CO=
Quotes - Apply Sales Template

SALES

QUOTES - APPLY SALES TEMPLATE

Sales Templates can be set up for bundles or sets that are usually sold
together.

For example:

* A machine model plus
e jts standard accessories,
* toners

* and service charges.

This template can then be used when creating a new Sales Quote. The quote
can be amended, where required, for instance the item quantities can be

updated.

Unit costs are updated on the Sales Quote when applied, and the selling
price is calculated based on the unit cost of the item. The selling price can

also be amended on the Quote.
One or multiple Sales Templates can be applied to a Quote.

Multiple Sales Templates and Project Methodologies can be applied to the

same Sales Quote.

Ribbon Access: Sales > Quotes

Help v2.5.1.4 - Pg 1 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Quotes - Apply Sales Template

$ - BPO: Version 2.4.0.11 - Example Company -V e.
-] [Locations  Contract [Projects M Procuement | Sees | Sevke  Reportng  Utiites
# Q E % & [& E
L
Customers Services Templates Commerdals POSLite |Quotes | Orders Invoices Credit Statement
Notes Run
Master a Processing . [
1. The Sales Quotes listing screen will display.
2. Select the Site you wish to work in.
e The example has Durban selected.
3. Click on Add.
@ Short cut key: Right click to display the All groups menu list. Click on Add.
$ - Sales Quotes - BPO: Version 2.4.0.11 - Example Company - ES
| 567 \IK' /locations ~ Contract  Finance fHR  Inventory JProjects  Manufa Sales Service Reporng  L*A - & x
( T ] =] o S 2 — ) N
OlzxXE © @ © ~» ' @m =® E—Y
Add | Edt Delete View | Forwsd | Accepted Rejected Convert Clone | Print Export | Savelayout Workspaces / newQuote v Refresh
Order  Quote v
Navigati... « Process ‘ Print Forma Current Lad
QuoteReference | CustomerCode = CustomerName QuoteDescription  QuoteValue Currency ExchangeRate TaxRate QuoteDate | SalesmanName Comments QuoteStatus | Status
L W e 0 - e - - - o0 o e o -
I QT0000261 HOP0O1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 100 0.00 25/07/2019  Bianca Du Toit N A
QT0000192 SAMOO1 ‘Samanthas Diner test 376.06 USD 11.00 0.00 15/08/2017 BiancaDuToit test N A
QT0000232 HOPOO1 Hope Works (Pty) Ltd Option2 10,681.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A
QT0000278 BEAOO1 Bearing and Shoe 12345 9,292.54 ZAR 1.00 15.00 27/08/2019  Bianca Du Toit N A
QT0000175 DEROO1 Derton / Technologies ZAR ITEM 10 pe... 6,011.22 ZAR 100 1.00 10/08/2017 BiancaDuToit ZAR, ITEM, 10... N A
QT0000169 BOTO001 Bothas Networking inc test 66.12 USD 10.00 0.00 08/08/2017  Bianca Du Toit N A
Q0000181 HOPOO1 Hope Works (Pty) Ltd TEST 427.50 ZAR 1.00 1.00 10/08/2017 BiancaDuToit test N A
QT0000158 DERDO1 Derton /Technologies ~ test 3,246.72 ZAR 1.00 14.00 07/08/2017 Bianca Du Toit N A
QT0000109 HOPDO1 Hope Works (Pty) Ltd test quote with ... 1,714.56 USD 10.00 14.00 02/03/2017  Judith Mudzengi N A
QT0000089 HOP0O1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 1.00 14.00 02/11/2016  Bianca Du Toit N A
QT0000244 HOP0OO1 Hope Works (Pty) Ltd 1234 17,302.29 ZAR 1.00 15.00 06/11/2018 BiancaDuToit Some Notes N A
QT0000301 HOPOO1 Hope Works (Pty) Ltd Test Marc 242,921.94 ZAR 1.00 15.00 10/07/2020 BiancaDuToit Text N A
QT0000146 DEROO1 Derton / Technologies 7412 984.95 ZAR 1.00 1.00 29/05/2017 Bianca Du Toit N A
QT0000152 HOP0O1 Hope Works (Pty) Ltd cal qoute retest 2,672.16 ZAR 1.00 1.00 04/07/2017 Judith Mudzengi N A
QT0000295 APPO001 Apple Juice Inc 123789_CloneQ...  17,500.47 ZAR 1.00 15.00 27/05/2020  Bianca Du Toit N A
QT0000095 PANDO1 Panda Copiers 800.00 USD 10.00 14.00 04/11/2016 Bianca Du Toit N A
QT0000189 OFF001 Office Supplies Unlimited  test 5,553.93 ZAR 1.00 14.00 15/08/2017 BiancaDuToit test N A
Q0000118 HOPOO1 Hope Works (Pty) Ltd discount comme. 17,344.14 ZAR 1.00 14.00 13/04/2017  Judith Mudzengi N A
QT0000264 HOPOO1 Hope Works (Pty) Ltd test 8,625.00 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000258 HOPOO1 Hope Works (Pty) Ltd 1234 1,124.47 ZAR 1.00 15.00 25/07/2019 Bianca Du Toit N A
QT0000281 BEADOL Bearing and Shoe 1234 0.00 ZAR 1.00 15.00 30/01/2020  Bianca Du Toit N A
—— L e sree e e g o e S8 > :
. :
Open Windows ~ | User : JulandaK | 23/02/2021 | Version: 2.4.0.11 | Example Company

QUOTE HEADER

4. The Add new Customer Quote screen will display.
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Complete the Customer Heading, the Financial Heading and Cross Refer-

ence Information. For a detailed handling of this topic refer to Quotes - Add

Sales Quote.

APPLY SALES TEMPLATE

5. Click Apply Sales Template.
6. When you receive the Input Validation message confirming;
* Are you sure you want to select a sales template? The
items will be appended to the existing items.
7. Click on Yes.

$ - - Add new C Quote =2
% Home | Equipment /Locations Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor’k - =2
[ i a L ‘ 5 2
HO|G| F X & &
Save Back |ApplySales| ApplyProject Delete | Savelayout | Print
Template | Methodology Item
M a
Customer Name Office Supplies Unlimited yel Reference 05U1001 - RefType ReferenceType ReferenceNo E
5 i
Contact Name Samantha Times P = Status New Quote WKOR Work Order Reference g
- QUO Sales Quote =3
Commercial Discount Commerdal v * Date&Time 25/02/2021 v | 13:45:58 - o 2
ASMN Serial No o
Salesman Sasha Jones v -
— CALL Call Reference
Currency South African Rand v | Exchange Rate Tl L
CTRT Contract No
Tax Rate 15.00 b
‘«
SuppressOnPrint  QuoteltemType TtemCode QuoteltemDescription WarehouseName Quantity QuantityPerUOP UnitType UnitCost Markup  Discount Iter
v a8 - o ol o0c = = o = = = =
» a Select type...
.—. Input Validation
"~ .\| Areyou sure you want to select a sales template? The items will be appended to
the existing items.
O— [+ 1
Comment Sub Total 0.00
VAT 0.00
Grand Total 0.00
Open Windows ~ User : JulandaK = 25/02/2021 = Version : 2.4.0.11 = Example Company

8. The Select the Sales Template for this quote screen will display.
9. Click on the row of the Sales Template you wish to apply.
10. Click on OK.
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$ - Add new Customer Quote - 5P0: Version 2.4.0.11

X‘X

g |0

Home | i [locations  Contract Finance /HR  Inventory i [ Projects M i Pr Sales  Service  Repor’h

-

"« BCR [N
Ao & H X B &
Save Back ApplySales ApplyProject Delete | Savelayout | Print
Template  Methodology  Item

Maintain 4| Format .| Print . i
Customer Name | Office Supplies Unlimited 0|*  Reference |OSU1001 * | RefType ReferenceType ReferenceNo [F
Contact Name | Samantha Times ol Status |New Quote o Work Order Reference I. g
r 1 QuaT Sal te e
Commercial Discount Commercial v *  Date&Time 25/02/2021 + [13:45:58 : | les Quo 3
| ASMN Serial No Fy
Salesman Sasha Jones v|* t o
c South African Rand B = CALL Call Reference
rel ou ican Rani - -
i o CTRT ContractNo
Tax Rate 15.00 R I
‘ v
SuppressOnPrint  QuoteItemType I al Select the Sales Template for this quote — |l @ || x ||UnitType UnitCost Markup Discount  Ite
. = = e | \ e - - - —
» g Select type... — - @ \.
Ok | Back | Savelayout
e o
TemplateDescription Comments Sta
? Al e 0
Toner Package Toner Combination Package 01 A
. »-[+] copier Package 1001 Copier Package - select 1 copier from 3types A
Drum Package 2003 Drum Package - select 1 drum from 3 types A
Black Toner Package 3003 Black Toner Package - select 1 toner from3t.. A
Warranty Package 001 Select 1 of 3 types of warranty A
4 Copier Combo Package Select Mandatory Copier and Drum (Min/Max)... A Ls
Comment | ‘ + || Sub Total 0.00
VAT | 0.00
Grand Total | 0.00
|
Open Windows ~ | User: JulandakK = 25/02/2021 = Version: 2.4.0.11  Example Company o

QUOTE ITEMS DATA GRID

11. The Items data grid is populated with the items already set up from the

Sales Template selected.

* Ensure that all the selling prices have been completed.

* You can add more than one Sales Template to the quote.

* Individual Quote items can be added or deleted. Click on the
link if you need assistance on how to Quotes - Add Sales
Quote or on how to Quotes Edit Sales Quote.

* Use the "View Stock" on page 10 feature to ensure that the

items you wish to include on the Quote, are available.
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Quotes - Apply Sales Template

SAVE SALES QUOTE

12. When you have completed all the relevant information for the quote,

click on Save.

$ - Add new Customer Quote - BPO: Version 2.4.0.11 - Example Company [—Jlalx
| @ | rome | Eaupment/locatons  Contract  Finance /MR Inventory [Projects Sales  Service  Reporting  Utities - & x
. = 0o
MO L X ® &
Save | Back ApplySades ApplyProject Delete | Savelayout | Print
Template  Methodology  Item
‘\\_‘ 4| Format | Print . i
Customer Name  Office Supplies Unlimited o+ Reference 0SU1001] RefType ReferenceType ReferenceNo %
Contact Name |Samantha Tmes R Status New Quote | KR ork i Reference 1lg
Commercial Discount Commercial * Date&Time 2502/2021  ~  13:45:58 ot Sales Quote &
| asun Serial No B
Salesman | Sasha Jones - 2
« South Afican Rand Exchange Rate 13 = Col Reference i
rency South African Ran - o
i T - cTRT Contract No
TaxRate | 15.00 »
PING Project Reference v
SuppressOnPrint | QuoteltemType | ItemCode Quantity ¥ Unitfype  UnitCost Markup | Discount | ItemPrice  BaseCorice | TaxRate | Status
v a - o e 0 = - o - - - - - o
1 Parts SP2020  SP2020 Sprint Colour Multi Function... Main Warehouse 1.000 0.000 ea 0000 0000 10000 5,540.000  8540.000 15000 A
[u] Parts SP1414  SP1414 Copier Main Warehouse 1.000 0.000 ea 0000 0000  0.000 0.000 0.000  15.000 A
» m] Parts 5902 5P302 Copier Main Warehouse 1.000 0.000 0000 0000  0.00 0.000 0000  15.000 A
©om e I N O N I ——
Comment Sub Total 7,686.00
VAT 115230
Grand Total 8,838.90
Open Windows ~ | User: Julandak | 25/02/2021 | Version: 2.4.0.11 | Example Company

13. You will return to the Sales Quotes listing screen.
14. The New Quote can now be viewed in the New Quote Status.
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$ - i (=J(a)lx]
| @ | fome | Equpment/locatons  Contact  Finance /R Inventory i [Projects Sdles  Service  Reporting  Utiities - & x
p - > 4 g 5 o i
© X O O~ &H 1 &
Add  Edt Delete View Accepted Rejected Convert Cone | Print Export | Savelayout Workspaces | [NewQuote = | Refesh
Order  Quote ~ |
Maintain 4| Navigati... 4 Process Print Format 4 Current 4 (o
CustomerCode  Cl QuoteDescription oteValue Currency Exch: ate TaxRate QuoteDate  SalesmanName  Comments QuoteStatus Status
v ol o o o = = o W e o -
»I QT0000321 OFF001 Office Supplies Unimited  OSU1001 8,838.90 ZAR 1.00 15.00 25/02/2021 SashaJones  Ful installaton... N A I
'QT0000178 PANDOL Panda Copiers USD, 1, 10, ITEM 270.04 USD 10.00 1.00 10/08/2017 Bianca Du Toit N A
QT0000129 HOPOO1 Hope Works (Pty) Ltd Call -Qoute tes... 14,903.82 ZAR 100 1.00 25/05/2017 Judith Mudzengi N A
QT0000155 HOPOO1 Hope Works (Pty) Ltd test 2,210.59 ZAR 1.00 1.00 28/07/2017  Bianca Du Toit N A
QT0000086 APPO0OT Apple Juice Inc jouyhkj 8,347.60 ZAR 1.00 14.00 01/11/2016  Belinda Sharm. N A
QT0000135 HOPOO 1 Hope Works (Pty) Ltd Call - Quote v2. 493.62 ZAR 1.00 1.00 25/05/2017  Judith Mudzengi N A
QT0000112 HOPOO1 Hope Works (Pty) Ltd 546899732 4,617.00 ZAR 1.00 14.00 17/03/2017  Judith Mudzengi N A
Qr0000292 BIGO001 Big Bargains ABO1 SalesStudio  241,500.00 ZAR 100 15.00 27/05/2020  Abigail Mine N A
QT0000298 HOPOO1 Hope Works (Pty) Ltd ~ ABO14. 15,392.35 ZAR 1.00 1500 03/06/2020 BiancaDuToit Quote doned,.. N A
QT0000149 HOPOO1 Hope Works (Pty) Ltd Retest 2 6,156.00 ZAR 100 1.00 19/06/2017  Judith Mudzengi N A
QT0000150 BOTO0001 Bothas Networking inc 533.63 USD 10.00 0.00 15/08/2017  Bianca Du Toit N A
Q0000236 APPOOD1 Apple Juice Inc 1234 1,035.00 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A
QT0000113 HOP0O1 Hope Works (Pty) Ltd qote13 6,156.00 ZAR 1.00 14.00 04/04/2017  Bianca Du Toit N A
QT0000184 OFF001 Office Supplies Unlimited  bpo2 credit not... 196.65 ZAR 100 1.00 10/08/2017  Bianca Du Toit N A
Q0000267 HOPOO1 Hope Works (Pty) Ltd test multi level p... 8,625.00 ZAR 100 15.00 26/07/2019  Bianca Du Toit N A
QT0000230 APPODO1 Apple Juice Inc Copy of New123 4,597.20 ZAR 1.00 15.00 21/09/2016 BiancaDuToit Testcustomr.. N A
QT0000067 DER001 Derton /Technologies  test 570.00 ZAR 1.00 14.00 23/11/2015  Belinda Sharm. N A
Q0000313 BITOOL Bits and Bytes CloneQuote-AB02  17,677.10 ZAR 100 15.00 15/07/2020  Abigail Mine ABO2 quoted.. N A
Q0000276 BOT0001 Bothas Networking inc test 4,377.75 USD 10.00 0.00 30/07/2019  Bianca Du Toit N A
QT0000121 HOP0O1 Hope Works (Pty) Ltd test 22,852.44 ZAR 1.00 14.00 20/04/2017  Bianca Du Toit N A
QTo000127 HOPOO1 Hope Works (Pty) Ltd ~ commerdial test 834.20 ZAR 1.00 1.00 10/05/2017  Judith Mudzengi N A
Q0000319 ABCXYZ123 ABC SHoe Co tttttttettett 3,000.00 ZAR 1.00 0.00 19/10/2020  Abigail Mine N A .
Open Windows v | User:Julandak | 25/02/2021 = Version: 2.4.0.11 = Example Company ﬂ
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