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Quotes
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There are many similarities between Quotes and Orders. A single form is used to create a
new quote, edit and existing quote or delete a quote. To work on a quote, click the
Quotes pad on the main menu then click the New/Change/Delete option on the drop-
down submenu. A blank form will appear.

Quote Header |Quu1eitems (SKUs) | Quantities and Prices | Comments & Conditions | Results | Preview - Print- Save |
Quote Number Enteredby [ Quote Stetus -
auote T | Guote Date l/t—
customer | =l Eqrepate[
Salesman| |
Amhmny|
New | ga

New Quote

To create a new quote, click the New button at the lower left corner of the form. A new
quote record will be created with the next available quote number and the logged-in
user’s name or initials filled in. By default, the quote’s status will be Open.

€ 1: Quote #5629 o] x]

Quote Header |Quuleltems (SKUs) | Quantities and Prices | Comments & Conditions | Results | Preview - Print- Save |

GQuote Number 5829 Entered by [Lvv Quote Status | Open hd

Qucte Thie [| Quete Date [ 7
Cus‘lnmerl = Expire Date [ 1 1
Selesman | =

Authorty

Procesd it Closs

Find Quote

To edit an existing quote, click the Find button near the lower left corner of the form just
to the right of the New button. A form will appear that allows you to enter a quote
number and/or select a customer.
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EIEE
Quotz Header |Quma" "'“Find - Records Found: 19 [_[=[x] VE|

Quete humber

Quate Title

l_
l_

custamer l_ Find Quate #l—
l_
l_

Salesman Cus‘lumerlﬁkiﬁ.ﬁk - AL'S ALLIED ASZOQCIATED ART AND j

Authority

Finchow | Select Clear Close | ‘ J¥ close Window on Select

[Quote # [Customer[Quate DatefExpires [Tile [Typed| =
5385 ALAAARNTASOZ |12¢ 507 AEP TWINPAK SEALWRAP & DISPENSERSLISA
5356 ALAAALTASOZ |12 SINJGENPAK BLACK PLASTIC PLATES List,
4337 |ALAAARDEAH0Z |123107HANDI FOIL PRICING LNITED GROUP MEM KTh
5 ABR L| CONTANERS AND LIDS | kim
5 A RP PRINTED CLIP QUOTE

Enter the Quote Number or select the customer for the quote you want to edit and press
the Enter key or click the Find Now button with your mouse. If no such quote is on file, a
message box will display and you can try entering another number or customer. If a quote
with your entry is on file, summary information will be displayed. Press the Enter key or
double-click on the highlighted line or click the Select button with your mouse. The form
will close and the selected record will be displayed on the Quote form. Note that the
Customer field is disabled. Once a quote is entered and saved, the customer associated
with the quote cannot be changed.

Quote Header |Qume tems (SKkUs) | Quantities and Prices | Comments & Conditions | Results | Previgw - Print - Save |
Quote Number 5280 Enferedby [171  Quots Status | Open -
Guote Tite [FABRIKAL CORP PRINTED CLIP QUOTE Guote Date W
Customer [1RAARE — AL'S ALLIED A3SOCIATED ART AND <] Expire Dete [072202
Salssman| 6~ FRED FRANKLIN =]

Authority [USTS

Delete Procesd oid Closa

Enter Quote Data

Enter the remaining data on the Quote Header tab. The Quote Title can contain any text.
The Customer must be an existing customer on file. Once you select a customer an move
on to another field, that customer’s salesman will automatically appear in the Salesman
field. Fill in the Authority, Quote Date and Expiration Date for the quote. (See the section
on Date Fields at the beginning of this document for hints on entering dates.)

Quote Items (SKUs) Tab

The Quote Items tab, and the process of entering items on a Quote, are very similar to
their counterparts on an order. The BIG difference is that you must select a mil before
adding items. Unlike an Order, which is for one customer and one mill, a Quote can
include prices for items from many mills.
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€ 1: Quote #5630 o] x]
Quote Header  Quote ffems (SKUs) |guantines and Prices | Comrments & Gonditions | Results | Preview - Print- Save |
Htems on this Quote: Select Mill from dropdown list:
[Stocktumper [ine o] oo N - |
| [ Stock Number [ Price [+* Description e prsz [

Delete

Show price list for:
& This Custamar
" Mill's Generic

" Othier Customer,

. | y 4 | ,

Proceed | wad | oose |

Once you have selected a mill and moved off the dropdown, a price list for that mill will
be available. If there are customer-specific prices for the customer on this quote, those
prices will appear. If not, the mill’s generic price list will appear.

[ (o] %]

Guote Header :Q“u‘ﬁfé l‘iE“m.éiES“KUgﬁjlguammes and Prices | Comments & Conditions | Results | Preview - Print- Save |

Items on this Quote: Generic Price List for FABRI FABRI-KAL CORPORATION
[ Stock Numier pune [As]  awa MilFABRI - FABRI-KAL CORFORATION |
C2d FAERI 1
Caz FAERI 2 B | [+ Stock Mumher | Price [** Description [rPisz[a
[HCT624 FAERI 3 [1212C0P 22.77 |CLEAR DELI CONTARER LID 500
[ |-s636RASC FAERI 4 Delete 1212COP-BAGELMAN| 0.00 BAGELMAN CLEAR DELILID 00
1212C0P-DECAS 0,00 |DECAS CRAMBERRY CLR DELILID 00
1212COP-DICAM 0,00 DICAMILLO PTD CLEAR LID 2 CLR 00
1212hDP 20.01 | TRANSLUCENT DELI CONTAIMER LID 500
12120EW2M 0.00 WHITE VENTED BAIT CONTLID 2000
12120DP 21.74 WHITE DELI CONTANER LD 500
Show price list far: |1250P 4117 12 OZ. SQUAT WHT DEL| CONTAINER: 500
~ This Customer ||1399 45.63|PLASTIC SNAP ON JUICE CUP LID 2000
& Mill's Genaric ||1238 % SLOT 45,63 PLAST SNAF ONXSLOTJUCECF LI | 2000
~ other Gustomer| 155 41.45 16 OZ. SQUAT ¥WHT DELI CONTAINER | 500
— 1BSDP-DECAS 0.00|DECAS GRANBERRY 16 OZ DELICONT  500| _
3 | B A I oo
Proceed | oid | Close |

As with orders, you can switch between customer-specific and generic prices using the
option buttons at the bottom of the form. You can drag-and-drop order items from the
price list to this quote’s list or type the item numbers. If this quote will include items
from more than one mill, make sure the stock number matches the mill and that you
select the new mill from the dropdown before you begin entering items for a different
mill.

Unlike entering orders, item quantities will be entered on the tab where you enter prices,
not the stock numbers. Once you have added all the items required for this quote, press
the Proceed button (or ALT + p) to move to the Quantities and Prices tab. Your list will
be checked at this point to make sure all of the items are valid SKUs for the mill they are
listed with.
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) 1: Quote #5260 AAAAAA _[O] ]

Quote Header  Quote [tems (Sklls) |Quammes and Prices | Comments & Conditions | Results | Preview - Print- Save |

Items on this Quote:

Generic Price List for GEHPAK GENPAK CORPORATION

[ Stock umber R N Mil] GENPAX - GENFAK CORPORATION =]
C24 FABRI 1
cae FAERI 2 Bt | [ Stock Numier = Price [ Description fprsz [«
Lrcisme FAERI 3 105005 14.43 | SESAME 5 COMPT. SCHOOL TRAY 500
Lseaeris.C FABRI 4 Bt 10600 20,41 WHITE & COMPT, SCHOOL TRAY 500
o600 ENPAR 108005 20.41 | SESAME § COMPT. SCHOOL TRAY 500
10k 19,65 10-3M4X5-3HX2 WHITE TRAY 250
10KG 19,65 10-3MX5-3MK2 GREEN TRAY 250
10KR 19,65 10-3MX5-3/4K2 ROSE TRAY 250
10Ky 19,65 10-3MX5-3/4K2 YELLOW TRY 250
Show price list for: (105 24.10 | 10-3/X5-3/4X1 /2 WHITE TRAY 500
 This Customer ||1958 2410 [10-30)5-301 12 BLUE TRAY 500
= will's Generic | |1955K 2651 [10-30X5-30H1 12 BLACK TRAY 500
~ other Gustorner |12 2830 [ 10-30X5-30451 2 WHITE HVY TRY 00
= 10SHY 2830 10-34XS-34X1 12 YELLOWHVY TRY | 500
< 1 [ {[ | v
proceed | wod | cise

Quantities and Prices Tab

The only columns you can edit on the Quantities and Prices tab are (surprise!) Qty and
Price. The price on file for the item you selected, whether generic or customer-specific, is
used as the default price. No quantity is required for items on a quote.

) 1: Quote #5260 AAAAAA

Quuleﬂeaderl Quote ltems (SKUJs)  Quantities and Prices |Qummenls & Conditions | Results | Preview- Print- Save |

Line " Stock Number laty  |prics ™ Description Units [pack Size =
FABR  [HC24 84| 53.50[24 OZ CLEAR CLP CASE 600
FiBR |Kca2 165| 43.25(32 0T KAL CLEAR CLP casE 30
FaBR |LkCieme 0| 2550 |KAL-CLEAR LID (KC165 & KC 24) case 1000
FABRI |LSE3ERNSC 0| 15.70/3207CLR LID/S-BTNOFK32KC32 case 500
sfoenpar [10800s o JERRR] SESAME 6 COMFT. SCHOOL TRAY  |CASE 500
Procesd void Close

Once you have entered the data on this tab, press the Proceed button to move to the

Comments and Conditions tab.

Comments and Conditions Tab

Comments and Conditions corresponds to and behaves like the Comments on an order. A
list of canned comments can be developed to save time and speed entry. This list is
presented at the bottom of the form. Highlighting the comment in the list and clicking the
Insert button (or Alt + I) adds it to the Comments field below any existing comments.
Additional comments can be typed in the edit box that fills most of the page.
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9 1: Quote #5260 AAAAAA o] x]

Qumeﬂeauerl Quote terns (SKUs) | Guantities and Prices  Comments & Conditions |Besu\ts | Preview - Print - Save |

MINIMUM TO PRINT 50M PER SIZE NOTE CASE PACKS =
LEAD TIME 4-6 WEEKS

NO ART AND PLATE IF DUPLICATION

3 COLOR JOB

PRICES FIRM FOR 4 MONTHS

mberTite [ttor [<] [oEL aPPT REQUIRED 45 HRS PRIOR -
POLICY FOR LATEMISSEDINO APPT IS $250 CHARGE & §25
10SOFC0 AP [ DONOT SHP V1A KEW PENNROAD SCHOLARKEY FOHT
U] AR WA [AUEE MUST ADVISE OF BiO PRIOR TO DEL =
12| SPWANY LC PERKINS suze |,

Ecit Wessage Insert

proceed | wod | cose |

Results Tab

Information can be added to Results when the quote is accepted or finalized with the
customer or to note any changes required in subsequent discussions following submission
of the quote. In practice, this tab is seldom used.

.
8 1: Quote #5630 o] x]
Qunleﬂeaderl Quote ltems (SKUSs) | Quantities and Prices | Comments & Conditions  Resulls |prewew, Print - Save |

Proceed Woid Close

Preview — Print - Save Tab

Use the Preview Quote button to view a copy of the quote to check the contents before
saving. Use the Print Quote button to produce a hard copy printout of the quote. Once
you are satisfied that all data related to the quote is complete and correct, press the Save

button.
€) 1: Quote #5630 O] %]

Quote Header | Quaote [terms (SKUS) | Quantities and Prices | Comments & Conditions | Results  Preview - Print- Save |

4
Preview Quate Print Quote

Sarve it} Close
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If any required information is missing, a message will let you know what else is required
and return you to the appropriate page and item.

@ “You must enter Customer, Quate Title, Quote Date, Expire Date, Authority and 5 alesman before 5 aving.

Print Remote Quotes

If your site supports Salesmen entering quotes by connecting from an off-site location,
you may want to print the quotes in the main office as well. Quotes entered remotely are
flagged and a list is available from the Quotes menu and the Transmission Status form.
You can print all the quotes in the list at once (Print All) or highlight one and print it
(Print One). Once the quote is printed, the flag is reset so the quote does not appear again
on this list. (If you need to print the quote again after the flag is reset, use the Print Quote
button on the last tab of the New/Change/Delete form.)

EH Remote Quotes to be Printed:1 - 0.00 N = €3

[HQuote # [*Quote Dete[*Customer

*Salesmn [Ertered by|Expire Date

Resat Print Brirt One Print &1 Close

Quote Reports
To get a listing report of quotes on file, select Quote reports from either the Quotes menu

option or the Report Menu option. Currently there is only one Quote report. Run it from
the list.

Output Destination

& Print Preview

£ Send ta Printer
£ Send to Text File
€ Send to HTML
" Send to Excel

B
0 |z
2 =l
K1

The Quote List report can be run by Principal (for a single mill or all mills), by Customer
(for a single customer or all customers), or by Salesman (for a single salesman or all

- 66 -



UCOES User Documentation July 21. 2004

salesmen). You can include all quotes or only those whose status is Open. You can
include the content of the Results field (Usually this is empty!) . The Summary Report
Only option does not include a listing of the items, descriptions and prices on the quote.

Quote List Specifications:

@ ByPrincipal ¢ By Customer ¢ By Salesman

wi[ == — k1l Mills =l

Status @ Al Open

[V Show Results [ iSummary Feport Oniy |

I Page break on uppermast sort choice

;I Princial =

Run Cancel

-67 -



