet an error message will be displayed.

By clicking on “Click here to fix your rate sheet” the rate sheet will be downloaded 

containing a detailed error message. Cells with missing or incorrect data are 

highlighted in red. 

Once fixed rate sheet can be uploaded again and will automatically correct overwrite 

the previous rates.

4. Submit your Quote
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Important: 

If you have not quoted for all lanes the system will mark the non quoted lines with error

messages. Also it will show the error message “Click here to fix your rate sheet”. 

In case the number of valid lanes is matching with the number of lanes you want to

quote for you can ignore the error message and submit your quote by pressing

“Submit”.

4. Submit your Quote
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After the upload has been finished, all your quotes are saved to the system. In case you

have only partially uploaded your rates, you can simply continue later uploading the

rest. As soon as all rates are uploaded please make sure to click the SUBMIT button. 

Only then the rates are published and made available for the shipper.

4. Submit your Quote
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In case you do not want to participate to the tender, kindly click the „Decline“ button

which will inform the shipper and update the system.

4. Decline Attendance
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5. Update/Revoke
your Quote
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Any updates PRIOR to submission do not require to get revoked. Simply import your

updates, and they will overwrite the previous import.

Last modified date will be displayed below the rate sheet.

In case you need to change an already uploaded quote, please use the Revoke button. 

Once done you will be able to upload new rates.

5. Update/Revoke your Quote
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6. After the Quote: 
Feedback Scenario
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Once your quote is submitted the shipper may come back with a feedback to your 

quote.

If a feedback is available for one of your RfQ’s this will be visible in your RfQ overview.

To access the feedback click on the RfQ to open the details view and you will be able to 

download the feedback by clicking on “Download”.

6. After the Quote: Feedback Scenario
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7. Add your Company 
Information
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Last step: Go to “Company details“ to enter your company information and relevant 

details related to your company.

7. Add your Company Information
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www.shipsta.com

T h a n k  y o u !

T u r b o - c h a r g e  y o u r  
p r o d u c t i v i t y  w i t h  S H I P S T A
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