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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

GunWebSystems

confirmation process

Document Overview

This document outlines and explains the process of creating a quote through the
MyPromoOffice web based quoting system:
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

Reparts Uners

* Piease follow-up your jobs. There are [ 11 | follow-ups:
+ Thare ars [17 | URGENT jobs in the qessis,

show all fobow-ups

shaw al uigent-jols

Click View Quotes.

| s0ms | sates orsars
e i © et
Oxtator Frontection 2 Sasas Orders To Ba Comiud ity
e Jobis " dut
e o Tisthl Qs This Vs
Jetia Past e Dl 1
Total Cutstandings a =
15
A Jaiss L 10 This Mcath
P05 Pas D Dl a . A
stwork Past Due Dale 5 [
s Wty Lt Wosek Thas ‘Whaee This Mssith
»
1# This Month
5 i s &
Last Morn Last etk This: Voo This Mo
JOB IN FOCUS
Search Jobs
Mastar Custorman Curslms
Dashboard View Quotes Job ’ Purchase | Reports Settings Web Store

Create Quote ~ Refresh web quotes.

You may optionally enter a comparison operator (<, <=, >, >=, <> or =) at the beginning of each of your search values to spacify how the comparison should be done.
Advanced Search

Displaying 1-20 of 109 result(s)

1 24062019 View | Update | Print

2 19-06-2019 View | Update | Print
3 14062019 View | Ug te | Print
50-190-000108-1 {Lipdats t Pret
so-teamonez
Pt
19-000107
4 05-08-2019 View | Update | Print
5 24052019 50-19-000108-1 2 comments Bladon User Quote Accepted View | Update | Print
Soteomce:
5 s You can use these fields to
s0810000108.88 search for a specific quote.
19-000105
6 23052019 n System Administrator View | Update | Print
000231
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

Logged In as gunwab i

Dashboard | ViewQuotes | Sesles | Job | Purchase | Repons | Users | Semings | Web Store

Please save this quate before create new onal

Header Details ~ CRM  Quotation Details  File Attachments  Sign Off Terms AUl

Quotation Header
Fields with * are required

Cmatation Number Cuate Name

18000112 ‘Gunwebsystems

Customer

BWA

Select Cusiomer  Add New Cusiomer +

What it should look like.
Sales Person I System Freight
test sales person - 103
Comments.

Type any necessary comments

Due Date

27-07-2019

Dashbosrd | View Quotes | Ssles ] Job ] Purchase | Reports | Users | Settings | Web Store

Manage Quotation
Please save this quote before create new one!

Header Detalls CRM Quotation Details Flle Attachments Sign Off Terms Al

Quotation Header
Fioids with * are required
Quotation Number Quote Name

19-000112 Type the quote

name.

Customer

Select Customer  Add New Customer + Select or add a customer.
Sales Person ID

v Select 103
your
Comments
Add any
comments
needed here.

Due Date

name
Select the due date of the
job.
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

Nashhoard View Quntes Sales Jah Purchase Reports llsars Settings Weh Store

View Quotation Manage Quotation

Header Details CRM Quotation Details File Attachments Sign Off Terms All

Quotation Header
Fields with ~ are required

Click CRM

Quotation Number Quote Name
15-000112 Gunwehbsystems
Customer
BWA
Select Customer  Add New Customer +
Sales Person ID System Freight
System Administrator v 1.03

Comments

Type any necessary comments.

Due Date

27-07-2019

Send Quotation Print POF

Copyright ® 2019 Gun Web Systems . All Rights Reserved

Powered by Gunm%m ‘E
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

Header Details CRM Quotation Details File Attachments Sign Off Terms Al

Sales and Contact Activity for Current Quote

Displaying 1-12 of 12 result(s).

ﬂ__m_-_

27-06-2019 Quotation (12-000112) is printed 2706-2119 gumweb
2058 27-06-2019 Quotation (19-000112) Sales Person is updated as "System Administrator” 27-06-2119 gumweb Complete
2057  27-06-2019 Quotation (19-000112) Due Date is updated as "27-07-2019" 27-06-2119 gunweb Complete
2056 27-06-2019 Quotation (19-000112) Comments is updated as "Type any necessary comments. ™ 27-06-2119 gumweb Complete
2055 27-06-2019 Quotation (18-000112) Sales Person is updated as "test sales person”™ 27-06-2119 gunweb Complete
2054  27-06-2019 Quotation (18-000112) is updated as “6" 27-06-2119 gunweb Complete
2053  27-06-2019 Quotation (18-000112) Quote Name is updaied as "Gunwebsystems * 27-06-211% gunweb Complete
2052 27-06-2019 Quotation (12-000112) Due Daie is updated as ™ 27-06-2119 gumweb Complete
2051 27-06-2019 Quotation (19-000112) Due Date is updated as "27-07-2019" 2706-2119 gumweb Complete
2050 27-06-2019 Quotation (15-000112) Sales Person is updated as "System Administrator” 27-06-2119 gunweb Complete
2049  27-06-2019 Quotation (18-000112) is updated as 6" 27-06-2119 gunweb Complete
2048 27-06-2019 Mew quote is created (19-000112) by gunweb 27-06-2119 gunweb Complete

You can add any required
comments, select internal use if you
wish to keep comments hidden. If
you wish for the comments to be
visible to both the client and staff,
leave internal use blank.

Add Sales Contact or Activity
Fields with * are required.

Internal U:

Comments *

n

Follow up Date Follow-Up Status
04-07-2019 Select Follow-Up Status v Select what type of
follow up is required.
Upload File
Choose File | No file chosen Upload any required
files.
12&Saleslog_sort=comments Save
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 5.0 — View guotation 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:

Be Gun Wb Syvte b~ 3 82 et = 12 Rammons Wh & Bt e imag. @ Gree

L S . T—— e o
2058 2708209 S oo o829

O

Sales and Contact Activity for Current Quote Click quotation
details
staton 1 tare Admeat

Add Sales Contact or Activity
internal Use

Commants

[ = [oRte—
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 6.0 — Select products
Click on select products, tick the products required for the order.

Quotation Datails

Sah Totwi [T

Add Mew Quotation Details

1 Pt
s+ \
Click Salect
Praduct m

v | s |

. ['a:rl%? er.l:‘;'_

Tick The Preduct's That The
Ordar |s For.
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MyPromoOffice — Sales order to job order

confirmation process

Step 7.0 — Add decorations

Click on decoration if embroidery or another decoration type is required on the product.

Quotation Details

GunWebSystems

St Ttsf e
5 o
Tl i
Add New Guotation Details
= 1 Py 1 1 e
[ \ v T
Click Salect
Pracuet ]

Page 9 of 19

v | o |

Gt 52

Tick The Product's That The
Cindar |s Fer.




GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Quotation Detalls

Sub Tow! 804

usJs 808

Joul aov
Add New Quotation Details
hF P — it | - —— [rr— e Pr———c L ' s (-d s
= . Decoration If
Any =3
Embroidery
Or Printing Is e .
Required On
The Product

Tick The Decoration
Required, Then Press
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

o

Addd New Quictation Details

Repeal
Previous
Steps, To Add
Mare Praducts.

Click To Edit Price If
Required.

Edst Price

You Can Change All The Prices
In The White Boxes.
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MyPromoOffice — Sales order to job order
confirmation process

Step 9.0 — Attaching a file and adding details

You can add details and files to the quote by following the below steps.

GunWebSystems

Caabboard Veaw Lnsoms tabiy Jab Furhass mports Lhary Safoega Naby Sioaw

shadiiel Memadi. DO DeatslonDeuds s uesrsss S lam A

#Add New Quotation Details

Lk Tansd (i)
OAr (1]
Tuatd - [eri)

b ] DESILL
TR STE ORI . B0 LK FL B [rNe—
Shael B Wk B - + TENT DRcOmETER

[T

ot o et bt “rabbe bk o B b Then Press
Add Detaits,

Unwakoare Vi Uscies Salmp dob archas Hagaris Ussrs gy Watk Stom
Hedde [ ain IR Chadatin Meuds File Aracfomsd s Fag O Tearva AR
Quoaation Datails
T
it brcs

q - A0 BLACK RUB. EH TEST DECORATIY - o =

Eamal Elun o B Decmriom

Zomr hm

Sub leal L
GET 1o g
Todal e

Nole o el ed “double chch” za fhe st
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 10.0 — Sign off terms

Enter any required sign off terms, select save. After selecting save proceed to the “All” tab.

- i m

Cavbhomd | WewOuoies | Ssws | Job | Parchess | Aegorin | Usere | Sedings | Web Sore |

WesderDistsle  CAM  OustwissOsisl: | FlsAlschmsels  SgnCMTems A1

‘Attashed Documents

Dieplaping 1-1 of | resuinls)

Dashboard Wi Cuioies Saks Job Pur:hase Repoms Users Setings Wh Sscaw

Huucer Dalaik CAM  Quatation Delaib Fils Atlachmenis Siga OF Tassia Al

Sign Off Terms

Sign OF Term

iy ey Pound

A Sign O8 Terss Click Sign Off ::u_da, Then
Fiatn welh ™ s it Select The Required One.
Sgn O ooy Sgn CoF Term

Select Term T

TEST ]
Coppght 8 2118 Dun 'Wat Symmma . 48 Bights Sasereed

e s e
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 11.0 — Check information

Go through all information that you have entered in order to ensure that the information is correct.

Laged in is guirwsl m

Daskhoard Wew Quotes Sales Job Purchass Hepors Usess. Settings Wab Sinee

Fleadsr Detals  CRW Chodstion Detals Pl Stiachmens  Sign O Temes ol

Sign Off Terms

Click Al

Diipliing 1-1 of 1 riciealtfs]

[

L TEaT TEST SOM-OFF ] 270101 Dt
A g O Term
Fa'cls el " g e
Sign OF Code g O Tearn
TEST L TEST SHEN-0OFF

Cooprge B 20N Tum Wer Jyymer 40 Migny Pasreed
romwncir GurlVebSystems (B
Taryraas Asdorss

Logged in ax gusmet m

Dasbboand Whew Qs Sy Jolk Puschaga Ripis Useis Sotin g Wil Snane

Header Deipls CAM Guairkon Detalls Fie Apchmenis Fign OF Terms. A

Quaotation Hemdar
Fralda wolt * avw requvme

st WumEer Gaxvs Hamey
19-080M2 Lt L
TCaviamer

=)
_ What It Should

St Cudaa  ASE Hse C e+

Look Like.
Saban Parsce I Fpwiern Fraghi
& gwiam Admnstia ] 1m
Ry

Ty Ay A OIS

Thae Cuie

Frarang

Sakes and Contact Acthity for Curmast Cucts

Ditipliyinng 1-11 3l 11 i)
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Sabsnand Costsc Activiry for Current Qusie
Dinplying 1-11 21 11 resuitin)

n Creaierd Naie F b Frdires o e Arirsd Py

HEE e el |15-000117] By PRrsde 6 LOORNeT 5 T AN ISR W2 Rl Conngdi
AT I Dustation (15-200717) Dus Dile & updiled &8 “27-07-2015 TN rwat Complel
WEE I3 Dunishos (15-331717] Cormma o updaied an Tipae ay raomeary coremens. M uraeE Crmpleis
RS I3 Cupaabon | 15301717 S Parsan i upciabed B8 e S pange” T2 et Comples
oI CE ] Cudtales (150071 & updald & F Fof T4 e Complak
o R T Cuataion { F-D001 1) i upssled an & TN Frey Compleis
EE I Datmian | THO 1) iy [l it apdatesion ~ TR et ke
HE 0B Cuapdation (165091111 Dot Dadl & upaaied B8 “17-07-21F B2 [ o
Fo T R Dustabon [15-000711] Sk Parsen & upoibel i “Sysiim AmasyoT Fa2 hE ey Complae
e I3 Cubatios [15-331717] i updsied s "5 T prwat Compleis
nE - P uucale . Tl {1 E-DDEA 0 Dy el TR et Comgie

fikd Salen Comtact or Activity
Fiady e * e reganed

T S
=
Comamania ©
Falow up Daiv Folkrw-Up Saiin
AH0T-2E9 el Aocapled -
Usioesd Fiie:

Chacas Fila | ha fils chasen

avtaion o T T

e e g b
Fush Torad | T
GEF : [
A ([ What it Tort o
Should Look
Like.
Add New Quotation Details =

5
- Eaindd Produci Evinc Demrabor [ore

Ve Pt = Vot (gt = L (L LL]
Mzls Ta el et “doubie dick” on e et
Attached Documaents
Chsplaing 11 of 1 resulfs)
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

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.

A Dvecammdms

Sign O Tarms

Cinzlaging 1-1 2 1 rewailin)

. —— e — e ——— | ——— | —

Lo TE TEST BOM-OFF v pal k) [t
Byl Shga O Baire
Faig N " 30 "J]

g (A Lamiy Sigr O Term
— = - Click Print POF.
=] ¥ TEST SHM-OFF
cmyrge e On e wow o g REHe
rremse e GUTIWRD st AU
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 13.0 — Check information

Check the information on the generated quote.

GunWebSysterms
Quotation Number : 19-000112 Date : 27-06-2019
Customer : BWA
Address : -, 2250
E-mail : bwa@gunweb.com.au
Telephone : 02430001221 Sales Person : System Administrator
Mo Image Product Decoration oty Price Ex GST Total Ex GST
B27539-030-BLK_STE
1 Steel Blue Work Boot - « TEST DECORATION 10 7.00 70.00
TORQUAY - BLACK RUB EH
Product Details
TORQUAY - 030 BLACK RUE EH
Sub Total: 70.00
GST: 7.00
Total: 77.00
SIGN OFF TERMS
TEST SIGN-OFF

What The Final Quote
Should Like.
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MyPromoOffice — Sales order to job order
confirmation process

GunWebSystems

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.

AZTEI8000-BLE_STE

TORQUAY - 030 ELACK RUE EH

Steal Blue Waork

Custom Caigur

Add New Quotation Details

TEST DECCGRATION i Price
r————_— 10 7 70
Castarm Hotw
Sub Toal : 70.00
GST : 7.00
Toual : Tr.on

®

™ S S O TV T

=
- Satect Prodec!

Hew Product =

Mate : To adit tedt “doubla click” on the fext

Copyrget § 2018 Gus Web Syuimrma . All Rights Resmnved

Salect Decoration

Eaht Frion
Hew Decoration + 1 0.0 00
Then Click Send
Quotation Add Details

Save Changes and Close

Frint POF

Send Cluotatian

e GBSyt (5.
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MyPromoOffice — Sales order to job order
confirmation process

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Manage Emails

he email address you are sending
the quote to, you can edit this.

Fields with * are required.

From * To*

marc@gunwebsystems.com.au itsupport@gunwebsystems.com.au

The email you are sending the quote
from, you can edit this.

Ce

marc@gunwebsystems.com.au

you want to send it to multiple people use
the CC function, they will be able to see
who else you've added to the email.

Bce

use comma(;) to add multiple addresses

If you want to send it to multiple people
without them seeing who was added, use
the BCC function.

Subject *

Sales Order : 30-19-000108-1

Body *
You can change the email subject.
This is where you can type your
message to the recipients.
A
Attached File
1562265157UID28.pdf View PDF nce you are happy with the above information,

you can click send.

Copyright @ 2019 Gun Web Systems . All Rights Reserved
Powersd by GunWebSZsrems ‘§
Targeted -

b Solutions
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