
Jobs for Products: Create Product PO

Update any Job
Header Details Attach any Documents

Quotes via Promo Office

Create a quote in your MPS System
or use an existing quote

Create a manual quote in Promo Office
by going to Sales > Quotes > Create

Quote

Create Sales Order

Add Client Details - New or Existing

Add Quotation Details 

View Quote

Quotes via MyPromoSource

Convert to Job then View Job

Jobs for Artwork Create Artwork PO Jobs for Decoration Create Decoration PO

Send to Supplier
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Save Quote

Send to Graphic Artist Send to Decorator

Add Sizes and Colours 
to Sales Order Select Sign Off Terms

Print/Send Sales Order 
to Client

After client approves, 
Confirm Order

Flow Chart quote to finish

1

3 4 5 6

7

8 9

10 11 12

2

Once Order Arrives Create Invoice

13

Create Delivery Docket

14

Complete Job

15

Export Job to Xero (XML)
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