Quotes - Print a Sales Quote

SALES

QUOTES - PRINT A SALES QUOTE

When using the Email option to send a Sales Quote, please note that it will be
mailed via the BPO Email Service on the server and not from Microsoft

Outlook on your local PC.

A Sales Quote can also be printed from the Add, Edit or View a Sales Quote

screens.

Ribbon Access: Sales > Quotes

a ¥ BPO: Version 2.4.0.11 - Example Company — =] x
e i /Locations Contract  Finance /HR Inventory i | Projects Mar i Procurement Sales Service Reporting Utilities
e = = - = == mMm M =
S - = =| | |= | 2 B=
8 Q B W EEEH 6l E
Customers Services Templates Commerdals POSLite |Quotes | Orders Invoices Credit Statement
Notes Run

1. The Sales Quotes listing screen will display.
2. Select the Site you wish to work in.

* The example has Durban selected.
3. Select the Status of the quote you wish to print.

You can print a Quote in any Status.

* The example has New quote selected.
4. Click on the row of the quote you wish to print.
5. Click on Print.
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$ - Sales Quotes - BPO: Version 2.4.0.11 - Example Company =l o x|

| & Home [Locations  Contract  Finance /HR  Inventory [Projects  Mar Sskes  Sevie Reporng Ui — & X
Fa Ol - 29 g =l 3 | e = <

O 4 © 0 REE B B M~ 18

Add  Edit Delete View Forward | Accepted Rejected Convert Clone || Print | Export | Savelayout Workspaces

Order  Quote =
Maintai la Process / Print g Format ‘ Current

QuoteReference | CustomerCode  CustomerName QuoteDescription | QuoteValue Currency ExchangeRate TaxRate  QuoteDate | SalesmanName  Comments QuoteStatus | Status
e e e e = 0 = = = e #0c e e -
QT0000261 HOP0OO1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/2018  Bianca Du Toit N A
QT0000152 SAMDO1 Samanthas Diner test 376.06 USD 1100 0.00 15/08/2017 BiancaDuToit test N A
QT0000232 HOPDO1 Hope Works (Pty) Ltd ~ Option2 10,681.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A
QT0000278 BEADDL Bearing and Shoe 12345 9,292.54 ZAR 100 15.00 27/08/2019  Bianca Du Toit N A
QT0000175 DEROO1 Derton / Technologies ZAR ITEM 10 pe.. 6,011.22 ZAR 1.00 1.00 10/08/2017 BiancaDuToit ZAR, ITEM, 10.. N A
QT0000169 BOTO0001 Bothas Networkinginc ~ test 66.12 USD 10.00 0.00 08/08/2017  Bianca Du Toit N A
QT0000181 HOPOO1 Hope Works (Pty) Ltd ~ TEST 427,50 ZAR 1.00 1.00 10/08/2017 BiancaDuToit test N A

F qrooooiss DEROOL Derton /Technologies  test 3,296.72 ZAR .00 14.00 07/08/2017  Bianca Du Toit N A

» | groooo109 HOPDO1 Hope Works (Pty) Ltd test quote with 1,714.55 USD 10.00 14.00 02/03/2017  Judith Mudzengi N A
QT0000089 HOPOO1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 1.00 14.00 02/11/2016 Bianca Du Toit N A
QT0000244 HOPOO1 Hope Works (Pty) Ltd 1234 17,302.29 ZAR 1.00 15.00 06/11/2018 BiancaDuToit SomeNotes N A
QT0000301 HOPOO1 Hope Works (Pty) Ltd  Test Marc 242,921.94 ZAR .00 15.00 10/07/2020 BiancaDuToit Text N A
QT0000146 DERO01 Derton / Technologies 7412 984.956 ZAR 1.00 1.00 29/05/2017 Bianca Du Toit N A
QT0000152 HOPOO1 Hope Works (Pty) Ltd cal qoute retest 2,672.16 ZAR 1.00 1.00 04/07/2017  Judith Mudzengi N A
QT0000295 APPO0O1 Apple Juice Inc 123789 _CloneQ...  17,500.47 ZAR 1.00 15.00 27/05/2020  Bianca Du Toit N A
QT0000095 PANOOL 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 100 14.00 15/08/2017 BiancaDuToit test N A
QT0000118 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 BEADO1 Bearing and Shoe 1234 0.00 ZAR 100 15.00 30/01/2020 Bianca Du Toit N A
QT0000235 HOPOO1 Hope Works (Pty) Ltd Copy of Option2 10,106.20 ZAR .00 15.00 27/06/2018  Bianca Du Toit N A -

Open Windows ~ | User: JandaK | 24/02/2021 | Version: 2.4.0.11 | Example Company |

6. The Select the option as desired screen will display the following

options;

view, print, export or email)

[
Print Quote (Open the quote in Report Preview to

[ |
Email Quote (Specify the email recipients and the sys-

tem will generate a .pdf attachment of the quote)

screens will pop up)

PRINT QUOTE

[ |
Print/Email Quote (both the Report Preview and Email

7. To Print the Quote to the Preview window, click the Print Quote radio
button.
8. Click on Accept.
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5 Sales Quotes - BPO: Version 2.4.0.11 - Examiple Company = lla x|
[ @ | Home | [locations  Contract  Finance /HR Inventory [Projects  Manufa Saes  Sevie Reporing Ui — B X
S Tl o P o = = — 4R
@ 2 X © OO0 PR EHm B H M~ 16
Add  Edt Delete View | Foward | Accepted Rejected Convert Clone | FPrint Export | Savelayout Workspaces | [NewQuote =] Refiesh
Order  Quote ot
Maintai ia Process Print Format Current & |
QuoteReference | CustomerCode  CustomerName QuoteDescripion | QuoteValue  Currency | ExchangeRate | TaxRate | QuoteDate | SalesmanName Comments  QuoteStatus Status
LS e Qe Qe = [+ = = = e Qe e Qe =
QT0000261 HOPOO1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/2019  Bianca Du Toit N A
QT0000192 SAMOO1 Samanthas Diner test 376.06 USD 1100 0.00 15/08/2017 BiancaDuToit test N A
QTooooz32 HOPOO1 Hope Works (Pty) L Ontion2 10 8190 74D 10 1500 27/06/2018  Bianca DuToit N A
QT0000278 BEAGD1 Bearingandshoe | U Select the option as desired | = 1L8 % by 27/08/2019  Bianca DuToit N A
Q0000175 DEROO1L Derton / Technologies | Home | \ b0 10/08/2017 BiancaDuToit ZAR,ITEM, 10.. N A
QT0000169 BOTO001 Bothas Networking int @ @ \._ D0 08/08/2017 Bianca Du Toit N A
QToo00181 HOPOOL Hope Works (Pty) Ltd ’ b0 10/08/2017 BiancaDuToit test N A
QT0000158 DER001 Derton / Technologied] ACcePt| Cance! b0 07/08/2017  Bianca Du Toit N A
» Q0000109 HOPDO1 Hope Works Pty Ltd o ' 4 (D0 02/03/2017  Judith Mudzengi N A
QT0000089 HOPDO1 Hope Works (Pty) Ltd b0 02/11/2016 Bianca Du Toit N A
QTO000244  HOPOOL Hope Works (Pty) Ltd . b0 06/11/2018 BiancaDuTot SomeNotes N A
QT0000301 HOPOO1 Hope Works (Pty) Ltd i D0 10/07/2020 Bianca DuToit Text N A
QT0000146 DEROD1L Derton / Technologied . b0 29/05/2017  Bianca Du Toit N A
QT0000152 HOPDO1 Hope Works (Pty) Ltd O Emal Quote ¥ D0 04/07/2017  Judith Mudzengi N A
QT0000295 APPODO1 Apple Juice Inc ) D0 27/05/2020  Bianca Du Toit N A
QT0000095 PANDO1 Panda Capiers © Print and Emai Quote b0 04/11/2016  Bianca Du Toit N A
QT0000189 OFFO01L Office Supplies Unlimi |po 15/08/2017 BiancaDuToit  test N A
QT0000118 HOPDO1 Hope Works (Pty) Li = 250 13/04/2017  Judith Mudzengi N A
QTO000264  HOPODL Hope Works Pty Ltd  test 8,625.00 ZAR L00 1500 25/07/2019 Bianca DuToit N A
QTo000258 HOPOO1 Hope Works (Pty) Ltd 1234 1,124.47 ZAR L00 1500 25/07/2019 BiancaDuToit N A
QT0000281 BEADD1 Bearing and Shoe 1234 0.00 ZAR 1.00 15.00 30/01/2020 Bianca Du Toit N A
Q0000235 HOPOD1 Hope Works (Pty) Ltd  Copyof Option2  10,106.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A~
Open Windows ~ | User : JuandaK | 24/02/2021 | Version : 2.4.0.11 | Example Company |

REPORT PREVIEW SCREEN

9. The Sales Quote will display in the Report Preview screen where Print
Quote or Print and Email Quote is selected.
10. The Sales Quote cover page will display. (This needs to be configured in
your company set-up)
11. From the preview screen you can make cosmetic changes to the Quote,

as well as Save, Zoom, Add a Watermark, Export or Email.
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File View Background

(8 Preview 4———.

Oaifmaie a0

B 1™ q|Q 0% ~| & P M IF-* B B3O

Page1of 2

Sales Quote
Example Company
Stree 4R

et No and Road Name PO Box 1234
Area NewTown

city Durban

South Africa South Africa

0000 1234

RegNo.: 0000000asa4521 FaxNo.: 031124545
VATNo,: 0000000 TelNo.: 0311234567

Document Ref. QT0000109
02/03/2017 00:00:00
Attention: Mandy Jefferson
TelNo.: 0315551234
FaxNo.: 0311234545
Email : snenhianhlandualane@gmai.com
Dear Custormer

Re: Your request for a quotation.

We thank you for the opportunity afforded to us to submit the attached quotation. Should you find
this quotation acceptable, we request that you sign the attached document and return this to us
using any of our contact details on the attached page. Please include an official order for the work
to be done.

Please take note of the following conditions that apply to this quotation.
- This quotation is valid for a period of 60 days from the date hereof.
- Prices are FOB Durban.

- Prices of parts and consumables are subject to availabilty and currency fluctuations.
- Should the replacement of any additional parts become necessary, this will be quoted for

Capture screenshot

100% ) { )

O

PRINT OPTIONS SCREEN

1. Clicked Print to display the Print Options Screen.

2. The Print Options Screen will display. From this screen specify;

i. Printer name: The default printer name will display,

ii. Number of copies: If more than one copy of the quote is required,

either type the number or use the arrow indicators to select the

number of copies that needs to be printed.

° When multiple copies of the document is requested,

Collated has been selected by default. This feature can

be deselected if so prefer.

iii. Page range: You can specify the page range by selecting the radio

button to print;

e All - print All the pages,

* Current page will only print the cover page or

* Pages allow you to specify the pages to print.

iv. Print to file: By tick this check box will allow you to print the

Sales Quote to a .pdf file.

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Quotes - Print a Sales Quote

v. File path: Specify the directory location you would like the .pdf
file to be saved, e.g. c:\CustomerDocuments\SalesQuotes
3. Click on Print to proceed.

@2 —Jalx
File View Background =

B0 #n V'F\r‘,:l] B~ ™ & L [100% | @& » M P B D=2 (Q

/%t %

Sales Qu Printer name: & Microsoft Print to PDF (redir... ~ Preferences
Example Com Status: The printer is ready.

Street No and Road

e Location:

City Comment:

South Africa

0000 Document(s) in queue: 0

00000003

RegNo.:
VATNo.: 0000000 || Number of copies: 1 2] Wicolat=

Document Re! Page range: ]

Attention: Mandy Jefferson ) Current page
Tel No.: 031555 1234 ctio —.
FaxNo.: 0311234545 —
Email : snanhisriandualane Sgma.com —
Dear Customer

Prin :
Re: Your request for a quotation. t on both sides:

Paper source:

We thank you for the opportunity afforded to us to submit

this quotation acceptable, we request that you sign the atta Print to fis
using any of our contact details on the attached page. Plea : o} L )
to be done. File path:

Please take note of the following conditions that apply to th —_— 8
.—> Brint Cancel

- This quotation is valid for a period of 60 days from the da
- Prices are FOB Durban. ‘

- Prices of parts and consumables are subject to availability and currency fluctuations.
- Should the replacement of any additional parts become necessary, this will be quoted for

Page 1of 2 100% (=) 1} +)

PRINT AND EMAIL QUOTE

® If you get an error when trying to email the document, ask your administrator to

make sure that the correct shared folder location has been configured in BPO, and that

you have the relevant folder rights to access the shared folder on the server.

1. From the Select the option as desired screen,

2. Click on the Email Quote or Print and Email Quote radio button.
* The example has Email Quote selected.

3. Click on Accept.
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$ Sales Quotes - BPO: Version 2.4.0.11 - Example Compa C=lEEaE=d

eﬁ Home | Equpment/Locations Contract Finance /MR Inventory [Projects  Manufa P Sales  Service Reportng  U'i - & x

OXE © OO0 /PR &sm [ M ~ 1O

Add  Edt Delete View | Foward | Accepted Rejected Convert Clone | Print Export | Savelayout Workspaces | NewQuote  +| Refresh
Order  Quote =
[ Maintai Navigat: a Process ‘ Print | o

QuoteReference  CustomerCode = CustomerName QuoteDescription | QuoteValue Currency ExchangeRate TaxRate  QuoteDate | SalesmanName ~Comments QuoteStatus Status

| e ol e #l: = ol = = = e e e e
QT0000261 HOPOO1 Hope Works (Pty) Ltd o) Select the option as desired | — | @ || x |j/07/2019 Bianca Du Toit N A
QT0000192 SAMDO1 Samanthas Diner Home | \ /08/2017  BiancaDuToit  test N A
Q0000232 HOPOO1 Hope Works (Pty) Ltd - /06/2018  Bianca Du Toit N A
QT0000278 BEADO1 Bearing and Shoe @ 0 /08/2019  Bianca Du Toit N A
QT0000175 DEROOL Derton / Technologies Accept | Cancel /08/2017  BiancaDuToit ~ZAR, ITEM, 10... N A
QT0000169 BOTO001 Bothas ginc - "\’ /08/2017  Bianca Du Toit N A
QT0000181 HOPOO1 Hope Works (Pty) Ltd R @ /08/2017 BiancaDuToit  test N A
QT0000158 DER0OL Derton / Technologies /08/2017  Bianca Du Toit N A

» Q0000108 HOPDO1 Hope Works (Pty) Ltd 03/2017  Judith Mudzengi N A
QT0000089 HOP0O1 Hope Works (Pty) Ltd ©) Print Quote '11/2016  Bianca Du Toit N A
QT0000244 HOPDO1 Hope Works (Pty) Ltd — /11/2018 BiancaDuToit SomeNotes N A
QT0000301 HOPOO1 Hope Works (Pty) Ltd @Emaiouor . /07/2020 BiancaDuToit Text N A
QT0000146 DERO0L Derton / Technologies O Print and Email Qﬁ‘ /05/2017  Bianca Du Toit N A
QT0000152 HOPDO1 Hope Works (Pty) Ltd /07/2017  Judith Mudzengi N A
QT0000295 APPO0O1 Apple Juice Inc ZI1/05/2020  Bianca Du Toit N A
QT0000095 PANOOL 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 .00 14.00 15/08/2017 BiancaDuToit test N A
QT0000118 HOPDO1 Hope Works (Pty)Ltd discountcomme...  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
QT0000235 HOPDO1 Hope Works (Pty)Ltd  CopyofOption2  10,106.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A

Open Windows ~ | User:lulandak = 24/02/2021 | Version:2.4.0.11 | Example Company

4. The Email Sales Quote: [ ] screen will be displayed.

EMAIL HEADER INFORMATION

* Employee: This field will display the name of the employee cur-
rently logged on. Click on the drop-down arrow to choose an
alternative name, if required.

* From: Type the email address for the employee will display in this
field. Type an alternative email address, if required

* To: To add a contact email, either type the email address or use
the search button to select email address from the Select a
Contact for email screen.

i. Click on the search button to display the Select a contact
for this email screen.
ii. Click on the row of the email address of the Customer
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Contact you wish to add.
iii. Click on OK.
e CC: If a group email address has been set up on the quote or

accounts contact, then the group email address will display here.

Additional email addresses can be added to either the To: or CC: by sep-
arating the email address with a [;].

* The example has the accounts contact person added to
To:jerry-

.sneider@informatrix.co.za;accounts@informatrix.co.za

$ - .__—-PimaiISalaQuote:QTl)ooolw " =JLa
L _ai _ | Home | Equipment/locations Contract Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Procurement  Sales  Service  Repor’k -
~ @
Delete Save Back
Attachment
Employee | Julanda Kessler -|* A
From |sales@co3.co.za = .
To | jerry.sneider @i X, €0, 28;3CC0L €0.23 L
€C |group@informatrix.co.za Blseicct s contiet for this e 5 =L CLlLOC
Attachments |_QT0000109.pdf Home
Subject Quotation for Service Deliver - Order No: 80345 ok Back | SaveLayout
= —_— e o
Message Dear Mr Sneider,
Attached please find a Quotation for the Service Delivery as
out Terms and Conditions on the Quote, for your attenton. || o tContactiiame  ContactType ContactTypeDesc ContactFirstame Contactsy
We thank you and look forward to doing business with you. || ¢ [ g a0 Qe [
Regards Accounts Conta
CRM Conta
METER Meter User Jackie Samue
Mandy Jefferson  METER Meter User Jane, Alrich.
STD Standard Contact Kelly Jones
ST Standard Contact larry king
(i [ +] smon 1 ACCOUNTS Accounts Contact Mandy Jeffer
ST Standard Contact Mary Jackse
Primary Conta
METER Meter User Sammy Hope ~
»
Open Windows ~ | User :JulandaK | 12/04/2021 | Version: 2.4.0.11 | Example Company

EMAIL ATTACHMENTS

e Attachments: BPO will create a PDF of the quote and attach it

automatically. You can attach additional documentation if
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required).
1. To add an additional attachment, click the search button in
the Attachments field to display the Select File window.
2. You can browse to find the file location of the document
you wish to attach, then click on the file you wish to attach.
3. Once you have selected the file, click on Open.

$ - Email Sales Quote :QT0000109 - 1 sion 2 1-Exa e 1 JL26
e Home | Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporth - & X
Delete Save Back
Attachment
Processing 4 [~
Employee Julanda Kessler -|*
From sales@co3.co.za
To jerry.sneider iX,C0.28;accol 0.2
€C  group@informatrix.co.za
Attachments | _QT0000109.pdf
@ selectfile £ x
Subject Quotaton for Service Deliver 1+ « Users > JulandaK > Documents > Customers v B Search Customers »p
Message (Do 1 Snods, Organize New folder =~ M @
Attached please find a Quotal Julandak "~ Name Date modified Type
out Terms and Conditions on
(23 Contacts £37) 20210112 Customer Invoice 2021/01/082:00PM  Microsoft Excel W...
We thank you and look forwar [ Desktop
Regards %] Documents
& Downloads
i Favorites e
& Links it
b Music
[&] Pictures
#P Saved Games o = i )
File name: [ 20210112 Customer Invoice < | [Alfiles ) v
.i ‘;II Open I Cancel
|0um\!h1\hmv | User:JulandaK | 12/04/2021 | Version:2.4.0.11 | Example Company

4. The document has been added as an Attachment.
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a ¥ Email Sales Quote :QT0000109 - BPO: Version 2.4.0.11 - Example Company =B | x
| @ | tome | Eoupment/locaions Contract Finance /MR Inventory  Mai [Projects  Mar i Seles Service Reptk @ — & X
Delete Save  Back
Attachment
Processing &
Employee Julanda Kessler -|*
From sales@co3.co.za -
To jerry.sneider iX,C0.Z8;acCol .C0.78 p*
€C  group@informatrix.co.za »
Attachments |_QT0000105.pdf |
20210112 Customer Invoice.xsx
Subject  Quotation for Service Deliver - Order No: 80345 *
Message Dear Mr Sneider, =
Attached please find a Quotation for the Service Delivery as reuested. Please note
out Terms and Conditions on the Quote, for your attention.
We thank you and lock forward to doing business with you.
Regards
Open Windows ~ | User:JulandaK | 12/04/2021 | Version:2.4.0.11 | Example Company

Delete Attachment

You may choose to delete an obsolete or incorrectly attached document.

1. Click on the attachment you wish to remove.
2. Click on Delete Attachment.
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$ - Email Sales Quote :QT0000109 - BPO: Version 2.4.0.11 - Example Company —J[ajx
& | Home jpment [Locations  Contract  Finance /HR  Inventory  Mai [Projects  Manufacturi Sales  Service  Repor’h - & x

X HO

Delete Save Badck

Attachment <~_~__'
Processing - a

Employee Julanda Kessler -|*
From sales@co3.co.za -
To jerry.sneider iX.C0.73;3CC0L c0.7a p|*
CC | group@informatrix.co.za »
_QT0000109.pdf o
{20210112 Customer Invoice s < ; @
Subject  Quotation for Service Deliver - Order No: 80345 *
Message Dear Mr Sneider, .

Attached please find a Quotation for the Service Delivery as reuested. Please note
out Terms and Conditions on the Quote, for your attention.

We thank you and lock forward to doing business with you.
Regards

Open Windows ~ | User:JulandaK | 12/04/2021 | Version:2.4.0.11 | Example Company

Email Subject and Message

* Subject: Type the subject line for the email. Remember that the
subject is the first information relating to your email, that the Cus-
tomer sees.

* Message: Type the email body text in the message box.

SAVE AND SEND EMAIL QUOTE

* Once you have completed your email, click on Save.
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® - Email Sales Quote :0T0000109 - BPO: Version 2.4.0.11 - Example Company _— (=]
| @ | Home | [Locations  Contract Finance [HR  Inventory  Mai [Projects  Mar Sdes Service Reports  — & X
Delete Save | Back
Attachment q—.~_.
Processing 4 ad

Employee Julanda Kessler -|*

From  sales@co3.co.za

€C  group@informatrix.co.za

To jerry.sneider X, C0.28;3cC0L .C0.78

Attachments :_QT0000109.pdf

Subject  Quotation for Service Deliver - Order No: 80345

Message Dear Mr Sneider,

out Terms and Conditions on the Quote, for your attention.
We thank you and lock forward to doing business with you.

Regards

Open Windows v

Attached please find a Quotation for the Service Delivery as reuested. Please note

| User:lulandak | 12/04/2021 | Version: 2.4.0.11 = Example Company

4

The email will be sent from the server and you will return to the Sales

Quotes listing screen.

MNU.062.005
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