View, Print, and Email a Quote

We are currently updating our site; thank you for your patience.

CRM BASICS

VIEW [ PRINT / EMAIL A QUOTE

A full list of Quotes can be accessed from the Dashboard (Home page), or cus-
tomer-specific Quotes can be accessed from the Customer Dashboard (Cus-

tomer Home page).

Quotes in either of these pages can be: Viewed, Downloaded, Printed and

Emailed.

Ribbon Access: Webpage > http://[servername]:[port-
nol/BPOCRM/User.aspx

LIST OF ALL QUOTES

(linked to you as the Salesman) from the Dashboard

1. Inthe Dashboard,

2. Click on the Quotes tile.

3. The number in the top right of this tile shows the total number of New ,
Accepted and Rejected Quotes (for all customers) that are linked to

you as the Salesman.
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View, Print, and Email a Quote

CRM Bxample Company Abigail Milne ¥

bl = -—0

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description Target  Existing =
Custmrs Custmrs
Phone call 2
Email 3
Meeting
On Site inspection
Site inspection

Schedule Date Status

Mo data to display

3 Technologles (Pty) Ltd { 3.5.6.0 / 3.5.6.0}

1. The Quotes listing page will open.

2. Alist of New , Accepted and Rejected quotes for all customers on the
system, where you are the Salesman, will be displayed.

3. Use the Page Reference field, or the Filter Row to search for a par-

ticular quote.

Follow the process to

* View,

Download,

Print or

Email

the selected Quote, as required.
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TECHNOLOSTIES View, Print, and Email a Quote

CRM Example Company Abigail Milne &

’4 Quotes €0

Quote Ref | Customer | Customer Name i Quote | Quote Value | Currency | Quote Date i Quote Status | Overdue
| Code ‘ Description | ‘ | |
QT0000206 ﬂ @ 0 0 HOPOO1 Y Hope Works HW Q-0123 1380.00  ZAR 21 May 2018 | New quote Yes
QT0000207 ﬂ g 0 0 HOPOO1 Hope Works QAB11/10/2018 1358.40  ZAR 12 Oct 2018 New quote Yes
QT000020% = © Horoo1 Hope Works Q5001 506.00  ZAR 25 Feb 2019 | Accepted Yes
guote
qroooozio &2 [ @ € |Hopool Hope Works HWQODD444 9616.16 | ZAR 17 Jun 2015 | New quote Yes
QT0000211 g KINODOZ2 King Enterprises | Q/KE/001 6815.62 ZAR 15 Jul 2019 Accepted Yes
quote
qrooooz1z2 ¢2 [ @ € | KINOCO1 King Copiers Q/KC/o002 13025.62 | ZAR 30 Jul 2019 New gquote Yes
QT0000213 Q 0 TRAOOO1 Training Wheels | TW0O01 31050.00 | ZAR 14 Oct 2019 Accepted Yes
quote
QT0000214 Q G HOPOO1 Hope Works HW/Q199 7436.82 ZAR 24 Oct 2015 Rejected Yes
quote
QTO000215 & Q G 0 KINOOO1 King Copiers KCQuio1 13025.62 | ZAR 31 Oct 2019 New quote Mo
gTooonz1e ¢ 3 @ €@ | Hopooi Hope Warks 6210.00 | ZAR 12 Nov 2019 | New quote No
IDagelon [13items) || [1] 2 [3] |L|| Page siza:[10 [v]

CUSTOMER SPECIFIC QUOTES

1. Inthe Dashboard,
2. Click on the Customers tile.
3. The number in the top right of this tile shows the total number of Cus-

tomers, on the System.
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View, Print, and Email a Quote

CRM B@mple Company Abigail Milne £}

| b -—o

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description 1 Existing New 40 000.00

Custmrs Custmrs
Phone call 20 =2 2
Email 3 2 1
Meeting 20 0 2
On Site 20 1 o
inspection

50 000.00
20 000.00
10 000.00

Site inspection 2 (4]

Schedule Date Status

No data to display

£2015 €03 Technologies (Pry) Ll { 3.5.6.0/ 3.5.6.0)

The Customers listing page will open.
You can use the Page Reference field,
the Filter Row or

the Filter Text Box to search for your customer.

AR A

Click on the selected Customer icon in the View column.
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TEcHNoLOGTES View, Print, and Email a Quote

C®M B@mple Company Abigail Milne £

B customers 4 €0
» Q

View Customer | Code | Contact | Contact | Contact email Complei Status | Rank | Active call
phone | Contact

n Maggies Clothing Shop MAGOD01 Maggie Smith 339, Released Gold No Yes
Mandy Norton MANDOO1 B9y,  Active No No

H
n Marks Building Supplies MARO0OL 8oy  Active No Mo
Mary Contrary HILDOOOO1 B89  Active No No

H
-, Ma:xi Mobile MAX0001 George Lanchester 031 123 45¢ 419, Active No Yes

H
ﬂ Mike Goldwen SHOODODD Ao, Released  Plastic No N
Milne Associates MILOO01  Mark 0123405678 New - CRM  Wood No Yes

5

n Most Wonderful Customer MOS0001 Wonder Boy 250/, Released No Yes
n Network and Accessories NETO0Z 169, Active Gold No Mo
. Active Metal No Yes

n MNetworking and Laptops METOO1  John Jackson

|Pagesofs(74ms) [@1z23aMmpls s ullg\l‘\o Page sizai[10 4]

1. The Customer Dashboard (Customer Home page) will open.
2. Click on the Quotes tile.
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View, Print, and Email a Quote

CRIM EBExample Company Abigail Milne L
ﬁ Milne Associates ' ®

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description Target Existing New 40 000.00
Custmrs Custmrs
Phone call
Email
Meeting

On Site
inspection

Site inspection

Trading Name Milne Associates
Registered Name Milne Associates
Description

VAT No

Rank Wood
Website hitp://
Phone 0122405578

goog =

12 Months Sales History

b ] 3 ) "l Gl
+ »«s‘ B A

LAY T
¥ rﬁé;ﬁ & ¢

B ContractTncome [ Seles Reverus

1. The Quotes for [selected customer] page will open.

» All of the quotes linked to this customer will be displayed
(even ones where you are not the Salesman).
2. You can use the Page Reference field or the

3. Filter Row to search for a particular Quote.

Follow the process to View, Download, Print or Email the selected

Quote, as required.
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#1
#3
#4
#5
#6

TECHMNOLOGSTES

View, Print, and Email a Quote

CRM Bxample Company Abigail Milne &
®), Quotes for Milne Associates < HO
Quote Ref Customer | Customer | Quote Quote Value Currency Quote Date | Quote Status | Overdue
Code | MName Description | | |
qroosozzo &2 I @ €@ | MiLoool Milne Associates | Q301 6210.00  ZAR 13 Nov 2019 | New quote Ho
QT0000221 0 g 0 o MILCOO1 Milne Associates Q401 6210.00 | ZAR 13 MNov 2019 New guote Mo
qroooozzz &2 1 @ €@ | miLoool Milne Associates | MA/Q302 6210.00 ZAR 13 Nov 2019 | New quote No
groooozzs ¢ & @ € | mMiLoool Milne Associates = MA/Q303 6555.00  ZAR 13 Nov 2019 | New quote Ho
[roe 1of 1 e ey 1) Pags size:[10_[V]

In either the Quotes listing page or the Quotes for [selected customer] page

you can search for and View, Download, Print or Email a selected Quote. For

the purpose of this manual, we will start from the Quotes for [selected cus-
tomer] page.

1. Inthe Quotes for [selected customer] page,

2. Click on the blue number of the Quote that you wish to View, Down-
load, Print or Email .
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View, Print, and Email a Quote

CRM Bxample Company Abigail Milne &
®), Quotes for Milne Associates €< B0
Quote Ref Customer Customer Quote Quote Value Currency Quote Date | Quote Status | Overdue
| Code Name Description |

qroooozzo &2 € @ € | MiLoooL Milne Associates | Q301 | 621000 ZAR 13 Nov 2019 Newguote Mo

groonozz: &2 3 @ € | MILeool Milne Associates Q401 6210.00 | ZAR 13 Mov 2019 | New guote Ho

0 @ © mioool Milne Associates | MA/Q302 6210.00 ZAR 13 Nov 2019 | New gquote No

000223 0 & © mwoooi Milne Associates  MA/Q303 6555.00 ZAR 13 Nov 2019 | New quote Mo
Pagefiof 1 (4 bems) [1] Pags siza! |£

1. The Report Viewer and Emailer page will open.

* The selected quote will be displayed in Report format.
2. You can download and/or
3. Print the Sales Quote, if required.

EMAIL QUOTE

4. Click on the expand [ + ]sign on the Email Document tab.
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View, Print, and Email a Quote

C=IM Example Company Abigail Milne £

@ | Report Viewer and Emailer_" 1 (- ﬁ ()

|+ [Email Document

| SALESQUOTE

Sales Quote

Example Company

Strest No and Road Name PO Box 1234

Area New Town

City Durban

South Africa South Africa

oooo 1234

Reg No.:  00DD00O2sad4521 Fax No.: 031 12 4545
VAT No.:  0DDDOOO Tel No.: 031 123 4567

Document Ref.: QT0000223
Date : 2019/11/13 12:00:00
AM

Sales Person : Abigail Milne
Serial No. :

Status : Mew quote Model No. :

Reference : MA/Q303 Contract No. :

Attention:  Mark Billing Address :
Customer :  MILDO01 - Milne Associates

Tel No. © 0123405678

Fax No. :

Email :

VAT No. :

Repayment Terms :  Full Payment COD Repayment Amount : ZAR

Item Code Ttem Description Quantity  Unit Price  Discount % Net Price

SFIS-147K Biack Toner SP1915 100 304,00 a.00

SP2020 5P2020 Sprint Colowr Multi Functianal 1.00 5400.00 a.00
Capler

1. The Email Document frame will be expanded.
Check and/or add the following details, as necessary:

2. To: This will auto populate with the CRM contact for the quote (case)

but you can change this, if required.
3. Cc: Here, you can add other email recipients, if applicable.
e Either click in the field and select customer contacts from

the list, or type in additional addresses as noted above (sep-

arated by a semi-colon and a space).

Help v2024.5.0.7/1.0 - Pg 9 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



View, Print, and Email a Quote

4. Subject: This field will auto populate with the selected quote number

but you can edit this, if required.

ADD AN ATTACHMENT TO THE QUOTE

You can add other documents, as attachments, if required.

5. Attachments: Click on Browse.

CRIM Be@mple Company Abigail Milne &

B Report Viewer and Emailer

= Email Document s = To ["Mark " == %
Cc q_s
o_>* Subject QUOTE: QT0000223

* Attachments |Attached files

Message (SR NI -

Thank you for allowing us to quote for the items you require. Please find our official
guote attached.

After you have reviewed the guote you can click on one of the links below to accept or
reject our guote or request a salesman to contact you.

Accept Quote I Reject Quote

| Design [ wL [ Preview |

Signature | al
Kind regards

Company Logo

1. The Open screen will pop up.
2. Search for and select the file you wish to link.
3. Click on Open.
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TECHMNOLOGSTES

View, Print, and Email a Quote

CRM Bxemple Company

B Report Viewer and Emailer

Abigail Milne et 8

= Email Document @ Oper
1+ lﬂ » ThisPC » Documents v O Search Documents
Organise = New folder
B Videos ) Mame
= This PC Visual Studio 2017
T Libraries @ 756074987320190200000000000477_AHF ...
j=| Camera Roll *ﬂgAhigailM-BPO.ae
% AbigailM-BPO.zi
5| Documents s g8 op
i | BPO_REG.reg
J" Music o
- | | BPO2_ Manuals.7z
=] Pictures iﬂﬁ Company Mame.docx
Saved Pictures | | Contractsxml 28-07-2017 %:14 AM
a Videos l‘ﬁ:" Convert foreign driving licence.docx 3 G 8:26 AM
£ Metwork 4 Copy of Expense Form.xlsx 3 20158 1:47 PM
[ JUSTIN-PC @ Milne AHF 2018 19 Tax Certificate VOR.pdf O 19 1:30 PM
g' ———  PrecisionHelper_ERRORS.docx 30-05-2019 &19 AM
3 =| SalesConnect_Overview_01.docx 21 9 11:40 AM
0_Rel Mot —
SRR [ SConnect Installation DocumentfromlJar..  23-07-2012 1:35 PM
0_TrainingDocuments % £ >
File name: |V61_Release_Notes.png V| All Files (*) v B
2 I Open I Cancel

1. The file will now be attached to the email.
2. You can delete the attachment if required by clicking on either of the

Delete icons.
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View, Print, and Email a Quote

CRM Example Company Abigail Milne 'a

@ Report Viewer and Emailer (- ﬁ () 4

= Email Document *To |"Mark " <= %

Cc
* Subject QUOTE: QT0000223

= Attachments |Comnanv Name.doct I E-
! /" Browse...

Company Name.doox r |
f f T N === TR

arial ________[|(Font size) _[NBSSL

=L = i

Thank you for allowing us to quote for the items you require. Please
find our official quote attached.

After you have reviewed the quote you can click on one of the links
below to accept or reject our quote or request a salesman to contact
you.

Accept Quote B Reject Quote i Contact Me

1. A default message will populate the Message body but this can be
edited, if required.

* Type in the relevant details in the message body.

2. The Message tool bar can be used to customise your email message.

EMAIL ACTION BUTTONS

The message body contains 3Action buttons that allow the recipient to:

3. Accept Quote: If the client selects Accept - the Quote Status will be
updated and a quote status notification email will be sent to the sales-
man (where the Quote Status Notification email flag is set to Yes). The
quote will automatically be marked as accepted in the Quotes /
Quotes for [ ] screen.

4. Reject Quote: If the client selects Reject - the Quote Status will be
updated and a quote status notification email will be sent to the
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View, Print, and Email a Quote

salesman (where the Quote Status Notification email flag is set to Yes).

The quote will automatically be marked as rejected in the Quotes /

Quotes for [ ] screen.

5. Contact Me: If the client selects to be contacted - the quote status will

remain unchanged. An email will be sent to the salesman requesting

that he/she follow up w

ith the client.

6. Signature: If you have a Signature configured in CRM - your Signature

will pull through here, otherwise the Company default CRM mail sig-

nature will pull through.

7. Click on the Send icon

CRM EBxample Company

% Report Viewer and Emai

= Email Document

Cc
* Subject QUOTE: QTO000223
* Attachments ICompany Mame.doce

Message |

Signature |

ler

Abigail Milne ¢

€ B o'«f

Company Name.docx

- B ow e - - Ty

[ Niront sze

attached.

our quote or request a salesman to contact you.

Thank you for alloving us to quote for the it=ms you require. Please find our official quote

After you have reviewed the guote you can click on one of the links below to accept or reject

Accept Quote Reject Quo

I
I
I

Design | HTML || Preview

Contact Me

Kind regards
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View, Print, and Email a Quote

1. A message box will pop up informing you of the status of the sent email.

2. Click on Back.

| Email saved to queue. —

@ Report Viewer and Emailer

+ Email Document

Sales Quote

Example Company

Strest No and Road Name PO Box 1234

Area Bew Town

City Durban

South Africa South Africa

0000 1234

Reg No.:  0000000asa4521 Fax No.: 031 124545
VAT No.: 0000000 Tel No.: 031 123 4567

Ref.: Q
Date : 2019%/11/13 12:00:00
AM

Sales Person : Abigail Milne
Serial No. :

Status : New quate Model No. :

Reference : MA/Q303 Contract No. :

Attention: Mark Billing Address :
Customer :  MILOOOL - Milne Associastes

Tel No. : 0123405678

Fax No. :

Email :

VAT No. :

Repayment Terms : Full Payment COD Repayment Amount : ZAR 5700.00

Ttem Code Item Description Quantity  Unit Price  Discount % Met Price Total
SP19-147K Black Toner SP1819 1.00 3I00.00 0.00 300.00 345.00

SPX20 SP2020 Sprint Colour Multi Functional 1.00 540000 0.00 5400.00 6210.00
Capier

1. You will return to the Quotes for [selected customer] listing page.

2. If, on receipt of your email, your customer selected to Accept the
Quote, then the Edit icon and the Mark as Accepted icon will now be
Inactive (greyed out) and the Quote Status will have changed to Accep-
ted Quote.

3. If, on receipt of your email, your customer selected to Reject the
Quote, then the Edit icon and the Mark as Rejected icon will now be
Inactive (greyed out) and the Quote Status will have changed to Rejec-
ted Quote.
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View, Print, and Email a Quote

CRM Example Company Abigail Milne 'n’

®) Quotes for Milne Associates L I )

Quote Ref 2 - Quote Quote Currency Quote Quote Overdue
Code Value Date Status
QTQDGszDD i} D € MILo001 Milne Q301 6210.00 | ZAR Accepted Mo
Associates 2019 quote
QT0000221 i} MILO0O1 Milne Q401 6210.00 | ZAR 13 Nov Rejected No
Associates quote
qTo0002221%? € Mool Milne MA/Q302 6210.00 | ZAR New quote | Mo
Associates 2019
qroooo22p &2 ® © miooo1 Milne MA/Q3 6555.00 | ZAR 13 Nov New guote | No
i 2019
Page 1 of 1f(4 ] Page size: 10 !

1. Click on Back to return to the previous page or
2. Click on the Customers icon to return to the Customer Dashboard or
3. Click on the CRM logo to return to the Dashboard (Home page).

m Example Company Abigail Milne 'o
’_4 Quotes for Milne Associates
Quote Ref Customer Customer Quote Quote Currency Quote Quote Overdue
3 Code MName Description Value Date Status |
QT0000220 = © Mool Milne Q301 6210.00 ZAR 13 Nov Accepted No
Associates 2019 quote 2
0T0000221 ce& MILODO1 Milne Q401 6210.00 ZAR 13 Nov Rejected No
Associates 2019 quote
QT0000222 & Q O Moo Milne MA/Q302 6210.00 | ZAR 13 Nov New quote | No
Associates 2019
QT0000223 & g 0 0 MILO001 Milne MA/Q303 6555.00  ZAR 13 Nov Mew quote | No
Associates 2019
Page 1 of 1 (4 items) 11 Page sue:@r_:m ]
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