ATARINN

Quote Manager
Administrator Guide

Guide Version 3.26.052720

[Tarian
1255 Broad Street
Clifton, NJ 07013




Quote Manager Admin Guide

ATARIAN

Table of Contents

1 Introduction to QUOtE MaNAGET ... —————————————— 3
1.1 QUICK Start GUIE.......ccrririnsisissess s 4
1.2 Login t0 QUOLE MANAGET.......ccieeerrrrecsessresess s e sr s sss s s e s s s s e a e 25
1.3 The Quote Manager Admin CONSOIE.........cuurmnsrmnsmmnmsms s 26

2 1 4 T= N 5 (o] 0TI T (T TP 28

3 MANAGE HBMS.....ccececectce et e e e AR R e e 30
B I Vo Lo T T o 31
3.2 Add BUIK EMS.......cecececrrcesrccssessssessssess s sse s s s s s ssesssssss s ssssssssssssssssssssssssssssssnssessnsnensasas 32
IR B L T 4 (=T T 33
3.4 Archive Out-Dated [HEMS..........coveirir s s 34

T o TR T3 Lo 1T 35
e o I T T T o] =T 36
4.2 Edit @ CUSTOMET ..o 39
3N e TNV W T3 (o T T 40

EJ0 L LA To T LT T 41
5.1 Generate @ NeW QUOLE. ... s 43
5.2 Answer Feedback and Process QUOLES.........c.coummmmmmnmmnmmmissssssssssssssssssssssssssssssssssssssssssssssns 54
E I TR 1= A N =T 41T o[- TP 57
5.4 View QUOLE ACHIVILY ...c.ovcrrecrriississsnsiss s 58
5.5 Archive @ QUOLE.........ocruriurisisesisisisssssss s 60

6 Manage QUOte TEMPIALES.........ccccvrururemmsisisrs s 61
6.1 Create a New Quote TeMPIAte.........cocrvrinininrn s 61
6.2 Remove a Quote Template..........coconn s ——————— 65

AR (11T LN 65
7.1 Personal SEttiNgs.........urunmnmmm s —————————— 66
7.2 My COMPANY SEtHNGS....ccecrrrrererersrnrsesesssssss s se s sssse s sss e s s sss e sssssse e s s s sssnsse s s s sesssnsnnnes 68

7.2.1 GeNEral SEttiNgGS.....cccocrrrrereresrsrresss s ss s s a e e n R s 69
7.2.2 Quote APPearanCe SEHtINGS. .....ccurrrrrrrresssreresesssrseseses s sse s ss s e s e sesssssssssesesenens 71
7.2.3 Quote Parity Settings........oururenrrmnmmnmnn s —————————— 74
7.2.4 Quote CUITeNCies SEttNGS.......coovrrmrsmrrsmnmmsmnisssssssss s 76
7.2.5 Configure Email TemPIates.......ccccciiiireiinnincncsninircss st sssse s sessssssssss s sesssessnnns 78
7.2.6 Configure Company SettiNgs.........courrmmmmmmm s —————— 80
7.2.7 Configure TaX RAeS......c.cvvrrnmmminnssss s 82
7.3 Configure INtegrations..........corin s ——————————— 85

0 =T oo o 87
8.1 TOP StAtISTICS...ereuerirrercssrsrreres s e e E e R e s 87
8.2 View Revenue StatiStiCs. ... 89

F oo 4 o T 91

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 2



Quote Manager Admin Guide

“ATARINN

1 Introduction to Quote Manager

+  Quote Manager (QM) is an easy-to-use utility which allows you to quickly generate, send and manage
customer quotes for services rendered.

+  After adding customers, billable items and price rates, QM lets you track submitted quotes, issue reminders,
respond to customer feedback, view sales funnels, create templates and more.

+  Quote Manager is also integrated with Service Desk, so you can create quotes direct from a service desk

ticket.
sdstagingks e .
Quote Manager . Now 08, 2013 114 Bh = L8 icbitabiegyoomal com
== Horme : O, SEARCH Mews Quote, no template -
B Customers
|l| — abc 1,770.00 USD
o Sam, by ke billabée Ot 26, 2018 4:45 PM
L) remind
|_D Templates
u prnter guote 1.770.00UsSD
Repaorts Tarian, by ke billabis Ol 23, 2018 628 P
) rermind
test 123.00 USD
arian, by ke biltabie Oct 22, 2018 £:56 PM
& G resmind
afts !
Quote price 472.00UsD
Sam, by ks hillabia Oct 26 2078 374 P
£ rermind
ServiceDesk: Enquiry for . 0ousD
Saim, by ServiceDesk Oct 29, 2018 1202 PM
3T, Oy iy ﬂ b —
Demo Quote 1,500.00 USD Display: J0caysego T
Dema Quote, by sdstagingke Jun06, ZMBFIEPM
o archive
ServiceDesk: Harvest for 0.00 USD
by Servicalesk jul 12, 2018 1252 PM
B archive
IT Quote 123.00 USD
Dema Quate, by sdstagingke Jun 28, 2018 900 PM
B archive

This guide takes you through the set up and ongoing use of Quote Manager:
+ Introduction to Quote Manager

+  Quick Start Guide
+ Login to the Quote Manager Module
+  Quote Manager Admin Console

+  The Home Screen

« Manage ltems
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« AddaNew Item
+ Edit an Item|outline
«  Archive Out-Dated Items

+  Manage Customers

+ Add a New Customer

«  Edit a Customer

«  Archive a Customer
«  Manage Quotes

«  Generate a New Quote
«  Answer Feedback and Process Quotes
«  Set a Reminder
«  View Quote Activity
+  Archive a Quote
« Manage Quote Templates
+  Create a New Quote Template
«  Remove a Quote Template
+  Settings
«  Configure Profile Settings
«  Configure Quote Settings
«  General Settings
+  Quote Appearance Settings
+  Quote Parity Settings
+  Quote Currencies Settings
»  Configure Email Templates
+  Configure Company Settings
+  Configure Tax Rates
+  Configure Integrations
+ Reports
«  Top Statistics
+ View Revenue Statistics

1.1 Quick Start Guide

This step-by-step guide explains how to start using Quote Manager.
- Step 1-Login to Quote Manager Module
» Step 2 -Add Customer
- Step 3 - Add Billable Items
- Step 4 - Generate and Send a Quote
»  Step 5 - Answer Feedback and Finalize a Quote
+ Step 6 - Create a Quote Template
« Step 7 - View Reports
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Step 1 - Login to the Quote Manager module

Quote Manager is a module of the ITarian management platform. To access the module, first login to ITarian at
https:/lone.comodo.com/

YTARINAN ONC

-1

Great to have you back!

Username

[] remember Me Forgot password?

SIGN IN

Mew here? Create an account

-

" Apple Store b GOOGLE PLAY

«  Enter your login credentials and click 'Login'.

+  Click 'Forgot Password' to reset your password

«  Click 'Create an account' if you do not have an ITarian account
[Tarian will open at the dashboard.

+  Click 'Applications' > 'Quote Manager' to open the application.

«  Click 'Store" if you haven't yet activated Quote Manager. You can install it from the Quote Manager tile.
Step 2 - Add Customers
The next step is to add contacts/companies to whom you want to send quotes.

«  Click 'Customer' on the left and then click '+ New Customer'

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 5
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{5 sdstagingkc

Quote Manager | ..z 2012114040 a L icoilatle@yopmal com
-
=' ‘ -- o — o QSE.L'H:H @
E Quotes Fiker Fersons & Customers Current hd
-—
tams mo Quo
i m Demo Quote @ archive

@ Demo Quote

O archive
m - il Demo Quote, demoguote@yopmal com
[Tarian
B
§ steveit )
e ) B archive
dll [Tarizn faran@ycpmal.com

3m

The screen to add a new contact or company will open:
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« CUSTOMERS SAVE

...OR ADD NEW CUSTOMER

Customer

Email

Customer Info
|+ o0 |

Addresses

_+ro0 |

You can create customers as a 'New Person' or a 'New Company' depending on your requirements. To switch
between the two types, click the ...OR ADD NEW COMPANY/PERSON' link.

Add Customer/Company - Form Fields

First Name Forename of your customer ('New Person' only).

Last Name Surname of your customer ('New Person' only).

Company Name The company to which you want to send a quote.

Email The email address to which the quote will be sent.

Contact Info Click the 'Add' button to add phone number, Skype, website and fax details. You can
add more fields by clicking the '+ Add' button again.

Addresses Click the 'Add' button to add shipping and billing addresses. You can add more fields
by clicking the '+ Add' button again.

+  Click the 'Save' button above the form when you are finished. The customer will be saved and listed in the
'Customer’ screen. Repeat the process to add more contacts/companies.

Tip: For testing purposes, you may want to create a dummy company with your own email address as the
customer email.

Step 3 - Add billable 'ltems'

In QM, the goods and services for which you want to generate quotes are called 'ltems'. In order to send quotes, you
first have to add at least one 'ltem' to QM. Once created, items can be used in multiple quotes.

«  Click 'ltems' on the left then click the '+ New Item' button

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 7
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sdstagingke ~ f kehdlable@yopmail.com
Quote Manager . Nov 01, 2088 044 Al AR o @yopmail
1 '
=
no
' fterns Filter Current v
Q) oo
m Renar Software Quote Soft 1,500.00 USD
MNew Quate tem - o B archive
IT pro Lard 123.00 USD
Tariar : B archive
ItemSD Service 150.00 USD
T 0 archive
Printer Hard 1,500.00 USD
Ho ' B archive
Printer ink Hardwars 200.00 UsD
Catrigge e A =rchive
2 7 intotal

The item details screen will be displayed. Please complete as many fields as you can as the information recorded
here will be visible to your customer in the quote.

« ITEMS

SAVE

% VAT 2% 7

Hardware -

Add Item - Form Fields

[tem Code

The unique key identifier of the product. This can be an internal product ID, product
code, version number, serial number or part number.

Product or Service Name

The official label of the item

ltem description

Brief summary of the product or service.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 8
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ltem Cost Price for the product or service. The default currency is USD.
Tax Set the tax you wish to add. You can change or add new tax rates by clicking your

user-name then 'Settings' > 'Tax Rates'

‘ @billable@y@p@
Lt

Settings

- I Log Out r\ib I

+  Click 'Tax Rates' under 'My Company Settings'.

- Edit the currently listed tax rates or click the 'Add' button to add new rates

«  Click 'Save' to apply your changes. The new or edited tax rate will be
available from the drop-down when creating a new item.

Type to search Unit of The unit of measurement you would like to assign to the item. For example,

Measurement « Ifyouritem is 'Bottle of Black Ink Jet Printer Fluid', you could enter 'ml' as the

measurement unit.

+ Ifyouritemis '16 GB Corsair RAM', you could enter 'GB' as the unit.

Category Placing an item into a category allows you to create a more organized product catalog.
It helps you identify the type of product/service you purchase. Categories are also
shown in the quotes themselves, allowing you to provide your customers with a
professional-looking break-down of the charges you are making.

The available categories are:

«  Hardware
. Software
«  Service

+  Click the 'SAVE' button above the form to add your new item. The new product or service will be listed in the
'ltems' screen. Repeat the process to add more items.

Step 4 - Generate and Send a Quote

Now that you have created your products ('ltems') and your customers, you can create and send a quote.

Note - this step explains how to create a basic quote from scratch. You can also create time-saving templates which
can be selected in the 'New Quote' screen.

The new quote can be configured and executed in four steps:

+  Quote setup
- Additems
- Additional information

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 9
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+  Summary
Step 1 - Quote setup

The setup stage has two areas:

+  Quote setup
«  Private note

« QUOTES

Quote setup
*To Type = =
*Subject
Expires cn Jan 21, 2019 8
Style MyStyle -

Private notes

Hote
heading

Mote text

+ ADD ONE MORE MOTE

-
Quote Setup - Description Form Fields

Quote setup - Specify the quote recipient and configure basic quote details.

*To Select a recipient that you added in Step 2 - Add Customers. Enter a customer or
company name in part or full. Matching contacts will be displayed for you to select.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 10
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The quote will be sent to the email address you have on record for the customer.

*Subject The subject line of the quote email.
Expires on The date up to which the quote is valid.
«  Thisis set at 30 days in the future by default. Click the calendar icon to
change the expiry date
+  To change the default date, click your user-name then 'Settings' > '‘Quote
Default Settings'
Style Select the appearance of the quote.

« My Style'is selected by default

«  To change the default quote style or add new styles, click your user-name
then 'Settings' > 'Quote Appearance'. You can upload your company logo,
change font/header/link styles and more. You can save multiple quote styles

Style Deer Company @

Coyote_prefered

For Dithers Company

Deer Company

»  Once saved, new styles will be available for selection in the 'Style' drop-down
of the 'New Quote' form

Private notes - Add comments for your reference and internal communication. These notes will not be shown in
the quote sent to the customer.

Note heading Title related to your note.

Note text Brief information of the internal note. To add additional notes for the quote, click the
'ADD ONE MORE NOTE' button:

+ ADD ONE MORE NOTE

Fields marked as * are mandatory.

+  Click 'Next' to proceed into the next step
Step 2 - Add items

The 'Add items' stage allows you to add fields which is available in the customer quote page.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 1
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« QUOTES

O, @ : :

Quote setup Add items Additional information Summary

Add items

Currency  USD$ -

Search itemn in Hardware Type code, name or description of 4+ ADD MEW ITEM

CODE  NAME DESCRIPTION PRICE QUANTITY  UNIT OF RATE %  [TEMTOTAL
MEASUREMENT
To add existing item use search box above

or Add new item

Previous

«  Specify the currency which you want to use in the quote. All items added to the quote will be charged in the
selected currency. You can specify the billed items parity directly affect a cost and whether the currency
symbol or the currency name will be shown in the quote. See Quote Currencies Settings and Quote
Parity Settings for more details.

- Toadd products to the quote, choose the category into which your item fits then start searching the item in
the text box as follow in search item explanation in the Creating a New Quote Template section.

+ Ifyou wish to add a brand new item instead (one that does not exist in Quote manager), click the 'ADD
NEW ITEM' button and follow the guidance in Step 3 - Add Items.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 12
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+  Repeat the process to add more items

+  Toremove an item click ‘X" at the right of the ltem name
Tore-order the items in the list use the 'Up' and 'Down’ arrows at the right end of the item details

+  After creating the item, QM will return you to the 'Add items' interface with the new item added.
+  Enter the discount that can be applied to the item price in the '‘Quote discount' field.
Once the item has been added, basic details will be auto-completed from database records:
«  Code, name and description will auto-complete with the defaults on record for the item.
+  You can modify 'Price’, 'Quantity’, '‘Unit Of Measurement', 'Tax' and 'Quote discount' on the quote.

«  Set a client discount (optional). Allows you to encourage further purchases by entering a % discount on the
total price.

«  Click '+ Add New Item' to add more products and services to the quote.

+  The total value for all items, including tax, is displayed on the lower-right of the form.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 13
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« QUOTES

® @ : :

Quote setup Add items Additional information Summary

Add items

Currency  USD$§ hd

Hardware m Software
Search item in Service Type code, name or description of ¢ + ADD NEW ITEM

CODE NAME DESCRIPTION PRICE QUANTITY  UNIT OF RATE, ITEM TOTAL
MEASUREMENT %

Office
furniture,
Office table Office furniture . . ) -
furniture  ligth-gray transportation = B0= — S 2,320.00 ><
(40) chair
blue (40)
White plastic = = . hd
Board bomrg : 2 5 Unit Vo 30.00 . X
Quote discount, % 0.02 =
Sub-total $2,350.00
Discount 5047
Pre Tax Total $234953
Tax 5$46.99
Grand Total including tax $ 2396.52
«  Click 'Next'

Step 3 - Additional Information

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 14
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The 'Additional Information' step allows you to define whether your image signature and contact details such as
phone, email, website and heading and / or footer will be displayed in the quote page.

| = |
h"
I
| ma
h"

B

Additional information

m Signature

Tuticorin

Contacts details Sefect all

Phone axamole +91-123456789
ﬂ E-rnail sdstagingkc@yopmail.oom

Wiebsite i wERETE

Header Quotes for Tuti

Footer Tuticarin Pyt Ltd

«  Click 'Next' to continue
Step 4 - Summary
The summary step allows you to review the quote and take the following actions:

- Save quote as draft - Store the quote for later. The quote will be shown in the quote list with a status of
‘Draft' until you send it.

«  Send - Immediately forward the quote to the customer. The quote status will change to 'Published'. See
below for more information on what happens next.

«  Previous - Click if you want to update any of the information you have entered so far.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 15
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[ ST

Review

Quota for Printers

Quates for Tuti / )
Quote Nurmiber
HARDWARE !
For
Priner USD 1,300.00 —
x1 GHZ
To
i usD 1,500.00 Tuicotin Sam
Created
Oer 26, 2018
- 11:33 M
Expires
Services UED 125.00 Jan 24, 2019
x1 Hours 1M
T services UsD 125.00 From
e billable
Email
Sub-total USD 1.625.00 sdstagingke@yopmail com
Pre Tax Total USD 1,625.00
Tax UsSD 292.50
Grand Total including tax UsSD 1917.50
Tuti ‘
Tuticorin Pyt Ltd

fy DOWNLOAD POF

| Previous ‘

«  To send the quote from QM, click the 'Send' button. The quote 'Status' will change to 'Published'

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 16
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E il -
f\\/ sdstagingkc e kebillable@yopmail com
Quote Manager | 232018103 8m oA <

£ 3 1 tota

B Lome .
E Quotes Filter = Cument & Archived =
B cuone
N—

Office Furniture Delivery Quote Requast  dmft 2,396.52 USD
i e The Mosaic Company, by Goyote Wik Feb 10, 2017 12:40 PM

L1 remind

I_D Templates

Customers will receive a notification email which contains a link to a web-page containing your quote.
Customers can provide feedback or accept/reject your quote on this page. Your quote is securely hosted on
https://quote.comodo.com. See Step 5 for more details on quote finalization.

+  You can set reminders per quote from main 'Quotes’ interface.
+  Click 'Quote Manager', then click any quote in the list.

«  Click 'Download PDF' on the details screen if you want to print/archive the quote, or if you wish to send
it to the contact manually.

+  Click 'Show Quote Activity' to show an itemized history of events pertaining to the quote

~ HIDE QUOTE ACTIVITY

Feb 08, 2017 3:17 PM Quote rejected by Coyote Wile
Feb 08, 2017 3:15 PM Quote published by Coyote Wile

Feb 08, 2017 2:50 PM Quote created by Coyote Wile

- The menu (top right) contains additional actions which allow you to edit the quote, preview it as a
customer, convert the quote to a template or to withdraw the quote:

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 17


https://quote.comodo.com/

Quote Manager Admin Guide

“ATARINN

MORE ACTIONS
Edit
Preview as customer

Make template

Accept
Reject

Withdraw

+  All feedback from your customer regarding the quote will also be stored on the quote detail screen.
Please see step 5 for more details on this.

Step 5 - Answer Feedback and Finalize a Quote

Each quote email contains a link to your quote:

New quote: abc

From: staging-noreply@clcommunication.com
Date: 2018-10-26 17:15 Encoding: | English -

New Quote Created
Hi Tuticorin Sam, sdstagingkc has prepared a quote for you

You can review and discuss or accept the quote by clicking this link:
https://staging.quote.comodo.com/guotefeedback/#/75415480-d910-11e8-8ba5-
29b426c7219b

Sincerely yours, kc billable ,
sdstagingkc

Copyright © 2018 - All rights reserved.

Atter clicking the link, your quote will open in a web browser and allow your client to post queries and/or accept/reject
the quote.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 18
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Quotes for Tuti
Juot=
HARDWARE Humbex
e
Printer USD 1,500.00 For
x1 BHT S
Hp UsD 1,500.00 Ta
Tuticorin
Sam
Created
SERVICE Oct 26,
2018
11:28 AM
Sarvices ush 125.00
x1 Hours Expires
Jan 24,
e 2019
ljSarioes usD 125.00
1227 PM
From
ke billable
Sub-total UsD 1.625.00
5 Email
Tax USD 23250

sdstagingkofyopmail.com
Grand Tatal incleding tax uUsD 1,917.50

Tuticorin

Tuticorin Pvt Ltd

| § DOWNLOAD PDF

Feedback

D ‘Yes, | agree to accept this quote

The quote details screen will be updated with all feedback and responses from your customer. To view:
+  Open the 'Quotes' section of QM
+  Select your quote from the list

Red numbers above the mail icon also indicate that there are responses pending your review. All feedback is
displayed inline in the quote itself, along with controls which allow you to answer or dismiss the feedback:

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 19
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ServiceDesk Ticket Link

ServiceDesk Motes

Send a quote for transend 8gb pendrive
Feedback

Oxford MM Apr 04, 2016 10:52 AM
This is above our budget. Can you consider providing some discount?

DISMISS - NO NEED TO ANSWER

~ SHOW QUOTE ACTIVITY

+  Click 'Answer' to post your reply to the contact/company.

Quote status will change to 'Accepted' or 'Rejected' according to your customers response. This status will be
displayed in the 'Quotes' screen and the 'Home' screen:

(% | sdstagingke

Quote Manager | ..z 2012114040 A &} icoilatle@yopmai com
| [ T—
=l Search cusiomer of perse o SEARCH
E Quotes Filter Fersons & Customers Current -
-—
e ' O3By
lll tems m Demo Quote g archive
0 rerone S
¥ WO
[ ] . E'"I'.O.._.,LI.., L o archive
m N s Demo Quote, demogquote@yopmal com
rian
m [Taria @ srchive
@ stevei e
A (Tarian taran@yopmal.com ) archive

i
B

Once a quote has been accepted, you may begin the process of executing the order in coordination with your
vendors.
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Step 6 - Create a Quote Template

You can save time when producing quotes by creating re-usable templates which address single or multiple items.
This makes it easy to generate quotes for your most popular items or item sets. Once you have chosen a quote
template, you can customize it for specific customers by modifying quantities, prices, taxes and item composition.

+  Click 'Templates' then click the '+ New Template' button:

[ ~ kepillacle@ j
Quote Manager |~ ccios 205 1038m E A A E T e

| r——.
=" - et @

B Contacts Pendrives
s

Printer and Paper B delet=
Ll o

Printer, Mouse and Pendrive

ﬂ Bammrbe B celete

Printer and Pendrive

B celete

B delete

The add new template screen will be displayed:

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 21
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« TEMPLATES

Title Title of the template..
Style Deer Company -

Header

Footer

gel-lce S:Ift-ale

Search item in Hardware ype code, name or description of a

CODE  NAME DESCRIPTION PRICE QUANTITY  UNIT OF RATE, % ITEM TOTAL
MEASUREMENT

« Title - Create a name for the template

- Style -The appearance of the quote. By default, 'MyStyle' will be selected. All styles that you create will be
available from the 'Style' drop-down.

1
! @billable@}@p@

Settings

- I Log Out % I

+  To change the default style or to add new styles, click your user-name then 'Settings' > '‘Quote
Appearance'

+  You can upload your logo, change fonts, background colors, heading style and more. Click 'Set as
default' if you want this to be your go-to style when generating a new quote. Click 'Save' to apply your
changes.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 22
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« Header - Enter the page header to be displayed in the quote page
«  Footer - Enter the page footer to be displayed in the quote

« Add Item from category - To add an items to the template, choose the product category then start typing
an item code, name or description in the 'Search item in' field then select the item from the auto-generated
suggestions.

«  The total value of all items in the template will be displayed at bottom-right.

« TEMPLATES SAVE

Title Printer and Pendrive
Style The Mosaic company_new -

Header The Mosaic Company

Footer Printer and pendrive for Mosaic company

e m et

Search item in Service ype code, name or description of an exis

CODE NAME DESCRIPTION PRICE QUANTITY UNIT OF RATE, % ITEM TOTAL
MEASUREMENT
Office
fumniture,
Office tzble Office furniture . N . -
furniture  ligth-gray transportation 298 405 Unit VAT = 1‘1 60.00 a ><
(40) chair
blue (40)
Sub-total usD 1,160.00
Tax UsD 23.20
Total including tax UsD 1183.20

«  Click the 'SAVE' button to save your template.
To use your template:
+  Click 'Quotes' in the left-hand menu of the QM interface.
+  First select your template from the templates drop-down at the top-center of the interface.
+  Then click the '+ NEW QUOTE' button.

Your template can now be tailored to generate customer-specific quotes as explained in Step 4 - Generate and
Send a Quote.
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Tip: You can also create a template from an existing quote. To do this, click on a quote in the main 'Quotes' interface
to open its detail page, click the menu icon at top-right then select 'Make template”:

MORE ACTIONS
Edit

Preview as customer

Make template

Withdraw

Step 7 - View Reports
« The 'Reports' screen contains statistics and charts about quote statuses, sales and revenue.

«  All'revenue and sales data in the dashboard is derived from the value and acceptance status of your QM
generated quotes.

+  Click 'Reports' on the left, to open the dashboard

¥ sdstagingke - )
| = kctillable@yopmail com
Quote Manager | = cciosamsiniem - g

= .

=. Home TOP STATETICS REVENUE STATISTICS
E Quoles

B Contacls

I.I tams

From 1 monthags -

Top 5 salesmen Sales runnel

[_D Templates
M Revots

Top 5 accepted guotes

Quote for printers 170.33 UsSD
Sharp Solutions Put Lid, by Co...  Jul 04, 2016 122

«  Top Statistics - Displays total revenue generated by top 5 accepted quotes, lists the top 5 quotes by value
and shows a funnel of the value of all generated quotes according to their life-cycle status.
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+  Revenue Statistics - Displays monthly, cumulative monthly and average monthly revenues. This section
also shows the average time to close a quote.

Tip: To make the sales funnel more accurate, you may want to 'Withdraw' any test or otherwise unwanted quotes
that have 'Draft' or 'Published' status. To do this, click on a quote in the main 'Quotes' interface to open its detail
page, click menu at top-right then select 'Withdraw":

1.2 Login to Quote Manager

Login to Quote Manager with your user name and password at https://one.comodo.com/app/login

YTARINAN ONC

E-00 T

Great to have you back!

U=ername
Password

] Remember Me Forgot password?

SIGN IN

Mew here? Create an account

‘ Apple Store 5 GOOGLE PLAY

The ITarian dashboard will open.
+  Click 'Applications' > 'Quote Manager' to open the application.

+  Click 'Store" if you haven't yet activated Quote Manager. You can install it from the Quote Manager tile:
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Store

Acrans

Quote Manager Acceptance

¥ | have read and agree the End End User License/Service Agreement .

+  Click 'OK" after agreeing to the end user license agreement

+  The application will be activated and you will see the following notification:

Application activation is completed
successfully. Your portal will be ready
in a few minutes. Please check it
under "Applications’ menu later.

«  Click 'OK' to close the alert

After activation, you can find 'Quote Manager' under 'Applications' on the menu bar.

1.3 The Quote Manager Admin Console

The admin console is an easy to use interface which lets you:
+ Add billable items and customers
+  Create and send quotes

+  View and respond to customer feedback
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«  Track the overall progress of your quotes

«  Archive quotes and more.

MSP companyname and | [Main icon alerts you | |Notification icon Clicking on your
Logo. You can upload the| |on receipt of alerts you on the username displays
logo to be displayed on responses from reminders set by options for opening
the interafce and the customers and vou and view them.| | the Settings screen
quote mails sent to allows you to view and logout from QM.
customers from the their details.

'Settings’ screen.

L - I\

¥ sdstagingke -
Quote Manager :\ R A | | Ly colissie@yopmailcom
-
=. Home T, BEARCH Mew Quote, no termplabe - m
m Printer Purchase Quote Request 91.79USD @g
. resring t }
rD Te
m Inatallation Windows 05 26515 USD
o P i e Q-ﬂ'—!:ﬂrf
_T Ar Conditioning Quote Request 510,00 USD
Left Side Pane e b oo e Feb 08, 2017 12:41 AM
[ remind
allows you to
access differe NtskrvicaDesk My Moritor is Blinking 0.00 USD g
configuration |7 O AT i
screens of the _
QM console . | |
Apply Office Furmniture 2671 87 USD T ry .
o Wcsic Comgany, by Copota ¥ Fair ”n.,:._zl-ﬁ-
ServiceDesk Quote for Printer 37.73 USD i=play: silow -
. - S o ”‘n‘amr‘:‘w

i

The Main Configuration Area allows you to view the list of quotes
and process them, and items, add customer contacts, generate
gquote email templates, generate reports and ete_,depending on the
configuration area chosen from the left pane.

Navigation
The drop down menu allows you to navigate to each major area of the interface:

+  Home - Contains a graphical summary of quote activity and status. See The Home Screen for more
details.

+  Quotes - Allows you to create, edit and manage customer quotes. See Manage Quotes for more details.

«  Customers - Allows you to add contacts for whom you wish to create quotes. See Manage Customers for
more details.

« ltems - Allows you to add and manage billable items and item pricing. Billable items can be re-used in
multiple quotes. See Manage Items for more details.
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«  Templates - Allows you to add and manage quote templates per customer. See Manage Quote Templates
for more details.

+ Reports - Allows you to generate reports on quotes generated, forwarded to customers, accepted, rejected
and so on. See Reports for more details.

Configuration Options

+  Click the gear icon at top-right:

% coyoteewile@yahoo.com

Settings
Log Qut

«  Settings - Configure profile settings, company settings and integrations. See Configure Quote Settings
for more details.

+  Log Out - Logout of Quote Manager.

2 The Home Screen

The 'Home'" screen is displayed by default whenever you open the Quote Manager module.

sdstagnghkc

Quale Manager . [——————— = '.' t Lo b
- "

r— test 122000 UEDx
e Masen, by ko 2debiz DoL2L 2B RN K
P o rermnet

Dema Quote 1,500.00 U
(ke ool by st g 2 v
ServiceDesk Harvest for Windows is hers! 000 UsD
1y Service Dank 12, 2618 7222 KM
| it

IT G 13200 U
u 3 oty x ....ﬂ.".:.-r.r

The left pane of the 'Home' screen displays the list generated quotes as tiles, under the following categories:

+  Awaiting Customer Response -The quotes that are forwarded to the customer and yet to be replied by the
customer

- Drafts -The quotes that are prepared but yet to be forwarded to the customer. Quotes that are created from
the service desk tickets are also displayed under Drafts. The administrator can review the draft quotes, edit
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them and forward to the customer, once it is completed.

«  Accepted -The quotes that are accepted by the customer. The administrator can archive the accepted
quotes, after completing the delivery processing with the vendor.

+ Rejected -The quotes that were rejected by the customer.

An example is shown below:

Installation Windows OS 265.15 USD
The Maosaic Company, by Coyote .. Feb 09, 2017 12:00 .
£1 remind

+  Clicking on a quote allows you to view the details of the quote and process it. See Manage Quotes for
more details.

«  The shortcut at bottom right allows you to set reminders for draft quotes and quotes that are awaiting
customer response and to archive accepted and rejected quotes.

You can set reminders for you to attend to the quote at a specified time. On the specified time, the number
beside the notification icon will be incremented and on clicking the icon, it displays the reminder message.

To set a reminder
+  Click the bell icon at the bottom right of the tile

nitor is Blinking 0.00 USD
Jan 06, 2017 7:38 AM
£l remind

G Feb 06,2017 11 : 36

e

" B « SET CANCEL

«  Set the date and time for the reminder to be shown by clicking the calendar icon and selecting the
date and entering the time in HH:MM fields.

«  Enter the text to be displayed as reminder
«  Click 'SET".
The reminder will be added and an alert will be displayed on the set time.
«  The mail icon indicates you have a response from the customer. See Manage Quotes for more details.
The right of the home screen shows a summary of processed quotes with their monetary values.

- The 'Display' drop-down lets you filter how much data is shown in the graphs:
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Display: 30 days ago (‘3

l
60 days ago
90 days ago

3 Manage ltems

«  Click 'ltems" in the left-hand navigation to open this interface

+ 'ltems' are the products and services for which you will quote prices to your customers
«  Theitems interface lets you add products to the inventory and manage them

«  Eachitemis identified by an 'ltem Code' number, name and description

« You can specify a tax rate for each item in the quote

+ ltems that are outdated can be archived. Archived items can be reinstated to the current list at anytime

=

sdstagingke ~ kebillable i
Qing @yopmail.com
Quote Manager Oct 23, 2018 12:36 PM B ‘ *

[T -
1 | Home Search item by name. code or description @, SEARCH

2 MPORT

—— 2 EXPORT
e S .

[I_] Templates
m Reports Soﬂware_Ouole Software 1,500.00 US_D
New Quote itemn g archive
IT pro Hardwa. 123.00 USD
ITarian B archive
ItemSD e 150.00 USD
serviee [ archive

« n ) ow 3 in total

Searching and Filtering options:

+  To search for a specific item, enter the code, name or description in part or full, as search criteria in the
Search field and click the magnifier icon. To remove the filter, click X" at the right of the search field.

+  Tofilter the items based on their availability, choose the option from the 'Filter' drop-down. The available
options are:

«  Current - Displays only those items that are currently available
«  Archived - Displays out-dated items, that are added to archive
«  Current and Archived - Displays both currently available and archived items
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Following sections explain more about:
- Add aNew ltem
« Add Bulk ltems
+ Editan ltem
+  Archive Out-Dated Items

3.1 Add a New Item

+ You can add billable products or services to Quote Manager along with their price, item code, a short
description and associated tax rate.

+  Once created, you can add items to a quote by entering the product name or code.
To add a new item

+  Click 'ltems"in the left menu

+  Click "+ NEW ITEM'

« [ITEMS SAVE

3 \MPORT
]

VAT 2% - Hardware -

Ll

On the new item form, please enter:

+ Item Code - Enter your product's unique identifier. This can be a universal product code, serial number,
RFID code or any other string your company wants to use to identify individual products. The field
accepts alpha-numeric characters.

+  Product or Service Name - Enter a label for the product or service
+  Item description - Create a short overview of the item
+ Item Cost - Enter the pre-tax price of the item

«  Default rate - Choose the tax rate which applies to the item. Tax rates can be specified in the settings
interface. See 'Configuring Tax Rates' for more details.
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«  Category - Choose the product area into which your item fits. Billed items are organized according to
category on your quotes. Available categories are: Software, Hardware, Service

+  Type to search Unit Measurement - For example, mm, gb, ml, inches, hours, unit. This unit of
measurement will be added to the database and will be available for selection when you create future
items.

+  Click 'Save'.
The item will be added to QM and can be included in any future quotes.

«  Repeat the process to add more items.

3.2  Add Bulk Items

+  The bulk item feature lets you import multiple product items into QM from a .csv file.

+  You can also export all existing items to a .csv file.

~

sdstagingke ~ kebillable i
L @yopmail.com
Quote Manager Oct 23, 2018 12:36 PM Eon x
] A
=. Home Search itern by name, code or description 4, SEARCH @
E Quotes

2 |MPORT
2 EXPORT

Filter - ’

[_EI Templates
m Reports Soﬂware_Ouote Software 1,500.00 USD
New Quote item &3 archive
IT pro Hardwa.. 123.00 USD
[Tarian B archive
ItemsD Senvice 150.00 USD
3 archive
£ n PR 3 in total
Import ltems

«  Click the button, at the top right of the interface.

«  Imported .csv files must have the following headers:
+  Code
+  Name
+  Description

« Cost
+ Rate
+  Category

+  Unit Of Measurement
« If your organization already has a spreadsheet which contains this product information, then you may be
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able to work with it to create a document suitable for import.

«  Save a copy of your original document

+  Delete the columns that you don't need for the import

+  Rename column headers to match those listed above

- Rearrange the columns to match the order listed above
+  Save the file in .csv format

The image below shows an example .csv file:

A | g T -
| 1 |Code Mama Descrption
| 2 |Office fumitura Offfice fumiture, table both-gray (40) chair blue (40) Ofice fumiture transpartation
ER 1 Windows 0S5 Software Purchase, S0 Server 2005 Standart Edition English MWL (x1)
4 | 2 Database and Application Sarvers Hardware Leasing, 1CPU DUO CORE, 4GB RAM, 3 X GH, p yrs wamanty (RAID 5) (x2)
| 5 | 3|Canon PLOMA MG3I520 Wireless Inkjet All-in-One BThe PIXMA MG3520 Wireless Inkjet Photo Allin-One delivers excellent quality and comv ¢
] 10 Brather MFC-J5520dw Printer - Copier - Scanner - Finkjet all in one with duplex printing provides low cost printing, fast print speeds, up to X
3 4D Microsoft Wireless Touch Mouse 2KJ-00001 Modek Microsoft Wireless Touch Mouse wiBlueTrack Technology & Mano Transceiver (Black)
| B | 2Transend Pen Drive 4 GB USH Pen Drive of 4 GB capacity
| 9 | 110 Transcend 458 DDR3 1333 MHz Desktop Memory Transcend 4GB DDR3 1333 MHz Desktop Memory
1D | 112 Ink Cartridge 4 X 25mi Bottle Black Color Ink Jet Cartndge Refill Kit for HP Canon Printer |
| 11 |usB o1 Transend 8 GB Pendrve LSE Pendrve of 8 GB capacity - Transgnd Brand
12 | 100 Kingston KVR 4GB DDR3 Deskiop Memory Kingston KVR 4GB DDR3 1600 KVR16M1158/4 PC3-12800 CL11 240-Pin DIMM Deslu
13 15 THPL Platinum Xerox Paper - A4 B0 GSM_ 500 SkA4 Printing papers from THPL (TOGSM) - 500 sheets pack
14 [CESM Comado Endpoint Securty Manager Basic Edition Comedo Endpaint Secunty Manager Basic Edition - 1 year'10 Endpoints
15 |[CASC Camady Internet Secunty - Complate Comadn Internet Secunty - Complate  JPCs/1 year subscnplion
| 16 | 111 Prnter Ink 400ml Prermium refill ink kit for HP Canon Lexmark Dell Brother Epson pranter
| 17 [CESM SETUP CESM Setup - 10 Setting up CESM on mini networks (Max 10 endpoints)
| 18 |VPCS13CGX Laptop Sony Vao
| 19 | 1HF Laserlet 1020 Plus Prnter Baodywidth dsmensions 3707209 242mm, compact, contourad sloping top. Easy to usa &
| 1 | 450 Samsung 217 monitor LED Monitor
G 0N — 0 | 'l

+  Click 'IMPORT". The products in the .csv will be added to the 'ltems" interface.
Export ltems

This feature exports a .csv list of all items added to QM. The exported file includes the item code, product name,
description, cost, and tax rate.

To export items:

+  Click the button, at the top right of the interface.

«  The number of items present in the 'ltems" interface will be downloaded.

3.3 Edit an ltem

You can view and edit any item in the 'ltems’ interface.
+  Click 'ltems" in the left-hand menu

+  Click the name of the item you want to edit

Tip: Use the search options to find specific items
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The item's detail screen will open:

« [TEMS SAVE

001 Windows 0S

Software Purchase, SOL Server 2005 Standard Edition English MVL (x1)

260 5 VAT 2% - Software -

Unit

The edit interface is the same as the add new item interface. See adding an item if you need help with this.
+  Change the details as required and click 'Save'
If the item is outdated, you can archive the details from the options at the top right

+  Toarchive the item, click the menu button at the top right and choose Archive from the options.

3.4 Archive Out-Dated ltems

«  ltems which are no longer required can be archived.
+  Archived items are hidden by default and are not available to add to a quote.
+  You can reintroduce archived items to the live list if required.
To archive an item
+  Click 'ltems' on the left to view your list of items
+  Locate the item you wish to archive. Use the search feature if required.

«  Click the 'Archive' icon at the end of the item row:

WHCTOSO0IT WWIreless 1ouchn Mouse wiolue Irack 1ecnnology o« Nand Iransceiver (black) K4 archive
Kingston KVR 4GB DDR3 Desktop Memory 22.49 D
Kingston KVR 4GB DDR3 1600 KVR16N1158/4 PC3-12800 CL11 240-Pin DIMM Desktop Me... @
Transrend AGR NNR2 1332 MH7?7 Deskton Memory 24 a9 1 ISD

To view archived items
+  Click 'ltems' on the left to view your list of items

+  Click the 'Filter' drop-down and select 'Archived":
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Search item by name, code or description... Q, SEARCH + NEW ITEM
A |MPORT
2 EXPORT

Filter  Archived -

Comodo Internet Security - Complete

moda Internet Security - Complete 3PCs/1

Hardware

3 year subscription

Transend Pen Drive 4 GB 8.99 USD

«  Click the 'unarchive' icon if you want to re-instate the item

4 Manage Customers

+  Click 'Customers' on the left to open this interface
You can create two types of customers in Quote Manager:
«  Companies - Organizations with whom you do business.

«  Customers you have to added to ITarian are automatically added to Quote Manager as companies.

«  Company contact details are also imported. You can add new details or edit existing details of these
companies. See Edit a Customer for help with this.

+  You also have the option to add new companies specifically in QM.

+  Persons - Private individuals, or employees who work for a client company. You can generate quotes for a
person in the same way as you would for a company.

After generating a quote for a customer, they will receive an email which contains a link to a hosted version of the
quote.

+  You can archive individuals and client companies with whom you no longer do business.

«  Archived customers are not available for selection when creating a quote. Customers can be brought out of
archive and back into the list of active customer at any time.
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Quote Manager % Oct 23, 2018 2:07 PM = ‘ *
WS Home
ull Search customer or person 4, SEARCH
E Quotes Filter  Persons & Customers v Current -
B Customers
i ems m Demo Quote £ archive
rEI Templates
@ Demo Quote g archive
e
m o dl Demo Quote, demogquote@yopmail.com
m [Tarian S
Ve
@ steveit
archive
dl [Tzrian, itarizn@yopmail.com o !
E sm £ archive

2 7 in total

The customer list shows all existing customers you have added to QM. Click ' + New Customer ' to add a new
company or person to the list.

+  Use the search box to find a specific person or company. To remove the filter, click "X at the right of the
search field.

+  Use the filter drop-down to sort customers by type (‘Persons', '‘Companies' or 'Persons and Companies')
« You can further filter by contact availability:

+  Current - Individuals and companies which are enabled and to whom you can send quotes
+ Archived - Individuals and companies which are disabled and to whom you cannot send quotes
«  Current and Archived - Shows all individuals and companies.

See the following sections for more help:

« Add a New Customer
- Edit a Customer

« Archive a Customer

4.1 Add a New Customer

You can specify name, company, phone, email, billing and shipping addresses in the contact details form for a new
customer.

To add a new customer
«  Click 'Customers' > 'New Customer'
+  This will open the 'Add new private customer' interface.

+  Click"...or add a new customer' to add a company instead.
«  Enter the details of the company/person you want to add:
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=1 orme g 4, SEARCH

Ouctes - -
E Aok Filter  Persons & Customers =

« CUSTOMERS SAVE

-OR ADD NEW CUSTOMER

Customer

Add a Customer - Form Parameter

Form element Description
First Name and Last These fields are available only for person. Enter the first name and last name of the
Name private customer.
Company «  Person - Name of the company to which the person belongs.

«  Company - Name of the company

Email - Person - Email address of the individual contact.

«  Company - Email address of the contact person in the company

Customer Info Add fields to store additional data above the customer. For example, phone number,
FAX number, website, Skype ID etc.

To add a field
«  Click 'ADD'

+  Choose the field from the drop-down.
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Contact Info

- Enter the detail

Customer Info

Phone -

&=

«  Click 'ADD" and repeat the process to add more fields

«  Toremove a field click 'X" at the right of it

Addresses Enter the billing and shipment address of the customer.
To add an address
«  Click 'ADD'

+  Choose the address type from the drop-down.

Addresses

Shipment ad@

Shipment address
Billing address

«  Enter the address for the chosen address type

Addresses

Shipment add +

+ ADD
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+  To add more address types and addresses, click '"ADD' and repeat the
process

«  Toremove an address click ‘X' at the top right of the address

+  Click 'SAVE' at the top to add the contact to the list.
The contact will be now available as a potential quote recipient.

«  Repeat the process to add more customers.

4.2 Edit a Customer

+  You can edit the details of an individual or company at anytime.
Customers added via [Tarian can also be edited in Quote Manager.
+ You can also add more fields and addresses for the customer.

To edit contact details
+  Click 'Customers' in the left menu

«  Click on a customer name to view and edit their details

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 39



Quote Manager Admin Guide

“ATARINN

e Demo Quote ]
=H 8 archive
@ Demo Quot .
- T TR o THE . (PR BT . PR m o H arcnive
B archive
— e
[Tarian
2
...OR ADD NEW PERSOM
Email gl

itarian{@yopmail com

+ ADD

Shipme =+
Anderson Street
HNew Jersey
Mew Jersey 07003
I._I.r'.| ted States

+ ADD

9]

The edit form is the same as the new customer form. See the previous section if you need help with the form fields.

«  Click 'Save' at the top to apply your changes.

4.3 Archive a Customer

You can archive companies for whom you no longer need to generate quotes. This will remove them from the list of
active contacts. You can re-add the customer at anytime if required.
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To archive a customer
«  Open the 'Customers' interface by clicking 'Customers' from the left side navigation

«  Click on the Archive icon at the right end of the customer row

:"| The Mosaic Company

@ Peter Johnson

Alternatively, click on the customer to view the contact details, click the 'Options' button from the top right and
choose 'Archive' from the drop-down.

MORE ACTIONS
Artﬁve
S

The customer will be archived and will not be available for selection while creating a quote.

To view the list of archived customers
«  Open the 'Contacts' interface by clicking ‘Contacts' from the left side navigation
«  Choose the customer type from the left drop-down beside 'Filter’

«  Choose 'Archived' from the right drop-down

Search company or persan Q, SEARCH + NEW COMNTACT
Filter Persons & Companies
—_— __——

@ Oxford MM

# unarchive
s Coyote, mmoxford@yahoo. com

@ < > o» 1 in total

« Tore-add an archived customer to default available customer list, click the 'unarchive' icon at the right end
of the customer row

5 Manage Quotes

The 'Quotes' interface allows you generate, view and manage customer quotes. You can perform the following
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actions on the 'Quote Manager' Interface
- Create a new quote from scratch, or use a template to accelerate the process.
+  View a list of all existing quotes, including quote status and value
«  Open a quote and respond to customer feedback

+  Setreminders about particular quotes.

Tip: You can also view and generate quotes from the 'Home' screen. See The Home Screen for more details.

«  To open the 'Quotes' interface, click '‘Quotes' from the left side navigation

| | sdstagingke ] e T
Quote Manager || ccizs 20117 e = = 88 r<oitiegyopmai com
= =
-. Home 0, SEARCH hey Quota no templete L
E Quotes Eilter - Current & Archived -
B CUSIOIMErS
i - test published 123.00 UsD
Tarian by ke billable b 27 2018 126 PM
ﬂ remind
|—D Templates
printer quote  published 1,770.00 USD
Tarian, by ke billabs Oct 23, 2018 1258 PM
m ' £ remind
Printe ink cartridge  sccephed 236.00 USD
T o B u E_'Cr‘_l'r'.i
abC  published 1,770.00 USD
Sarm, by ke bilkable et 76 8 15 AM
' 1 remind

The interface displays the list of quotes with different statuses and allows you to add new and manage existing
quotes.

Searching and Filtering options:

«  To search for a specific quote, enter the title of the quote or the contact detail of the customer in part or full,
as search criteria in the 'Search' field and click the magnifier icon. To remove the filter, click "X at the right of
the search field.

« Tofilter the list based on status, click the drop-down beside 'Filter'. The available options are:
«  Any Status - Displays all quotes.
Draft - Displays quotes that have been generated but not yet sent to the customer.

- Published - Displays quotes that have been sent to the customer and are 'in-progress'. These
quotes may be awaiting customer response or awaiting a reply to customer feedback.

+  Accepted - Displays quotes that have been accepted by the customer.

+ Rejected - Displays quotes that were rejected by the customer.

«  Withdrawn - Displays quotes that were withdrawn by the administrator.
« You can further filter entries based on their availability:

+  Current - Displays all non-archived quotes.
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+ Archived - Displays quotes whose 'expiry date' has passed.
+  Current and Archived - Displays both currently active and archived quotes.
See the following sections for more details on:

- Generate a New Quote
«  Answer Feedback and Process
« Set aReminder

+  View Quote Activity

5.1 Generate a New Quote

Administrators can generate a price quote for any billable item.

Prerequisites:
- Atleast one billable item has been added to the 'ltems' list in QM. See Add a New Item for more details.

+  Atleast one recipient company or individual has been added to the contacts list in QM. See Manage
Customers for more details.

A quote can be generated in two ways:

«  From the QM interface - Based on customer requests, administrators can generate a new quote from
scratch or from a template. See Create a New Quote for more details

«  From Service Desk - If a ticket which requests billable items is submitted to the sales department of
Service Desk, the staff member addressing the ticket can initiate a quote from the ticket itself. The quote will
be added as a draft to the to Quote Manager with the prefix 'Service Desk'. See Generate a Quote from
Service Desk for more details.

QM also allows you to customize the appearance of quotes in 'Settings' > 'Quote Appearance'. All styles you create
will be available for selection when you are generating a new quote. See Quote Appearance Settings for more
details.

Creating a New Quote

A new quote can be generated from both the 'Home' and 'Quotes' interfaces. If you have created a quote template
containing pre-set products, select the template you want to use from the drop-down before clicking 'New Quote'. For
more details on creating and managing templates, see Manage Quote Templates.

To generate a new quote

+  First, choose a quote template from the drop-down at the right of the 'New Quote' button. Select 'New
Quote, no template' to use the default style.

New Quote, notemplat@ + NEW QUOTE

New Quote, no template |
Printers and Papers 'hl
Pendrives

+  Next, click the *NEW QUOTE' button
«  Go through four steps to generate the quote form:

+  Quote setup
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- Additems
+ Additional information
+  Summary
Step 1 - Quote setup
The Quote setup stage contains two areas:

+  Quote setup
«  Private note

« QUOTES

*To Type to search recipient by Name
*Subject
Expires  May 08 2017
o
Style The Meoseic company_new hd

Private notes

Note
heading

Mote text

+ ADD ONE MORE NOTE
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Quote Setup - Description Form Fields

Quote setup - Stores quote details of the contact or a company name the quote is generated, the subject of the
quote, set a period within your quote due to expired, the view of the quote such as the logo of the company and

etc.
“To Select a recipient that you added in Step 2 - Add Customers. Enter a contact or
company name in part or full. Matching contacts will be displayed for you to select.
*Subject Subject line of the quote email which will be sent to your contact.
Expires on The date up to which the quote is valid.
«  Thisis set at 30 days in the future by default. Click the calendar icon to
change the expiry date
+  To change the default date, click your user-name then 'Settings' > 'Quote
Default Settings'
_._ @billable@y@p@
Settings =
- I Log Out r\ib I
Style Select the appearance of the quote.

« 'My Style'is selected by default

« To change the default quote style or add new styles, click your user-name
then 'Settings' > 'Quote Appearance'. You can upload your company logo,
change font/header/link styles and more. You can save multiple quote styles

Style Deer Company @

Coyote_prefered

For Dithers Company

Deer Company

»  Once saved, new styles will be available for selection in the 'Style' drop-down
of the 'New Quote' form

Private notes - Allows you to enter a note on the quote for your reference and internal communication. This note
will not be displayed in the Quote page.

Note heading Enter a heading for the note.

Note text Enter the note text. To add additional notes for the quote, click the '"ADD ONE MORE
NOTE' button:
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+ ADD ONE MORE NOTE

Fields marked as * are mandatory.

+  Click 'Next' to proceed into the next step
Step 2 - Add items

The 'Add items' stage allows you to fill out fields available in the customer quote page.

=« QUOTES

@

Add mems

Currengy uso § -

Szanch ieem in Hardwene e e e A J =+ ADD MEW TTEM

CODE  HAME LDESCRIPTION FRICE CUANTITY UNIT OF RATE. % ITEM TOTAL
MIEASLREMENT
123 Hp =10 f§ = GHZ defakr - 1,500.00 v a
Qucie discount, & ;] =
Sub-total IS0 1,500.00
Diseaunt USD 0.00
Fre Tax Total LISD 1,500.00
Tax USD 270.00
Grand Total iscluding tar UsSD 1770.00

«  Specify the currency which you want to use in quote. All items added to the quote will be charged in the
selected currency. You can specify the billed items parity directly affect a cost and whether the currency
symbol or the currency name will be shown in the quote. See Quote Currencies Settings and Quote
Parity Settings for more details.

«  Toadd products to the quote, choose the category into which your item fits then start searching the item in
the text box as follow in search item explanation in the Create a New Quote Template section.

« If you wish to add a brand new item instead (one that does not exist in Quote manager), click the ‘ADD
NEW ITEM' button and follow the guidance in Step 3 - Add Items.
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+  Repeat the process to add more items

+  Toremove an item click ‘X" at the right of the ltem name
Tore-order the items in the list use the 'Up' and 'Down’ arrows at the right end of the item details

+  Enter the discount that can be applied to the item price in the '‘Quote discount' field.
- After creating the item, QM will return you to the 'Add items" interface with the new item added.
Once the item has been added, basic details will be auto-completed from database records:
«  Code, name and description will auto-complete with the defaults on record for the item.
+  You can modify 'Price’, 'Quantity’, '‘Unit Of Measurement', 'Tax' and 'Quote discount' on the quote.
+  Seta client discount (optional) Encourage further purchases by setting a % discount on the total price.
+  Click '+ Add New ltem' to add more products and services to the quote.

+  The total value for all items, including tax, is displayed on the lower-right of the form.

« QUOTES

Add items

Currency usns - Farity 1

Zmacch 4em i Hardwane . . : + ADD NEW ITEM

CODE  NAME DESCRIPTION PRICE QUANTITY USIT OF RATE. % ITEM TOTAL
MEASUREMENT
2 imsar = = = EHZ default = 1,500.00 - =

Quete discount, %

LIS

Sub-tomal usD 1,625,060
Discount USD 0.00
Pre Tax Total Ush 1.625.00
Tax USD 25280
Grand Total including USD 1917.50

«  Click 'Next'
Step 3 - Additional Information
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The 'Additional Information' step allows you to define whether your image signature and contact details such as
phone, email, website and heading and / or footer will be displayed in the quote page.

Additional information

m Signature

Tuticorin

Contacts details Sefect all

Phone example +91-123456739
ﬂ E-rnail sdstagingkc@yopmail.oom

Wiebsite i wERETE

Header Quotes for Tuti

Footer Tuticarin Pyt Ltd

+  Click 'Next'
Step 4 - Summary

The 'Summary' stage displays the Quote overview page and summarized data and signature provided during the
quote page creation.
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SAVE QUOTE AS DRAFT

%]
(]

Review

Quota for Printers

Quotes for Tusi / )
Csote Musmibser
HARDWARE e
For
Prires USD 1,500.00 —
x1 GHZ
Ta
Hp UsD 1,500.00 Tuticorin Sam
Created
Der 26, 2018
i 11-39 A0
Expires
Services UsD 123.00 Jan 24, 29
x1 Hours s
T services USD 125.00 From
ke billable
Email
Subrtotal USD 1.625.00 edatagingko@yoprmail.com
Pre Tax Total USD 1,625.00
Tax USD 292.50
Grand Total inchuding tax UsSD 1917.50

Tuticorin

Tutheorin Pvi Lid

| f) DOWNLOAD POF

Previous | “ SAVE QUOTE AS DRAFT

+  Click "SAVE QUOTE AS DRAFT". The quote will remain in 'Draft' status until you send it.

+  To forward the quote to the customer from QM, click the 'Send' button. The quote 'Status' will change to
'Published'.

A mail will be sent to the customer with a link to view the Quote page.
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New quote: abc

From: staging-noreply@clcommunication.com
Date: 2018-10-26 17:15 Encoding: | English -

New Quote Created
Hi Tuticorin Sam, sdstagingkc has prepared a quote for you

You can review and discuss or accept the quote by clicking this link:
https://staging.quote.comodo.com/guotefeedback/#/75415480-d910-11e8-8ba5-
a9b426c7e19b

Sincerely yours, kc billable ,
sdstagingkc

Copyright © 2018 - All rights reserved.

+  Clicking the link in the mail will take the customer to the quote page.
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Quote for Printers

Quotes for Tuti
HARDWARE
Printer UsD 1,500.00
xl GHZ
Hp UsD 1,500.00
SERVICE
Services UED 125.00
x1 Hours
jscyoes usD 125.00
Sub-total UsD 1,625.00
Tax UsD 292.50

Grand Tatal incleding tax uUsD 1,917.50

uticorin

Tuticorin Pvt Ltd

Juot=
MNumber
e

For

Sam

Ta
Tuticorin
Sam

Created

Oct 26,
2ma
11:28 &AM

Expires
Jan 24,
2019
1227 PM

From
ke billable

Email

sdstagingkofyopmail.com

§ DOWNLOAD PDF

Feedback

D ‘Yes, | agree to accept this quote

«  The customer will be able to send a feedback on the quote to QM, by entering their message in the

Feedback field. See Answer a Feedback for more details on answering the feedback.
«  The quote will be added to the list in the quotes interface with the status 'Published'.

« Ifyou have skipped sending the quote to the customer, the quote will be saved as a draft.
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| sdstagingkc ——"
Quote Manager | | ocioe 20181247 oM A LR cvilacie@yopmai com
[ [ J—
ull e o, SEARCH Mew Quote, notermnplate ™
E Ouotes Filer *  CurentE Archived
|l| tems 1251 published 123.00 USD
arian, by ke billable Oct 22, 2018 126 PM
FD _ .Cl remind
printer quote  published 1,770.00 USD
leparts Taran, by ko billable Oct 23, 2018 12-58 PM
m 1 remind
Printe ink cartridge  accepted 236.00 USD
N . u a-':':-'r'.a
abc  published 1,770.00 USD
Tarr ke bilanle Sel 76 P0TE 1115 AN
) 11 remind
Quote for Printers  published 1,917 .50 USD
T reming

+  Click on the name of a quote to view, edit or forward a draft.

+  Click 'Options' at top right, to perform various actions on it

S

P

MORE ACTIOMNS
Edit
Preview as customer

Make tem platﬂb

Accept
Reject

Withdraw

+  Edit - Allows you to add or remove items, categories, change title, header/footer text and more
+  Preview as customer - Displays the quote page as it would be shown to the customer

«  Make Template - Allows you to save the quote as a template, if you want to re-use the quote for other
customers

«  Accept - Change the status of the quote to 'Accepted' if it is accepted by the customer by any out-of-
band communication

+  Reject - Change the status of the quote to 'Rejected' if it is rejected by the customer by any out-of-band
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communication
«  Withdraw - Withdraws the quote from the customer.

Generating Quote from Service Desk Ticket

Quotes that arrive from the Service Desk module will have the suffix 'Service Desk' in the title. You can edit the quote
to add items and forward it to the customer:

_—=rFuiceDesk: Enquiry for Quote for printer 0.00 USD

Sam, by ServiceDesk Oct 29, 2018 &3

~_ " 0 reming

« HOME A 4

ServiceDesk: Enguiry for Quote for printer

Sub-total USD 0.00

Tax LUsSD 0.00 Quate Number
582
Grand Total including tax USD 0.00
For
Sam

To
Tuticorin Sam

Created
Oct 29, 2018 6:32
AM

Expires
Jan 27,2019 6:32
AN

From
ServiceDesk

(il
. il DOWNLOAD PDF
Private notes ¥

. DELETE
ServiceDesk Ticket ID

ServiceDesk Motes

Reguest for Quors

~ HIDE QUOTE ACTIVITY

Oct 29, 2018 632 AM Quote created by ServiceDesk
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The quote details screen contains the details of the service desk ticket, internal notes from the service desk staff and
a link to access the ticket.

To generate the the quote from the draft
«  Click the draft ticket from the 'Quotes' interface or 'Home' screen, to open the quote details screen
+  Click 'Options' menu at the top right of the details screen and select 'Edit'

The form for creating a quote will open with the quote workflow pre-populated.

« QUOTES

o 2 3 4

Quote setup Add items Additional information

Quote setup

*To Alice Greenwood

*Subject Quaote for printers

«  Enter the details of the customer and items to be included in the quote.

The process is similar to adding details for a new quote and forwarding the quote to the customer. See the
explanation above for more details.

5.2 Answer Feedback and Process Quotes

The administrator can manage customers' responses to a quote under processing in two ways:

S
+ Increment in the number beside the mail icon in the title bar
+  Appearance of a mail icon on the quote in the home screen
Installation Windows 0S 265.15USD
The Mosaic Company, by Coyote ... Feb 09,2017 1200
£1 remind
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To view the response from a customer for a quote

+  Click on a quote which has the mail icon under on it on the home screen

or
+  Click on the mail icon at the title bar and choose the response

«  The quote details page will open with the feedback message from the customer.

ServiceDesk Ticket Link

ServiceDesk Motes

Send a quote for transend Bgb pendrive

Feedback

Oxford MM Apr 04, 2016 10:52 AM
This is above our budget. Can you consider providing some discount?

DISMISS - NO NEED TO ANSWER

~ SHOW QUOTE ACTIVITY

+  Enter your response to the feedback in the text box and click '‘Answer'.

«  The quote will be updated and a notification mail will be sent to the customer with a link to the quote
page.
«  The customer will be able to view your answer, continue negotiation or accept/reject the quote.

+ Ifyou do not wish to answer, click DISMISS - NO NEED TO ANSWER. The quote will be paused. You can
start re-processing the quote from the next response message from the customer.

The conversion can be continued in the same manner. The quote my be accepted, rejected or withdrawn.

Acceptance or Rejection of the quote:

The customer can accept to the quote or reject it by clicking the 'Accept Quote' or 'Reject' at the bottom left of the
Quote page as shown below. The status of the quote will be changed to 'Accepted' or 'Rejected' accordingly.
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Peter Johnson F=b 10, 2017 3:05
Hi. Thank you for sending the quotation. The price is not exceed our budget. bargain with the respective ve
ndor to confirm the coast.

Coyote Wile Feb 10, 2017 3:06 PM
Contact with us within two days.

= POST CANCEL

Yes, | agree to accept this quote

+ ACCEPT QUOTE REJECT

Terms and Conditions

The prices are indicated based on the current cost as quoted by the sellers. The sellers take the responsibility of delivery of the

iterns

If the customer sends the acceptance or rejection message through any out of band communication method like
phone or email, you can move the quote to accepted/rejected status from the quote details page.

To accept or reject a quote based on customer feedback
«  Click your quote from the 'Home' screen or '‘Quotes' interface to open the quote details

«  Click the options icon at the top right of the quote details page and select 'Accept' or 'Reject":

S

MORE ACTIONS

Edit

Preview as customer

Make template

T
Reject

Withdraw
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Once the quote is accepted, you can arrange for delivery of the item. If a quote is accepted or rejected, you can
archive the quote. See Archiving a Quote for more details.

Withdrawing a Quote

You can withdraw quotes that are no longer required or valid. The customer will not be able to view the withdrawn
quote, but it will stay in the 'Quotes’ interface with the status 'Withdrawn'. You can archive the quote if required. See
Archive a Quote for more details.

5.3 Set a Reminder

+  Quote Manager allows you to set internal reminders for quotes that are in process.

«  For example you may wish to send a followup message to a customer if they have not replied within a
certain time.

+  You will be alerted at the specified time by the notification icon at the right of the title bar.
To set a reminder
+  Open the 'Home' screen or the 'Quotes’ interface to view the list of quotes

«  Choose the quote for which you wish to set the reminder and click 'remind' icon at the right end of the quote
row

Quote for Printers  published 1,917.50 USD

Sam, by kc billable Oct 26, 2

.y o~
(3 octzs2018 13: 11 in total
- -

+  Set the date and time you wish to be reminded
+  Click the calendar icon and select the date
- Enter the time using the HH:MM combo boxes
- Enter the reminder text to be displayed in the text field and click 'SET'

The reminder will be set and the bell icon in the quote will turn black.

1,917.50 UsSD

11-38 &)

Oct 26, 2018

; “ o 5 im total
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+  Clicking the bell icon at anytime displays the reminder and allows you to edit the date/time and the
message.

1,917.50 USD

Oct 26, 2018 11238 AM

(‘ remind

. £l
(5 oct2e,2018 18 : 48 in total

e £

Send a follow up mail

«  Toremove the reminder, click ' REMOVE' y
On the set time, the administrator will be alerted by the notification icon at the right ‘ of the title bar.
To view the reminder )

«  Click the notification icon

REMIMDERS

Test reminder
Create this quote
Send a follow up mail if mo response is received from the customer

Send a follow-up mail if any force majeu cccurs

The list of reminders pending at that time will be displayed.

+  Clicking the reminder will open the respective quote.

54  View Quote Activity

The 'Quotes' interface shows interactions between your team and your customers.
View activities on a quote
+  Click 'Quotes' in the left-hand menu

+  Click on a quote name to open it's details page:
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= QUOTES

Qo for Frirters

=dwtagingks
Biwotes for Tus
Quoie Nember
HART'NARE a8t
For
Pranter USD 1.500.00 =,
Sam
=1 GHT
Ta
Ha usD 1,500.00 Tuticsrin Sem
Created
Det 26, 2018 1158 AM
SERVICE
Expires
Jan 34, 2019 1207 PM
Herviees usD 125.00
=T Hours Fren
ke billabie
IT saevizas USD 125.00 .
Ermail
sdsagingkelyopmail.com
Sub-toal LSD 1, 625.00
Tax UsD 292350
Grand Total including tax usop 1_51?‘50

Tuticorin

Tuticmrin Pt Lid

(| DOWNLOAD PDF

| %, DELETE

v SHOW QUOTE ACTIVITY l

+  Click 'Show Quote Activity' at the foot of the page

The activities taken place on the quote will be displayed in chronological order.

» HIDE QUOTE ACTIVITY

Flms A& O
WICT 2R, 2L

[==]

1237 P Quote updzted by ke billable

Oct 26, 2018 1237 PM Ouete published by ke billzble

[=:

Oct 26, 201

[==]

11238 AM Quote created by ke billable

Flms A& O

[=5]

11:38 A Quete published by ke billable
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55 Archive a Quote

« Archived quotes are hidden from the list in the 'Home' and 'Quotes' interfaces. You may want to archive a
quote if it is accepted, rejected or withdrawn.

+  You can re-add archived quotes to the live list at anytime.
+  Click 'Quotes' on the left to open the quotes interface.

+  Click the 'Archive' icon at the right end of the quote:

Printe ink cartridge accepted 236.00 USD
sm, by ke billzble Oct 26, 2018 10043 AM
B0 archive
abC  published 1,770.00 USD
Sam, by ke billzble Oct26, 2018 11-154M X
1 remind

Quacte for Printers  accepted

=am, Oy KC Dill=Dle Oct 26

Note: The archive icon is only available for the quotes with the statuses 'Accepted’, 'Rejected' and 'Withdrawn'.

The quote will be moved to archive.
To view the list of archived quotes
+  Click 'Quotes' in the left side navigation

+  Select the status filter criteria for the list of archived quotes you wish to view, from the left drop-down,
beside 'Filter'

+  Select 'Archived' from the right drop-down,beside 'Filter'.

Oy BEARCH MNew Quote, no template " + NEW QUOTE

Filter Anystatus ~ Archived -
Printe ink cartridge accepted 236.00 USD »
sm, by ke billzble Oct 26, 2018 10043 AM
A unarchive
Quote for Printers  accepted 1,917.50 USD »
Sam, by ko billzble Oct 26,2018 11238 AM .

(7] unarchive

n 2 in total
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+  Click the 'Unarchive' icon at the right end of the quote row, to re-add an archived quote to list of live quotes.

6 Manage Quote Templates

+ You can create reusable quote templates with specific products, prices and layout for your most frequently
requested items.

«  Templates save time by letting you create quotes for repeat orders without re-entering product information
every time.

+  Click Templates' on the left to open the interface:

sdstagingkc o l. o
g kebillable@ I
Quote Manager . Oct 31, 2018 7:42 AM - R
| Je—
=i " . Q. SEARCH + NEW TEMPLATE
E Custorners Printer Template B delste
[| [

Pendrives

B delste

«  The interface shows all templates added to Quote Manager and lets you add and manage new templates.
«  Use the search box to find specific templates

Visit the following sections for more help:
« Create a New Quote Template

+  Remove a Quote Template

6.1 Create a New Quote Template

+  You can create quote templates for frequently requested orders. Each template includes specific items and
prices.

+  You choose the template just before clicking the '+ New Quote' button:
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Select a quote template from the drop-down Then click '+ Mew Quote”

Mew Quote, no template hd + NEW QUOTE

—
eV EIJG'.E. no TeEmpRte

Pendrves

Printer and Paper

Printer, Mouse and Pendme

Printer and Pendriva
Printar and Pendrive for Mosaic
Office Fumiture
test Lempkte
. o
+  You can, of course, customize the details in the template as you go through the new quote wizard
+  An existing quote can also be used as the basis of a template.
Create a new template
+  Click Templates' in the left-hand menu

+  Click"+ NEW TEMPLATE "
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@, SEARCH
*__,_,_.——-——
« TEMPLATES SAVE
Title T
Style Deer Company i
Header
Footer
Search itern in Hardware
CODE NAME DESCRIPTION PRICE QUANTITY UMIT OF RATE, % ITEM TOTAL
MEASUREMENT

«  Complete the new template form. Form fields are explained below:

Add New Template - Description of Form Parameters

Title of the Template Name of the template. For example, you could name the template after the
products offered therein.

Style Select a design for the template. The style determines the logo placement, colors
and fonts used in the quote.

To add/manage styles:
+  Click the gear icon at top-right then choose 'Settings'
+  Click 'Quote Appearance'
+  Configure your logo, color scheme and font.

«  Select 'Make Default' in the 'Title' row to have this style presented first in
the 'Style' drop-down.
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«  Click '+ ADD' at the bottom of the page to create a new style.

«  See Quote Appearance Settings for more details.

Header Text which appears just underneath the subject of the quote.
+  Subject (H1 - main heading of the quote)
+  Header (H2 - sub-heading)

For example:

Quote for IT Services (subject)

From Acme MSP inc. (header)

Footer Text which appears directly underneath the product and price summary. For
example, 'All prices include sales and tax'.

Note - this is not the 'contact details' footer which appears at the bottom of the
quote page.

Product Category Details Add items (your products and services) to the template.
+  You can select items in three categories - Hardware, Software and Service
+  Use the search box to quickly find existing items.
«  You must have created some items before you can use this field.
«  Click 'ltems' in the left-hand menu to view and edit existing items.
«  Click '+ New ltem' to create a new product or service.

+ You can create tax rates by clicking the cog icon at top-right > settings
> Tax rates

+  You can set taxes on specific items when you create the item.

+  Each item you add to the template is accompanied by its code, price,
description and tax rate. You can change the item quantity as required.
These details are shown in the final quote.

+  Click "Save' to commit your template to the library.

; a
sdstagingkc ~ . -
Quote ManagEr . Oct 29, 2018 945 AM . ‘! # kebillable@yoprail com

|| J—
=l ome . = nETie @, SEARCH + NEW TEMPLATE

B customers Printer Template § celete

il s
|
W delets
rD Templates

Dimmm b L 2 intot
1, B oo

+  You can now use the template as the basis of a new quote:
o Go to the Quote Manager home page

o  Select your quote from the drop-down
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o Click '+ New Quote'

Select a quote template from the drop-down Then click '+ Mew Quote”

Mew Quote, no template hd + NEW QUOTE

eV EIJGTE. no TeEmpRte

Pendrves

Printer and Paper

Printer, Mouse and Pendme

Printer and Pendrive
Printar and Pendriva for Mosaic
Office Fumkure
best tarmplte
| vaiting

6.2 Remove a Quote Template

+  Click Templates' in the left-hand menu

«  Click the trash-can icon on the right of the template you want to delete:

A

: a
sdstagingkc .
Quote Manager . Oct 29, 2018 945 AN A XX coiaiegyopmaicom
-
B rome

ame Search temolate BTIE Q, SEARCH + NEW TEMFLATE

E Customers Printer Template § delete

|l| temns
rD Templates

F F 3 2 intots
m Reparts n t 2 intota

[ Settings

+  Click the gear icon next to your user name at the top-right. Choose 'Settings' from the drop-down:

The settings menu lets you configure every aspect of your quotes. See the following sections for more details on
each:
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’. @Lbillable@r@pmil.ccm

Settings

- Log Qut

« HOME j

Personal Settings

My Profile

My Company Settings

5

Lompany oetiin

Customer Emails

(=]

Quote Appearance
Quote Currencies
Quote Default Settings
Quote Parity

Tax Rates

Integrations

Integrations

+  Personal Settings
« My company Settings
«  General Settings
+  Quote Appearance Settings
«  Configure Email Templates
+  Configure Company Settings
+  Quote Parity Settings
+  Quote Currencies Settings
«  Configure Tax Rates
+  Configure Integrations

7.1 Personal Settings

'My Profile' lets the current user edit their name, time zone and signature.
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To configure your profile settings
+  Click the gear icon at the top right to open the 'Settings' page
«  Click 'My Profile' under 'Personal Settings'

« QUOTES

Personal Settings

CANCEL

My Profile

Your Name
ke billable Quotes
Timezone

(+00:00 GMT) Etc/Greenwich *

Signature

) Upioad your signature {JPG or PNG, 500kb max

REMOVE

Tuticorin

«  First name / Last name - Used to populate the 'From' field in a quote.
+  Timezone - Choose your time zone of your current location.

+  Signature - Upload a .png or .jpg image of your signature (max. size 500 kb). You can add your signature
to a quote if required. It will appear immediately underneath the tax summary.
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Signature

[I].l Upload your signature (JPG or PNG, 500

REMOVE

Tuticorin

Click 'Save' for your changes to take effect

7.2 My Company Settings

The 'My Company Settings' area lets you configure company details, emails, quote settings, currencies and item tax
rates.
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« HOME

Personal Settings

My Profi

¥

i

My Company Settings

Company Settings

Customer Emai

Quote Appearance
£ e =Talal=

WUOTE Lurrencles

Quote Default Settings
Qucte Parity

Tax Rates

Integrations

m
o
=
=]
Ll

The following sections explain more about:
«  General Settings
+  Quote Appearance Settings
+  Quote Parity Settings
+  Quote Currencies Settings
«  Configure Email Templates
+  Configure Company Settings

+  Configure Tax Rates

71.2.1 General Settings

You can configure the validity period for quotes and enter/edit the "Terms and Conditions'. The Terms and
Conditions' are displayed at the foot of the quotes sent to the user and in the .pdf versions of the quote.
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|:| Yes, | agree to accept this quote

REJECT

Terms and Conditions

e prices are indicated based on the current cost as quoted by the sellers, | he sellers taxe the responsibility o gelivery of the item

To configure quote general settings
«  Click the gear icon at top right then choose 'Settings'

+  Click 'Quote Default Settings' under 'My Company Settings'

« QUOTES

Personal Settings

My Profile

My Company Settings

Quote Default Settings

Quote Default Settings

Quote Expires After

a0 1 days
Terms and conditions

The prices are indicated based on the current cost as quoted
by the sellers. The sellers take the responsibility of delivery of
the items.

+  Set the period for which the quote should be valid in the '‘Quote Expires After' box. Once a quote expires it
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will be automatically archived.
+ Add or edit the 'Terms and Conditions' text as required.

+  Click 'Save' for your changes to take effect

71.2.2 Quote Appearance Settings
+  The quote web-page which is presented to customers allows them to download the quote as a pdf.
+  You can customize the appearance of this pdf.

+  Customizable items include your company logo, header and footer, terms and conditions and contact
information. An example is shown below:

printer quote
adstagi
Hardware . stagingks
Primter USD 1500000 Quote number
xigHz 578
Hp U0 1,500.00 For
ITarian
Subtotal  USD 180000 10
sleve it

Tax USD 270000
Grand Total including tax  USD 1,770.00 Created
Oct 23, 2018 12:58 PM

Expires
Jan 21, 2019 12:55 PM

From
ke billzble

Should you hawve any concem about this invoioe, plesse contact ke billable
E-mnail: kohillable@yoprmail oom

—

You can create multiple designs for different use-cases and customers.

To configure quote appearance
+  Click the gear icon at the top right then choose 'Settings'

+  Click 'Quote Appearance' in 'My Company Settings'
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« QUOTES

Personal Settings

My Profile
My Company Settings
Company Settings

Customer Emails

( Quote Appearance)

SAVE CANMNCEL

Logo Appearance

®  Logo, then details (O  Details, then logo

I Upload your logo (JPG or PNG, 500kb ma: .

Styles
il make default
PDF highlights color

|
Heading

sans-serif - italic - bold o
Text Body

sans-sarif - normal - normal -
Green models [ ] make default
PDF highlights color

-

Logo Appearance
Upload your company logo and specify where it should be displayed:

+  Click 'Upload your logo'. QM accepts images in .png or .jpg format. The maximum file size is 500 KB.
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Choose logo positioning:

+  Logo, then details - Logo appears on the right of the page, above the quote summary.

+ Details, then logo - Logo appears on the right, underneath the quote summary.
Note: Logo positioning is 'universal' to all styles. Once chosen, the logo position applies to all styles.
Styles

«  Each style consists of a background color and font settings for heading and body text.

+  You should provide a name for each style. The styles will then be available for selection when creating a
new quote or a template for a customer.

«  Make default — This style is listed first in the 'Style' drop-down. It will be auto-applied if the user does not
choose a different style. We recommend you make this style your 'standard' design.

«  You can configure a single style, or click the 'Add" button to create additional styles.

Expires on Jan 27, 2019 B

Style Green -

Green models

Private notes

Add a new style
+  Click the gear icon at top-right and choose 'Settings' from the drop-down
+  Click 'Quote Appearance' in 'My Company Settings'
+  Click the 'ADD' button at the bottom of the page

+  This will open the style configuration fields:

L [[] make defautt

PDF highlights

color
| v
Heading
Type Style Weight
sans-serif - normal - normal -
Text Body
Type Style Weight
sans-serif - normal - normal -
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Title — Type a name for the style. This name will appear in the 'Style' drop-down when creating a new quote
or template.

PDF highlights color — Color used as the background to the item list and charges. The example below
shows a pink background:

araolriaouiIviaoaoiIiaoul

Hardware
Ceiling Fan % 500.00 it
ABCT
x1 count
42" Ceiling Fan  500.00 To
Dyano
Expire
Sub-total ¢ 500.00 Jan 3
Tax v 10.00
Grand Total including tax S 510.00 From
Coyot
Heading / Text body — Choose the font, font style and weight of these items.
Heading
sans-serif v normal v normal v
Text Body
sans-serif - normal - normal -

Select 'make default' if you want this style to first in the list. The default style will be applied unless the user
proactively changes the style.

Click 'Save'.
Repeat the process to add more named styles

The new styles will be available for selection when creating a new quote or a template.

7.2.3 Quote Parity Settings

The 'Quote Parity' feature allows admins to convert the price of billed items into another currency when
creating a quote.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 74



Quote Manager Admin Guide

“ATARINN

+  Click the 'gear" icon next to the company name at top-right, to open 'Quote Parity' interface
+  Click 'Settings' > 'Quote Parity'

« HOME

Personal Settings

My Profil

m

My Company Settings

Company Settings
Custormer Emails
Quote Appearance
Quote Currencies

Quote Default Settings

CAMCEL

Quote Parity Settings

Exchange Rates are retrieved from Google Currency Converter service,
https:/{/www.google.com/finance/converter

+  Click the link to open the service.

«  Enabling 'Exchange Rates are retrieved from Google..." will allow you to change the currency of your quote
during the quote creation process. Prices are initially shown in USD.

+  Prices will be automatically converted using the latest, live, exchange rates. You can then manually adjust
the exchange rate if you wish.

To calculate an exchange rate

+  Click the 'gear" icon next to the company name at top-right
+  Click 'Settings' > 'Quote Parity'
+  Click the link to open https:/lwww.google.com/finance/converter

- Enter the cost amount and choose your 'to" and 'from' currencies.
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«  Click 'Convert' to view the latest conversion rate

1.2.4

1
US Dollar () B
to

Colombian Peso (COP) -

1 USD = 2850.9500 COP

Quote Currencies Settings

+  The 'Quote Currencies' interface lets you set which currencies are available for you to convert your product
prices into.

+  You can change the currency used in a quote in step 2 of the 'New Quote' wizard. As an overall summary:

You define the cost of a product in the 'ltems' interface. The default currency is USD.
You enable the dynamic exchange rate calculator in 'Settings' > 'Quote Parity".

You select which currencies should be available in 'Settings' > “Quote Currencies'.
You create a new quote and add item(s) in step 2, 'Add ltems'.

You can change the currency using the drop-down at the top-left. The prices in the quote will be
automatically converted to the desired currency at the latest exchange rate.

You can modify the price by manually changing the rate in the 'Parity' drop-down.

+  The 'Quote Currencies' area also allows you to specify whether the currency symbol or the currency name
should be shown in the quotes.

«  The Add/Remove buttons let you choose which currencies should be available for selection in the currency
drop-down during quote creation.

«  Fewer currencies make it easier to find the currency you want in the list. Note: You cannot remove the
default USD currency from the list.

To configure quote currencies

«  Open the 'Settings' page by clicking the gear icon at the top right and choosing 'Settings' from the drop-
down

+  Click 'Quote Currencies' in ‘My Company Settings'
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« HOME

Personal Settings

My Prafile

My Company Settings

Company Settings

Customer Emails

Quote Currencies Settings

I:l Show currency sign instead of currency name

ARS S

<< REMOVE

AWG f

AUD S

AZN maH

BSD S

BED &

BYN Br

BZD BZS

BMD &

BOB $b

BAM KM

+  Enable 'Show currency sign instead of currency name' to show symbols instead of names (e.g. '£' instead
of 'GBP'). This change will be reflected in the 'Add Items' stage of the quote creation wizard at the bottom
right of the page. It will also be shown in the 'Summary' and in the quote pdfs.

To add a particular currency to the list
«  Select the currency in 'Show currency sign instead of currency name'
«  Click 'Add'

To remove a particular currency
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«  Select the currency on the right and click the 'Remove’ button
+  Click 'Save' for the settings to take effect

1.2.5 Configure Email Templates

+  Quote Manager sends notification mails to customers at various stages of the quote life-cycle.
«  Admins can customize the content of these mails by creating email templates.

«  Each template contains variables like quote title, company name and customer name which are auto-
populated based on the quote details.

+  Once these templates are configured, admins can check the content of the resultant emails by sending test
emails.

Emails are sent for the following stages:

«  New Quote created

+  Quote updated by admin

«  Quote accepted by the customer

«  Aquestion from the customer on the quote has been answered by the admins
The 'Email Templates' interface allows the admins to view and manage the content of the email templates.
To manage email templates

«  Open the 'Settings' page by clicking the gear icon at the top right and choosing 'Settings' from the drop-
down

+  Click 'Customer Emails' under 'My Company Settings'

The 'Email Templates' interface will open with a list of templates available with QM.
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+ HOME

Personal Settings

My Profile

My Company Settings

SAVE CANCEL

Customer email - new gquote = SEND TEST EMAIL

New guote: [quote-title]

Hi [customer-name], [company-name] has prepared a quote for you

You can review and discuss or accept the guote using this link:
http://mycompany.gsa.itarian.com/quote/6465456468785835354654

Sincerely yours, [my-name],
[company-name]

Customer email - quote updated = SEND TEST EMAIL

Quote updated: [quote-itle]

Hi [customer-name], just wanted to let you know that your quote was updated
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Each template will have a standard content and variables. The variables are indicated by text inside square brackets
and will be substituted by respective information, from the quote details. For example,

+  [customer-name] will be substituted by the name of the customer for whom the quote is generated
+  [company-name] will be replaced by your MSP company / enterprise name
The link in the body of the email will be replaced by the link to point the quote page of the respective quote.

- To change a notification message displayed in the subject line of the email, edit the content under 'Quote
Title'

«  To change the content in the Message text and/or Message footer, directly edit the text in the respective
white boxes

«  To change a variable to have a constant text, for example, to permanently replace [company-name] with the
name of your company, directly replace the variable with the content

+  Click 'Save' for your changes to take effect
«  To check the content of notification email, click 'SEND TEST EMAIL'

The test mail will be sent to your email address.

71.2.6 Configure Company Settings

«  The 'Company Settings' interface allows you to specify your MSP company / enterprise details, address and
other contact information for display in the quotes and notification emails.

+  Click the gear icon at the top right and select 'Settings' from the drop-down, to open the 'Settings' interface.

+  Click 'Customer Emails' in 'My Company Settings'.
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« QUOTES

Personal Settings

My Profile
My Company Settings

Integratipns

SAVE CANCEL

Company Settings
Company display name
sdstagingke

Country

United States il

Address
[NO ADDRESS INFO]

Website

[NO WEBSITE]

Email

sdstagingkc@yopmail.com

Company Settings - Form Parameters

Form Element Description

Company display name Your company name, as it should be displayed on the quote page and notification
email. Enter your company name.

Country Choose your country from the drop-down.

Address Add particulars of your company. These details will be displayed beneath your
company name in the quotes.

Website Lets you add the URL of your website.
Email Lets you add your email address at which you wish to receive the mails from QM.
Phone You can add your phone number.
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«  Click 'SAVE' to enter the details

1.2.7 Configure Tax Rates

«  The 'Tax Rates' interface lets you specify taxes which apply to items in your quotes.

+  You can apply the rates you save here to individual items ('ltems' > '+ New Item')
«  You can also select tax rates after you have added an item to a new quote or template.

+  'Make default' - The default rate appears first in the tax selection list, and is applied to items for which no
other rate is chosen.

To configure tax rates
«  Click the gear icon at the top-right
+  Select 'Settings' from the drop-down

«  Click 'Tax Rates' under 'My Company Settings":
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« QUOTES

Personal Settings

My Profile

My Company Settings

Company Settings
Customer Emails

Quote Appearance
Quote Currencies
Quote Default Settings

i

Inteqgratidnes

SAVE CANCEL

Tax Rates

Grand Total includes tax

Tax rate
18 E % makedefault
Description

default rate

Tax rate
= B % D make default

Description

test rate

+ ADD

- Toadd a new tax rate, click 'ADD'

Anew tax rate field will appear:
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Tax rate
4 = % l:l make default

Description

- Tax rate - Percentage of item price that is added to total cost by this tax

+  Make Default - This rate appears first in the tax selection drop-down when you create an item. This means
it is ‘auto-applied’ unless you change it to another tax. You can only choose one rate as the default.

Click 'SAVE' to add the new entry to the list of tax rates.

The tax rates you create will be available for selection when adding an item to a quote or quote template:

« [TEMS SAVE

'r|:'|

'r|?
L

m Cost = VAT 2% - Hardware -

;'|E|

VAT 2%
Type to search Unit of Import Duty 12.6%
Measurement Corporate Income, Federal, on the first 350,000 of income 15%

Corporate Income, Federal, on incomes over $10,000,000 35%

- Toremove a tax rate from the list, click 'X' beside the tax rate.

Quote Manager - Administrator Guide | © ITarian 2020 | All rights reserved. 84



Quote Manager Admin Guide

“ATARINN

7.3 Configure Integrations

You can integrate Quote Manager with the Service Desk module and with QuickBooks online.
QuickBooks Integration:

+ QM can be integrated to QuickBooks online for accounting purposes. Once complete, QuickBooks items
and contacts will be synchronized with Quote Manager

+  You need a valid QuickBooks account in order sync your data with QM. You can sign-up for a new account
or use an existing account.

Service Desk Integration:
«  Service Desk staff can initiate a quote direct from a ticket.
«  The quote is added as a draft in Quote Manager. These quotes have 'Service Desk' in the quote title.
«  The QM admin can edit the quote, forward it to the customer, and handle the process going forward.
+  See Generate a Quote from Service Desk if you want to read more about this.

To open the 'Integrations’ interface
+  Click the gear icon at top-right then click 'Settings'.

+  Click the 'Integrations' link to open the interface:

Integrations

QuickBooks Integration .

Please authorize QuoteManager to work with QuickBooks Online by clicking
the logo below, once done, synchronization will run periodically to ensure your
data in sync

[ conneet Ta h
QuickBooks @
Service Desk Integration .

Semvice Desk integration enabled, QuoteManager will allow exporting tickets to
quotes

Integrate QM to QuickBooks online
+  Use the slider beside 'QuickBooks Integration' to enable QuickBooks integration
«  Click the 'Connect to QuickBooks' button

The login screen for QuickBooks will open.
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SAVE CANCEL

Integrations

QuickBooks Integration .

Please authorize QuoteManager to work with QuickBooks Online by clicking the
logo below, once done, synchronization will run pericdically to ensure your data
in sync

CORNECT TO
QuickBooks @

invurk

@ quickbooks

Dont have an acCount? Sign up now

Slgn in

(5 sign in with Google

Email or user ID

Password

Remember me

& Signin

tetaol i ot I} o rel
| forgotl my uséer ID or password

Sign in to authorize Comodo One to connect to Intuit...
Comodo One will be able t cess your QuickBooks data, but will not be able to see your Intuit account password. You can

revoke access under Manage My J:D: in Intuit App Center by clicking Disconnect’ next to

the app name

Your authorization o relesse your data is subjed to Infuits Terms of Use. Some data from the app will be provided fo Intuit for our use subjed to our Privacgy

Catamant
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+  Enter your username and password in the respective fields for authorizing QM to connect to QuickBooks

and start synchronizing data. If you do not have a subscription, you can signup for a new account from this
interface.

To Integrate QM to Service Desk
«  Use the slider beside 'Service Desk Integration' to enable Service Desk integration

Your staff can now initiate quotes from the 'Staff Panel' in Service Desk.

8 Reports

+  Click 'Reports' from the left-hand navigation
«  There are two types of report:

«  Top Statistics - Your top five staff by revenue, your top 5 quotes, and your sales funnel.
+ Revenue Statistics - Charts about the income generated by your quotes.

sdslagingke ] :

+ kebillable@ycpmallaom
Quote Manager . 02t 30, 2018 6:31 AM - T @reo
=

1 | BILZ TOF STATISTICS REVENLUE STATISTICS

B From 1monthago -

1 Iterm

.* Top 5 salesmen Sales funnel

m Recorts

W Futtanes
B aocepred

Top 5 accepted quotes

CQuote for Printers 1917.5UsD
Sam, by ke bilabie Oct 26, 20716 11:38 A
Printe ink cartridge 236 UsD
sm, by oo bellahiks Oct 26, 2018 143 Al

See the following sections for more details on each:
«  Top Statistics

« Revenue Statistics

8.1 Top Statistics

«  Click 'Reports' > Top Statistics'

«  'Top Statistics' lets you identify the best performing staff, and most successful quotes in your organization.
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sdslagingks f LX reoilasle@yoomail com

0ct 30, 2018 537 AM

ul " TOP STATISTICS REVENLUE STATISTICS
Cuoles

B From 1monthago -

1 Itarn . )

.' op 5 salesmean Sakes funmel

m Rezarts

oral

W Futited
B aocepred

Top 5 accepted quotes

COuote for Printers 1917.5UsD
Sam, by ke bilable Oct 26, 2076 11:38 A
Frinte ink cartridgs 236 Us0
sm, by oz billzhis Oct 26, 2018 143 Ak

The report contains three charts:
+ Top 5 Salesmen
- Sales Funnel
« Top 5 accepted quotes
Top 5 Salesmen
The 5 salespersons whose quotes have generated the most revenue.

+  Place your mouse cursor over a bar to view income generated by the salesperson.
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Top 5 salesmen

=
(v
[=)
=)
1]

2153.50USD

Sales Funnel

The monetary value of quotes in each of the 'draft,' 'published" and ‘closed' stages.
Top 5 accepted Quotes

The 5 top quotes based on actual revenue generated.

+  Click a quote name to open its details page.

8.2 View Revenue Statistics

«  The 'Revenue Statistics' report displays bar-charts of monthly revenue compared to previous years.
+  Click 'Reports' from the left navigation, to view the top statistics report.
+  Click the 'REVENUE STATISTICS' tab from the top

An example is shown below.
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TOP STATISTICS REVEMUE STATISTICS |
Average Monthly: 166.67 USD Average Monthly Days To Close: 2 days
Maonthly Revenue Cumulative Monthly Revenue
Fa0h=-
2000 LUED | 3500 USD~
B0 LISD | 3000 USD<
T2 ED 2000 USD
O IWED =
o 800 UsSh+
______ |
00 3D 000 S0
:.. _ 500 USh+ I
O USD ¢ e — ; — ousD-4 — - e e ]
=l Feb  Mar Ap tay A Esp Do Mow Dee Ja Fab  Ma Apr May  Jur Jul Aug  Ssp Dot Mow  Des
M Currend year W Past year B Current year [l Past year
Average Maonithly Revenue Average Age To Close Monthly
1400 WEL 4
3 USD : ————— . . - — mrs . . = = = . -
arn  Fob  Mar A iy, Y o Ausg Sep O Mow Dec
B Currend year Wl Past yepr B Current year [l Past year

+  Average Monthly - Displays the average revenue generated per month for the current year

«  Average Monthly Days to close - Displays the average of life-cycle time of quotes dealt per month, for the
current year

The report contains four charts:

+  Monthly Revenue - The bar-chart displays the income generated on each month of the current year and the
previous year.

«  Cumulative Monthly Revenue -The bar-chart revenue generated on a cumulative basis for each month of
the current year and the previous year

+  Average Monthly Revenue -The graph displays the average monthly revenue calculated for each month of
the current year and the previous year.

+  Average Age To Close Monthly -The graph displays the average of time taken for closing quotes dealt in
each month of the current year and the previous year.
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About [Tarian

The comprehensive and powerful ITarian IT operating platform helps you simplify operations, boost productivity, and
better utilize IT resources. It includes all the essential IT management tools, including remote monitoring and
management, remote access and control, service desk and ticketing, and patch management. For free.

About Comodo Security Solutions

Comodo Security Solutions is a global innovator of cybersecurity solutions, protecting critical information across the
digital landscape. Comodo provides complete, end-to-end security solutions across the boundary, internal network
and endpoint with innovative technologies solving the most advanced malware threats. With over 80 million
installations of its threat prevention products, Comodo provides an extensive suite of endpoint, website and network
security products for MSPs, enterprises and consumers.

Continual innovation and a commitment to reversing the growth of zero-day malware, ransomware, data-breaches
and internet-crime distinguish Comodo Security Solutions as a vital player in today's enterprise and home security
markets.

1255 Broad Street

Clifton, NJ 07013

United States

https://www.itarian.com

Sales - sales@itarian.com / 833-579-3572
Support - support@itarian.com / 877-422-3865
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