
 

 

MyPromoOffice 

 

Quoting with the web-based quoting 

system 

 

 

If you have any difficulty with following the steps 

outlined in this help document, please don’t 

hesitate to contact our help team by calling (02) 

4302 0160 or via email at 

help@gunwebsystems.com.au 

 



MyPromoOffice – Sales order to job order 
confirmation process 
 

Page 2 of 19 
 

Document Overview 
This document outlines and explains the process of creating a quote through the 

MyPromoOffice web based quoting system: 
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Step 1.0 – View quotes 
Once a client has accepted a quote, you are able to initiate a sales order by following the 

process in the following steps.  
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Step 2.0 – Enter quote information 
Enter a name for the quote, then select or add a customer, select your name, add any required 

comments. 
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Step 3.0 – CRM 
To add an additional product, press select product and proceed to search for the desired 

product by using the products ID number, product code, description or supplier name. 
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Step 4.0 – Adding quote comments 
Add any required comments and click internal use if you wish for comments to be kept private 

from the customer. Select what type of follow up is required after the quote is sent. Upload any 

required files needed for the quote. 
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Step 5.0 – View quotation details 
To add the required sizes and colours to a product, select the product and click on “add product 

details”. Follow the process outlined in the images below: 
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Step 6.0 – Select products 
Click on select products, tick the products required for the order.  
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Step 7.0 – Add decorations 
Click on decoration if embroidery or another decoration type is required on the product. 
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Step 8.0 – Adding additional products 
You will need to update the date the client needs to be followed up on and add any further 

relevant information. 
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Step 9.0 – Attaching a file and adding details 
You can add details and files to the quote by following the below steps. 
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Step 10.0 – Sign off terms 
Enter any required sign off terms, select save. After selecting save proceed to the “All” tab. 
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Step 11.0 – Check information 
Go through all information that you have entered in order to ensure that the information is correct. 
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Step 12.0 – Confirm order 
Once you are satisfied that all information you have entered are correct, you can click confirm order. 

The second picture is what it should look like after you clicked confirm order. Then you need to click 

view on the order you just confirmed.  
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Step 13.0 – Check information 
Check the information on the generated quote. 
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Step 14.0 – Review and send quote 
Review the PDF preview that is generated, and if happy. Follow the below steps to send the quotation. 
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