How to Create Standard Quote

Below are the steps in creating a Quote.

1.
2.

Open the Sales | Sales Order menu. If there is no existing record yet, this will open a new Sales Order screen.

If there are existing records, click the New button on the integrated search grid to open a new Sales Order screen. You will notice that some of
the fields, like the Date, Due, Location, Ordered By, Status, and Currency, are already populated by default. You can still change these if
necessary.

. Check the Quote checkbox button.
. Enter the header details.

a. Fill out the the Customer, Date, Location, Bill To, Ship To, Terms, and Currency. These are the required header details.
b. Fill out other header details if needed. Refer to Quote | Field Description | Header Details to help you in filling out the fields.

. Add details on grid. Refer to Quote | Field Description | Grid Details to help you in filling out the fields. Note that UOM is a required detail.

+ Insert Q Open X Remove [EhAdd Recipe ([ GetPrevious Detsis B8 Layout Q@

Item No Description uomMm Ordered Discount Tax Price Total Tax Group
+ 871G 87 Unleaded Gasoline Gallon 1.00 0.00% 0.00 1.850000 1.85
+ 0.00 0.00% 0.00 0.000000 0.00

The grid will also allow you to enter miscellaneous items that do not have an Inventory Item record. You can do this by not selecting an ltem No
and simply entering its Description, Ordered, Price, and other necessary details.

+ Insert @ Open X Remove [3AddRecipe [[] GetPrevious Details BB Layout @

Item No Description uomM Ordered Discount Tax Price Total Tax Group
+ 87G 87 Unleaded Gasoline Gallon 1.00 0.00% 0.00 1.850000 1.85
+ sample misc item 1.00 0.00% 0.00 10.500000 10.50
+ 0.00 0.00% 0.00 0.000000 0.00

. Click Save button. Notice that the Order No field will be filled in with a unique and system generated number.

1 You can skip saving the record if the transaction is to be duplicated or processed to sales order right away since it will be saved
automatically.

Here is a sample Quote record.
Quote - ABC Reseller

New Save Search Delete Undo Print Blend =s Duplicate Recurring Close

[Details | Instructions | Attachments (0) | Auditlog(2) = Comments(0) | Approval (0)

Type Standard ~ | Bill To: ABC Reseller ~ | PO Number: QOrder No: QuU-48

Customer | ABC Reseller ~ | Ship To: ABC Reseller ~ | BOL No Split: v
Date: 6/30/2016 [E QOrdered By: irelyadmin ~ | Status: Pending ~ Salesperson:  Jared Smith ~
Due Date: | 7/30/2016 Ship Via: ups « | Template | Currency: usD |~

Location: | 0001 - Fart Wayne ~ Terms: 5% 5, Net 30 «  Expiration: Comments: | sample Standard Quote v

+ Insert QL Open X Remove [EhAddRecipe (] GetPrevious Details 88 Layout QU

Item No Description uom Ordered Discount Tax Price Total | Tax Group
=] 876G &7 Unleaded Ga. Gallen 1.00 10.00% 0.23 1.850000 1.66 INSST
] sample misc item 1.00 0.00% 0.00 10.500000 10.50
@ 0.00 0.00% 0.00 0.000000 0.00
Bill Ta ltem: Quote: +  Subrtotal 1216
On Hand On Order (PO): Preliminary Shipping 0.00
Caommitted: Back Order: Quote: Tax: 023
Ship To: Price Only Total: 12.39
® Price and Quantity
® @ U B Ready Page 1 oft

. Open the Sales | Sales Order menu. If there is no existing record yet, this will open a new Sales Order screen.
. If there are existing records, click the New button on the integrated search grid to open a new Sales Order screen. You will notice that some of

the fields, like the Date, Due, Location, Ordered By, Status, and Currency, are already populated by default.

. Check the Quote check box button.
. Enter the header details as needed. Refer to Quote | Field Description | Header Details to help you in filling out the fields. Note that the

required details are Customer, Location, Ship To, Bill To, Terms, and Currency.

. Add details on grid. Refer to Quote | Field Description | Grid Details to help you in filling out the fields. Note that UOM is a required detail.

Complete filling in the Item No, UOM, Ordered, Discount, Price, Tax Group, and other fields necessary to ensure they are appropriate for the
customer's order.
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+ Insert @ Open X Remove [EAddRecipe (| GetPreviousDetais B Layout Q@

Item No Description uomMm Ordered Discount Tax Price Total Tax Group
+ 876 87 Unleaded Gasoline Gallon 1.00 0.00% 0.00 1.850000 1.85
+ 0.00 0.00% 0.00 0.000000 0.00

The grid will also allow you to enter miscellaneous items that do not have an Inventory Item record. You can do this by not selecting an Item No
and simply entering its Description, Ordered, Price, and other necessary details.
+ Insert Q Open X Remove [5AddRecipe |[2] GetPrevious Detalls 83 Layout Q

Item No Description uomM Ordered Discount Tax Price Total Tax Group
+ 87G 87 Unleaded Gasoline Gallon 1.00 0.00% 0.00 1.850000 1.85
+ sample misc item 1.00 0.00% 0.00  10.500000 10.50
+ 0.00 0.00% 0.00  0.000000 0.00

6. Click Save button. Notice that the Quote No field will be filled in with a unique and system generated number.

1 You can skip saving the record if the transaction is to be duplicated or processed to sales order right away since it will be saved
automatically.

Here is a sample Quote record.
Quote - ABC Reseller

New Save Search Delete Undo Print P Duplicate  Customer  Close

Detsils | Instructions | Attachments(0) | Auditlog(1) =~ Comments (0)

Type: Standard v | Bill Ta: | ABCReseller v | Ordered By: | irelyadmin v | OrderNe:  Qu-23

Customer: ABC Reseller | Ship To: |ABC Reseller | PO Number: Salesperson: Jared Sr| v | Status: |Pending | v
Date: 04/18/2016 | Due: |05/18/201/F Ship Via: |UPS ~| BOL No split: ~ | Currency: [usD |~
Location: | 0001 - Fort Wayne | Terms: |58 5, Net 30 ~ | Template ~ Comments:  Sample Quote. DUP: QU221 ~

+ Insert Q Open X Remowe [EhAddRecipe [[ GetPreviousDewails 88 Layout Q.

Item No Description UOM | Ordered | Discount Tax Price Total | Tax Group
+ 87G &7 Unleaded Gasoline Gallon 1.00 0.00% 000 1.850000 185
+ sample misc item 1.00 0.00% 0.00 10500000 1050
+ 0.00 0.00% 000  0.000000 0.00
Al »
Bill To: | leem: D2D - Diese Quote: o4 Subtotal 1235
| On Hand On Order (PO): 500 prefiminary Shipping: 0.00
Ship Te: .| Committed, 0.00 Back Order: 0.00| Quote Tax 0.00
. Towl 1235
ndi
@ O U H Ready Page 1 oft

1. Open the Sales | Quotes menu. If there is no existing record yet, this will open a new Quote screen.
2. On the integrated search grid, click the New button to open a new Quote screen. You will notice that some of the fields, like the Date, Due, Locat
ion, Ordered By, Status, and Currency, are already populated by default.

i21 Demo Setup Company(Source)

IRELY ADMIN -
Qu

New Open Refresh Export - Close

B Llaout QA 4 records
Quote Number Customer Name Customer Number Date
Qu-3 e 0001005069 01/20/2016
Qu-2 er 0001005069 01/20/2016
Qu-1 Archer Daniels Midland 0001005008 10/27/2015

3. Enter the header details as needed. Refer to Quote | Field Description | Header Details to help you in filling out the fields. Note that the
required details are Customer, Location, Ship To, Bill To, Terms, and Currency.

4. Add details on grid. Refer to Quote | Field Description | Grid Details to help you in filling out the fields. Note that UOM is a required detail.
Complete filling in the Item No, UOM, Ordered, Discount, Price, Tax Group, and other fields necessary to ensure they are appropriate for the
customer's order.

+ Insert Q, Open X Remove (3} Add Recipe GetPrevious Details B9 Layout  Q

Item No Description UOM | Ordered | Discou. Tax Price Towl | TaxGro.. | Commen
+ 876 87 Unleaded Gasoline Gallon 10000  0.00% 1480  1.850000 185.00 INSST
+ 000 0.00% 000  0.000000 0.00

The grid will also allow you to enter miscellaneous items that do not have an Inventory Item record. You can do this by not selecting an ltem No
and simply entering its Description, Ordered, Price, and other necessary details.

+ Insert QL Open X Remove [} Add Recipe GetPrevious Dewsils 8 Layour QL
Item No Description UOM | Ordered | Discou. Tax Price Total | TaxGro.. | Commen
+ 876 87 Unleaded Gasolin Gallon 100.00 0.00% 1480 1.850000 18500 INSST
+ sample misc item 1.00 0.00% 0.00  10.500000 1050
+ 0.00 0.00% 0.00 0.000000 0.00

5. Click Save button. Notice that the Quote No field will be filled in with a unique and system generated number.
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1 You can skip saving the record if the transaction is to be duplicated or processed to sales order right away since it will be saved
automatically.

Here is a sample Quote record.
Quote - ABC Reseller

New Save Search Delete Undo P = Duplicate Customer Close

Details | Attachments{0) = AuditLog(2) ~Comments (0}

Customer: ABC Reseller ~ | Ship To: | ABC Reseller v | Ordered By: |irelyadmin v | QuoteNo: | QU-4

Date: 01/21/2016 Due: |01/26/201€ Bill Tor ABC Reseller ~ | PO Number: Status: Pending v
Location: 0001 - Fort Wayne ~ | Ship Via: | Truck ~ | BOL No: Currency: | USD | ~ | Split: ~
Salesperson: | Mike Moriarty ~ | Terms: 59 5 Net 30 ~ | Template: ~ | Comments: | Sample Quote. v

+ Inset Q. Open X Remove [GjAddRecipe [% GetPreviousDewis 83 Layour Q

Item No Description uom Ordered Discou. Tax Price Total Tax Gro. Commen
+ 87G 87 Unleaded Gasoline Gallon 100.00 0.00% 14.80 1.850000 185.00 INSST
+ sample misc item 1.00 0.00% 0.00 10.500000 1050
+ 0.00 0.00% 0.00 0.000000 0.00
< | | 3
Bill To +| ltem: Preliminary Subtotal 195.50
46704 Upited ™| OnHand On Order (PO) Quote Shipping; 0.00
Ship To: +| Commited: Back Order. Tax: 14.80
26204 Unied I Total 21030
@ @ 9 K Seved Page 1] of 1

Below are the steps in creating a Quote.

1. Open the Sales | Quotes menu. If there is no existing record yet, this will open a new Quote screen.

2. On the integrated search grid, click the New toolbar button to open a new Quote screen. You will notice that some of the fields, like the Date, Due
, Location, Ordered By, Status, and Currency, are already populated by default.

3. Enter the header details as needed. Refer to Quote | Field Description | Header Details to help you in filling out the fields. Note that the
required details are Customer, Location, Ship To, Bill To, Terms, and Currency.

4. Add details on grid. Refer to Quote | Field Description | Grid Details to help you in filling out the fields. Note that UOM is a required detail.
Complete filling in the Item No, UOM, Ordered, Discount, Price, and other fields necessary to ensure they are appropriate for the customer's order.

@ msert O view (5 Remove ||| Get Previous Details =< Layout~ S | Filter Records (F3

[F]/ Item No Description UOM  Frequen.. Mainten.. StartDate Ordered  Discoun.. Mainten... License Tax Price Total  Comments
+ [ 876 87 Unleaded Gasoline Gallon 10.00 0.00  0.000000  0.000000 130 1850000 18.50
+ = 0.00 0.00  0.000000  0.000000 000  0.000000 0.00

The grid will also allow you to enter miscellaneous items that do not have an Inventory Item record. You can do this by not selecting an Item No
and simply entering its Description, Ordered, Price, and other necessary details.

@ Insert O View (@ Remove |[|:] Get Previous Details = Layout~ P | Filter Re

] Ttem Mo Description = UOM  Mainten.. Frequen.. StartDate Ordered  Discoun.. Mainten.. License Tax Price Total  Comments
+ [ 876 87 Unleaded Gasoline Gallon 10.00 0.00 0.000000  0.000000 130 1.850000 18.50
+ | El sample misc item 5.00 0.00  0.000000  0.000000 0.00  3.160000 1580
+ [ 0.00 0.00  0.000000  0.000000 0.00 0.000000 0.00

5. Click Save button. Notice that the Quote No field will be filled in with a unique and system generated number.

1 You can skip saving the record if the transaction is to be duplicated or processed to sales order right away since it will be saved
automatically.

Here is a sample Quote record.

£ Quote - ABC Reseller 2|[=]x
o u & 2 TREPR
New Save Search Delete Undo Duplicate Customer Close

Details | Attachments | AuditLog

Customer: | 0001005066 | Ship To: |ABC Reseller | Ordered By: |irelyadmin ¥ | Quote No: | QU-5
Date: 01/21/2016 Due: |01/21/2016 [ Bill To:  ABC Reseller ~ | PO Number: |PO#04 Status: Pending '
Location: 0001 - Fort Wayne ~ | Ship Via: | Truck ™ BOL No: BOL#04 Curency: | USD |v Split: i
Salesperson: | 0001005049 ¥ Terms: | Due on Receipt ~ Template: | Comments: | Sample quote. i
@ msert O View (© Remove | [|:] Get Previous Details 5 Layout~ F | Filter Re F3
] itemto Description = UOM  Mainten.. Frequen.. StartDate Ordered  Discoun.. Mainten.. License Tax Price Total  Comments
+|@ e76 87 Unleaded Gascline Gallon 10.00 0.00  0.000000  0.000000 130 1850000 18.50
+ | B sample misc item 5.00 0.00  0.000000  0.000000 000 3.160000 1580
+|E 0.00 0.00  0.000000  0.000000 000 0.000000 0.00
41 ] »
Bill To: ~| Item: Preliminary Quote: [ Subtotal: 34.30
040 Linited States 7| On Hand: ©On Order (PO): Shipping: 0.00
Ship To: ~| Committed: Back Order: Tax: 1.30
- Total: 35.60

6040 United States

@ Dy ) B saved 4 4 | page 1| of1| b bl
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Below are the steps in creating a Quote.

1. Open the Sales | Quotes menu. If there is no existing record yet, this will open a new Quote screen.

2. On the grid search, click the New toolbar button to open a new Quote screen. You will notice that some of the fields, like the Location, Date, Cu
rrency, and Order Status, are already populated by default.
3. Enter the header details as needed. Refer to Quote | Field Description | Header Details to help you in filling out the fields.

the customer's order.
© Inset O View (@) Remove | = Layout ~
[F] | ItemNo Descripticn

Inventory Type

uomM Ordered

Dozen 200

Discoun... Tax

0.00

0.00

Price Total

22.00 44.00

‘Comments

4. Enter the grid details as needed. Complete filling in the Item No, Ordered, Discount, and other fields necessary to ensure they are appropriate for

Stors

The grid will also allow you to enter miscellaneous items that do not have an Inventory Iltem record. You can do this by not selecting an ltem No
and simply entering its Description, Ordered, Discount, and Price. Refer to Quote | Field Description | Grid Details to help you in filling out the

fields.
@ Insert O View @ Remove | 5] Layout - T
[ | ItemNo Description
[T/ Bag Inventory Type
sample miscellaneous item
L]

uoM Orderad

Dozen 2.00

Discoun... Tax

0.00

0.00

Price Total
22.00
55.00

44.00

Comments

Stori

. Click Save button. Notice that the Quote No field will be filled in with a unique and a system generated number. The Customer, Location, Bill
To, Ship To, and Terms are the required details in saving a Sales Order.

1 You can skip saving the record if the transaction is to be duplicated or processed to sales order right away since it will be saved

automatically.

Here is a sample Quote record.
&3 Quote - Home Dealers

V4]

Undo

& 7

Save

s
New Search Delete

Details | Attachments

Customer: Location:

HOMEDEALER ¥ | | 1000-Location A

Bill To: |US ¥ | Ship To: |US

Duplicate Customer

Comments:

This is sample Quote.

@ Inset O View ©) Remove | 2o Layout - T

[ ftemNo
O Bag
O

]

Description

Inventory Type

sample miscellaneous item

2 3

Close

Date:
¥ |06/30/2015

v

Currency:
=] usD

Template:

Salesperson:

Quote Status:

¥ | Pending

JAS

v

-

Ship Via:
Terms:

Due Date:

uom
Dozen

UPS Ground ol
Due 28th of the Mo |¥
07/28/2015 i}

Ordered

Discoun...

Quote No:

~
PO Number:
Ordered By: AGADMIN
BOL No:
Split:
Preliminary 1
Quote?:

Price

22.00

Subtotal:
Shipping:
Tax:
Total:

Page

=P

Total
44.00
55.00

1 of1
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