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Getting Started

Technical Support

Welcome to the instructional manual for the Proposal module within the Eagle Business
Management System (EBMS). Eagle Solutions is pleased to provide you with instructions and
tips regarding the Windows version of EBMS. In the sections following, explanations and
examples of the available features in the Eagle Business Management System will be explained
for optimal use of the System. If you need to reach our staff for further help, contact us using the
information below:

Eagle Solutions

5351 Lincoln Highway, Suite 9
Gap, PA 17527
(717) 442-3247 x2
(717)-442-1096 fax

www.EaqgleBusinessSoftware.com

Email: Support@EagleBusinessSoftware.com

Manual Revision 7.00.03 December 2005
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Getting Started

Proposals Overview

The Proposals module within the EBMS system is a sales tool that can be used in a number of
different ways:

A. Standard Proposal - The most common use of the proposal window is to create
customer proposals or sales quotes. A proposal may consist of a list of quoted
inventory items or merely a detailed description list typed within the large proposal
note tab. The proposal window includes many flexible pricing tools to assist the
user in creating a proposal. Since a proposal does not affect inventory, the user
should create a sales order as soon as a proposal is accepted. Review the
Creating Proposals section below for more details.

B. Proposal Templates - The proposal module can be used to create kits or
assemblies such as a building package or equipment assembly. The user can
create a quote from a predetermined set of items, kits, or options. The quote can
be conveniently modified to meet the specific needs of the customer. It is easy to
create a sales order immediately or when the customer accepts the proposal or
quote. For example, if a customer wishes to purchase an entire computer system
with software and peripherals, a predefined proposal listing all the standard
components can be altered to meet the customer’s needs. Review the Proposal
Templates section below for more details.

c. Customer-Specific Product or Price Lists — The Proposal window can be used to
list specific products that are purchased by a customer. This customer-specific list
allows the user to create a sales order from a predetermined product list. The
product list may contain customer-specific pricing for assemblies or individual items.
Review the Customer Specific Product or Price List section for more details.

D. Creating Budgets within Job Costing — The proposal window is used within the
job costing module to create budgets and to change orders. Review the Jobs >
Entering a New Contract or Job Budget section within the Job Costing manual.

The Proposal module is found on the main sales menu.

dger Expenses BEEES Tasks Depreciat

Custormers, .,
Sales Tax

Invoices and 5.0.5...

Custormer Payments. ..
Deposits. ..
Update Finance Charges...

Journal Entry. ..

Display Unposted Transactions  #
Post Transackions

|Itilities

Options, ..




Proposals

The proposal module is an EBMS add-on that is not included in all solutions. Contact your EBMS
customer support representative if you wish to add this optional module. Open the proposal by
selecting Proposals from the Sales menu as shown below.

u Proposals - Keith Elmer

File Edit Process Wiew

@l @l
ﬂj Proposal: |102 Date: |06/M15/2000 Thu Description: [Add porch ﬂ ﬂ
Custarner: |ELMKEI

Propozal | General Info | Contact Info | Job Infio | Maote

Price Level: |Retail warshouse: |GEMERAL

Cluantity Wwarehouze Irrventon Descrption Lirut Tawable G/l Account Idnit
1.00 |GEMERAL k azonry Labor 3.000.00 ' (31000-010 100.00
» 1.00 |GEMERAL General Labor 3,300.00 w (81000-010 135.00

1.00 |GEMERAL Architech, Engineer, Plans 20,000.00 W [a1000-010
< >
Items: 3000000 Houwrs 23500 Subkatal: $26,300.00 [] 5how Caost

Tax Table: |PA ‘wheight 0,00 Tae $1.578.00 Total $27.878.00
Ready Accepted

e The Proposal ID is a unique number that identifies the proposal. This ID will
increment to the next sequential number if the user does not enter a user-defined
ID.

e The proposal Date is printed on the proposal document and identifies the date the
proposal was created. The date must be changed manually if the proposal is
changed and the user wishes to have the date reflect the time of the latest proposal
revisions.

e The Description information is recorded to describe the proposal in a list or report
and does not copy onto the sales invoice. A label or brief description should be
entered into this field.

e The Customer ID code is used to identify the customer. This field must be entered
before the sales order can be created from the proposal. The customer’'s name,
address, and terms are copied into the General Info tab. If the customer ID code is
blank, the user can manually enter customer information within the General Info
tab.

e The Job Id will only show if the job costing modules are present.

The Proposal tab contains the main proposal detail. Review the Creating and Printing Proposals
section for more details on entering and manipulating proposal information.

The General Info tab contains general information such as Approval and Cost Method settings.
These settings are explained in the following processing and Proposal Pricing sections.

The Contact Info tab contains the customer’s contact information as shown below:
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" proposals - American Retailers

File Edit Process Wiew

| il | g o0
|| 1.0

_Iﬂ___i_] Proposal: |ﬁ5 ‘ D ate: 06152000 Thu E Descrption:

Customer: !#’-\MEHET _:_J dabId: | _-.Jl

Building Propozal | _:_J ‘!Lj

Customer Information Contact [nfarmation
Mame: |American Fetallers | Phone |[610] 1231234 o
Address: | PO Box 781 | Fap |[B101123-4321 o+
| | E-Mail !.Joe@c:hesc:n.cum _L“
City: | Chads Ford | State: [Po | Zips 19871 | Contact o= Milgrow |
Couritry: EUS-"-\ v| Other | _L”
Terms
Discount: i5 Zpaidin5 days Lji Next Contact; |D?a"1 2H2UDEI'W'EC|_E]
Due; |Met 15 days A_'-Jl
Ready Open

o The customer’s information is copied from the customer record when the Customer
ID is entered. The Customer ID is located on the proposal header. Changing
customer, terms, and other contact information will have no affect on the original
customer record. Customer information can be manually entered by keeping the
Customer ID blank.

e The Next Contact date can be used by the salesperson to prompt the Next
Contact.

The Job Info tab contains the job site information such as job Name, Address, and Job Date.
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" Proposals - American Retailers

File Edit Process Wiew

| LEwEL 5
i | <5 d

M4 Proposa Date: |06/15/2000 Thu [ Deserption: | Building Proposal | v om
Customer. | AMERET 1 Ql:ubld:

Propozal | General Info | Contact Infol Job Info |Nnte

Name: |Donaldsondnb #2a | Job Date: |0710/2000Mon )

Addiess: |145 Main Street |

| |
Ciky: |Lancaster | State: Zip:

[] &pply ta progress billing

Ready Open

The Note tab can be used to type an extended description of the entire project. This tab is
useful to record contractual details of the job or project. Multiple line descriptions should be
used within the Proposal tab instead of the Note tab when multiple descriptions and prices
are required. The Note tab allows a single project note that contains an unlimited amount of
information.
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W Proposals - American Retailers

File Edit Process ‘iew
(|l |
ﬂﬂ Propogal: Date: Descrption: | Building Proposal | ﬂﬂ

| Proposal | General Infa | Contact Info | Job Infnl MNote |

Thiz paragraph containz an estended description of the project.  This test can be multiple pages long and iz only restricted by the
printable length of the propozal document,  This note portion of EBMS does allow formatting such az bold test, font selection et
the print optionz are determined by the propozal document,

The propozal note can contain an uplimitied amount of data,

Ready Open
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Creating and Printing Proposals

1. Select File > New from the proposal menu to create a new proposal, and the following
dialog will open:

B New Proposal §|

() Create a new blank proposal

(%) Create a new propozal from a template [ open with no custamer |

Propozal 1d Description
LGELD Large Building Package |
RERMDL Remodel Project
SHEBLD Small Building Package

(") Make a copy of an esisting proposal

Mest > ][ Cancel

2. The first page of the new proposal wizard gives the user three options:
a. Select the Create a new blank proposal option to create a blank proposal.

b. Use the Create a new proposal from a template option to create a new
proposal from a proposal template. A proposal will show on the template option
list if the proposal’'s customer ID is blank. Review the Proposal Templates
section for more details.

c. Select the Make a copy of an existing proposal option and identify the
proposal to start with an existing proposal.

3. Click Next to continue.
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B New Proposal

X

MNew Reference Mumber: | 156

Cusztomer |0 |.ﬁ.HDL.f-‘-.N j

Description: FIEernl:lleel Praj

Warshouse: | GENERAL v |

< Back ][ Finizh ][ Canicel

The New Reference Number is used as the identification for the new proposal and
must be unique for each proposal. This number defaults to the Next Reference
Number recorded in the Sales > Options > Proposal tab. The proposal reference
number does not need to be numeric, but may contain any alphanumeric combination.

Set the appropriate Customer ID and Description.
Click on the Finish button to create the new proposal.

The Warehouse field will only appear if the Warehouse module is installed
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i Proposals - Arden's Landscaping

File Edit Process Wiew
|l o
ﬂ_ij Fropozal: ! : Date: usx15x2mmﬁ_ﬁ]‘ Descr_iption:;Hemndelulg'-lgi;t . _'_]lj
LCustamer: ;:’-\HDLAN j! Qobld:é _\ll
| Propasal ;_éeneral Info | Contact Info | Job Infa | Mots |
Price Level EW’hDIesaIe V Warehouse: ;GENEFV-\L vi
J HQua... Iventary Description Lrit Arnount LI O =
4 1.00 General & Preperations v
1.00] IMasarim W
1.00 Wwiood Materials v
1.00 Dars & Windows v
ezl 1.00 Interior Materials W
'® 1.00 Mechanical Vv
'+ 1.00 E sterior v
*
< | >
B i Items: 7.000000  Hows 0.00 Subtotal: $0.00 Cost: $0.00 [#] Show Cost
Taw Table: P4 | Wwieight: 0,00 Tax $0.00 Total $0.00 Profit; $0.00 ooz
.F;leady ._Open

Review the Proposal Pricing section for more details on the Price Level setting and other
pricing options.

The proposal detail may consist of as little as a single line with the total contract price or it
may include multiple paragraphs of contract information. The contract detail may be
entered within the Note tab rather than typing multiple line paragraphs within the
Description column. The proposal may contain a long list of inventory items that require
multiple pages within the proposal. The proposal detail lines and materials lists are very
similar to the line detail within a sales order. Review the Sales > Materials List section
within the main manual.

8. Enter the Quantity of items being listed. The Quantity column must contain a value in
order to calculate the extended Amount from the Unit price.

9. Enter an Inventory ID if you wish to list inventory items. Keep the Inventory column
blank if you wish to manually enter a description. If an Inventory ID is entered, the Unit
of Measure, Description, Unit price, Taxable switch, G/L Account, and the Cost
amount are entered from the inventory item record.

10
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i Proposals - Arden’s Landscaping

File Edit Process Wiew
|| o
_ﬂ_ﬂ Eepeedl |158 | Date: |-DBa"_15£2lJ-DD?m_E]“i Descrjplion:i-T.D_o-I-Set | _f_]lj
Customer. |ARDLAN _\H Job Id: | _.Jl
“ﬁ'-ﬂpﬂﬂui_éenelal In.fé__g: Contact Info_JUb In.félg: Note |
Price Lewel: EWhoIesaIe v_! warehouze: ;GENEF!AL v_i
I Buantity Inventory | M. Description Linit Armnount L e Cost s
400 DIRSHO  jea  |Dirt Shovel 27.00 108.00 | " [52000-010 84.00
3.00 GARRAK |Garden Rake 458.00 14400 |+ 52000010 111.00
= 200 | |Tool Set 25714 514.28 |+ 395.58
1.00 PHISCRE 6" Phillip's Screwdriver 4,99 499 |+ 52000010 390
2.00 LEVEL3 13" Level 13.50 27.00 | - 52000010 20.50
1.00 HALWRE  lea  [1/2in'Wiench 1158 115 |+ 52000010 n.ag
1.00 TBMAIN Heavy Duty Box 155.00 185,00 |+ 52000-010 120.00
» 1.00 TETRAY Main Tool Box Tray 63.00 £3.00 |+ 52000-010
£ | &
ltems  9.000000 Hours: 0.00 Subtotal $7EE.22 Cost: $590.58 [¥] Show Cost
Tax Table: iF'A Weight: 8.00 Tax: $45.98 Tatal $812.26 Prafit: $175.70 298 %
I]R_eadv Open

The detail lines of a proposal can be formatted for a variety of purposes as shown below:
A. Standard

The standard line consists of the Quantity, Description, and pricing. A standard line may contain an
Inventory item or the description may be manually entered.

B. Heading

A heading line is used to total a materials list of items. Notice the "Tool Set" line in the example shown above.
The unit price of a heading line is derived from the total of all the lines within the materials list. A heading line
may include an inventory item that is classified as ‘No Count’ or ‘Service’. A heading line cannot contain any
Inventory items classified as ‘Track Count’. A heading line is created by right clicking on the proposal line
and selecting the Create Materials List option from the context menu.

Tml__
= Delete Row
iE Inserk Fow
Export List...
ShovfHide Columns 3

Create Make L
v Copy ko Sales Order
Distribuke Original Price ($0,0000007

C. Hidden Materials List

A hidden materials list line of a proposal will not show on the printed proposal document. A hidden materials
list is useful for informational purposes or to properly process inventory. To create a materials list line, right
click on the header line and select the Create Materials List option. Press the down arrow button from the
last line of the materials list to add to the materials list. Review the Sales > Materials List > Using the
Materials List for Sales Contracts section of the main manual for more details on hidden materials lists.

11
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D. Visible Materials List

A visible materials list will show the quantity and description of the individual materials lines but will not show
the Unit or extended Amount on the printed proposal. The prices of all materials lists are totaled on the
header line. A visible materials list line is created the same way as the hidden materials list line. Right click
on the materials list line and select the Show on Printed Document option from the context menu to make
the materials list visible.

= 2.00 Tool &
- ms_—

Deleke Row .
— Insert Row i Lew
| Export List... _.-"2 ifn
ShowfHide Columns b Heaw

Show on Printed Document Bain 1

Create Materials Lisk
% || v Copy to Sales Crder

| Wiew Special Pricing

E. Comment

A line that contains a description with the Quantity and Pricing columns blank is considered a comment line.
A comment line can consist of a single line or multiple paragraphs. A comment can be created for the
proposal only and will not be copied to the sales order by clicking on the comment line and disabling the Copy
to Sales Order option.

i Proposals - Arden’s Landscaping

File Edit Process Wiew

=
4l Proposal 158 | Date: [06/15/2000 Thu £ Desseriptiore| Tool Set A
Custorner: EARDLAH __._J! Qobld:| __\]!

Froposal | General Info | Contact Info | Job Info | Mate |

Price Level: \amn;l_e W | Warehouse: iGENEF!.-’-‘-.L w|

J Quantity Inventory M. Description Lt Armount T.. G/LAec.. ~
400 DIRSHD  |ea  |Ditt Shovel ' 108.00 |+ 52000-010

Delete Row |
[ Insert Row rden Rake [ 144.00 | {52000-010 o
=] Export List... ol Set 257.14 | 514.28 | o i
i 5:”"““"”9 C”'“d”'”s » ¥ Philip's Screwdriver 453 493 o/ (52000000 0 —
. 5 P H t D t a = | e — il '-' ke Vpeal ST -_
{ 7| v onowon Fitedibotument K evel 1350 2700 +/ 52000000 |0
—  Create Matorials List il 1 i e S il
£ i 2 in'Wiench 115 116+ 52000010 |3 &
L8] ' 2
Items:  9.000000 Hours: 0.00 Subtatal: $766.28 Cozt: $590 53 [#] Show Cost
Tax Table: |F'ﬁ-‘~ Weight: 8.00 Tax $45.98 Total $81226  Profic $175.70 298 %
-Ready Open

12



Getting Started

A separate line was created for the shipping instructions of the dirt shovel in the example above so that the
main line is copied to the sales order and the note is only printed on the proposal.

Click on the Note tab to enter a detailed description of the proposal. This single proposal note may print on
the proposal document with different margins than the description entered in the Description column.

Select View > Sales Taxes to change any sales tax settings.

The Show Cost option can be disabled to hide Cost and Profit values on the proposal. This can be useful
when the user is creating a proposal in the customer’s presence.

Select a proposal report from the File > Print menu of the proposal. Review the Reports > Print Button
section of the main manual for instructions on adding reports to print menus and buttons.

A proposal can be printed without a document total by enabling the Do Not Print Totals option on the print
dialog box.

13
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Proposal Pricing

The pricing of each proposal line can be set to derive the price using the Normal Method, from
the Price Level, Percent Markup, or Percent Margin. The Pricing Type can be set by
selecting Edit > Price Calculation from the menu or by selecting the price calculation from the
Price Tool Bar. The pricing tool bar is displayed or hidden by selecting View > Price Tool Bar.

A. Normal Price Method

B. Exclusively from Price Level

The standard price model works the same as the sales invoice. The price is set based on the
price level setting on the proposal. The Normal Price Method derives the default price from
the Price Level setting on the proposal heading unless any special pricing settings apply.
Special pricing is determined from the optional special pricing feature within the customer
account or inventory item.

LEUEL

The Price Level model determines the price using the same method as the Normal Price
Method, except that all special pricing is ignored. Go to Inventory > Options > Price
Levels tab to add, rename, or delete price levels. Note that if the Price Level setting is
changed from one price level to another, the prices do not change for the items currently
listed on the proposal. Go to Inventory > Inventory Items — Pricing tab to set prices for
each inventory item.

L

25

C. Percent Markup or Percent Margin

14

The proposal price can be determined based on a percentage markup or margin. The
Markup or Margin option is set by selecting Inventory > Options from the main menu. This
option allows the user to calculate the price based on the cost of the product instead of a
predefined price. This option is often used when a set of items is sold as a unit such as a
building kit or a defined mix of components or raw materials. Select the Percent Markup /
Margin option and enter the percentage amount. For example, if you wish to add a 40%
markup to the cost of the new item, enter 40 into the Percentage field.

Enable the Show Cost option to display the costs for each detail line of the proposal.
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“" Proposals - American Retailers

File Edit Process Yiew
- e
ﬂ_‘_] Proposal: |TIBD [ ate: DEJ15J2D-DD'I:m-é]i Descr_iption:i- . _f_Jlj
Customer; ;:&MEHET J| Qobld:% _.J'
| Proposal i_éenelal Infé_;l Contact Info | Job Inf-qlg_ Mote |
Price Lewel: E\Mholesale vI wiarshouse: ;GENEFIAL vi
BQuantity |rwentory Description nit Amount T.. GALAcc. Cost % Mark
3 1.00 PCAMSPYZ20 20 Oz. Can of Spray Paint 28 281 | v [52000-020 225 24.9|
3.00 PERUSH3 Finch Paint Brush | E13 | 1829 | (2000020 | 1470 251
1.00 |PCAMSPYI0 10 Oz. can of zpray paint 1.60 160 |+ [52000-020 1.28 25.0
*
< | >
lterns: 5000000 Hours: 0.00 Subtatal: $22.80 Cost: $18.23 [#] Show Cost
Tax Table: EEHBmPl ‘wheight: 0.00 Taw $0.00 Total $22.80 Frofit: $4.57 o i
Ready Qpen

The cost value can be entered manually if no inventory item code is used, or if the inventory
item is classified as No Count or Service. The Cost of a product is updated each time a
proposal is reloaded and may change both the cost and markup or margin. For example, if
you calculate all the prices at 30% using the Percent Markup Price Calculation, save the
proposal, and reload the proposal a week later, the costs may have changed. This may
cause the Markup/Margin percentages to change.

A price within any proposal line can be manually entered by the user. The price can be set for an
entire group of items if the user has grouped items into a materials list. Review the Creating Sets
and Assemblies using Materials Lists section for more details in grouping items.

To change the Price Calculation for all lines within a proposal, select Edit > Price Calculation
as shown below:

Price Type P§|

() Momal price method

() Exclusively from Price Level

(%) Percent of cost. | 25.00

Select the desired Price Calculation and enable the Apply to all lines option. Click the OK
button to recalculate all prices within the proposal. This process will overwrite all previously
entered pricing within the proposal.

15
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The cost column within the proposal can be set to reflect the Last Cost or Perpetual cost of the
inventory items. The cost setting is selected within the General Info tab of the proposal as

shown below:

" Proposals - American Retailers

File Edit Process Yiew

25,00

o (e

4] Proposat [160 | Date: |06/15/2000 Thu 2] Desorption | Pairt Project | >l

Job I | af

| Proposal | GeneralInfo | Contact Info | Job Info | Nate |

Customer: E.ﬁ.MEHET _:J

Salesperson: t"-.[il MINISTRATOR _\]| Proposal iz walid for E-BD days
L 1
Approwal Cost Methiod
Date: | EljI Bw: i [ () Perpetual (&) Last Cost
I ]

Invoice: | |

Reason for not accepting: | |

Ready Cpen

The perpetual cost method may be either FIFO (First In First Out) or LIFO (Last In First Out),
based on the option set within the Inventory > Options > General tab.

The proposal totals are shown on the bottom of the proposal window. The total Cost and Profit
will also be displayed if the Show Cost option is enabled.

16
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Contact Information

The customer contact information for a proposal is entered within the Contact Info tab as shown
below:

- Proposals - American Retailers

File Edit Process Miew
| e “,
@ & | g 50

_HJ_J Fropozal: |?IéU l Date: [DTSFI%;@D-UEI?hu E]i Descr_iption:iF'aint Project i _E_]_ﬂj

Custamer; E."—\MEFEET __.J

Cusztarmer Information Cantact [nformation
Name: |American Retailers | Phone |(10]123-1234 |
Address: PO Box 781 i Fax i[s1u]123-4321 o
i . | E-Mail LJDe@chesco.com _:_”
City: IChads Fard | State: |_F'.'5\_| Zip: |W-| Contact !P.Joe Milgrow _>J|
Cauntr EUS.“-\ vl Other ! j|
Terrms
Dizcount: i5_ Tépa;uj_ln-E- d_a_l,ls zii Mext Contact: [USHEQDDDWECI_E]}
Die: iNet'IE daps __F__Ji
Open

The Customer Information, Terms, and Contact Information is copied from the customer
record when the Customer ID is entered within the proposal header. The contact information
can be edited by the user, but the data will be overwritten if a new customer ID is entered. The
information within the Contact Info can be manually entered when the Customer ID field is

blank.

The Next Contact date can be used to prompt the user to make contact with the customer.

Additional Job Information can be entered in the Job Info tab.

17
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=3

" Proposals - Arden’s Landscaping Z

File Edit Process  Wiew

]

M4 Proposal 160 | Date: [06/15/2000 Thu (3] Deserption: Paint Project | v ]

Customer: | ARDLAN S Jaob Id: (L1232 j [] Change Order

| Propogal || General Info || Cnntactlnfn| Job Info |Note |

LEMEL

| 25.00

Mame: |Main Street Site | Job Date:

Address: | PO Box 190 |

| |
City: |ﬁ"-l'nwa_',' | State: Zip:

[] &pply to progress billing

Ready Open

Most of the job information is copied from the Job Id record when a Job Id is entered. The Job
Id will only show when the optional job costing module is included. Go to Help > About EBMS to
view which optional modules are installed.

18



Proposal Sets and
Templates

Creating Sets and Assemblies using
Materials Lists

A set of lines can be grouped within a proposal to allow for a set price rather than pricing for
individual items. Items can be grouped by using the following steps:

1. Create a new blank quote by selecting File > New from the proposal menu.

2. Select Create new blank proposal from the new wizard and set the proposal customer
ID and description. Complete the information in the header of the proposal.

Create a set header by entering a Quantity of 1.
Do not enter an Inventory ID and manually enter the set description.

Right click on the row button located to the left of the invoice detail line. The row button
is a square button that is located to the left of each invoice detail line. The following
context menu will appear:

Delete Row

Insert Raow

Expaort Lisk, ..

ShowfHide Columns r
Create Materials Lisk

v Copy ko Sales Order
Distribute Original Price ($123.000000)

6. Click on the Create Materials List option to create a materials list. Enter materials list
details as shown below:

19
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u’” Proposals - American Retailers

File Edit Process \iew
i
ﬂﬂ Fropozal: -154 1 D ate: DE;’15;"2DDDThu _IiIJI Descr_iption:;lll:'.mi;n.:;t.|jl..m.t-|-3 _'_Jlj
Customer [AMERET 4] Jabld:| ]
| Propasal :_General Infa | Cortact Inf | Job Info | Mote |
Frice Level: EWhDIesaIe v W arehiouse: :_LDI:E v
| Quantity Inventory C'ezcription Unit Arnaurt T.. G/ALAcc
= 1.00] Garden Set 134.50 13450 | o
1.00 DIRSHO itk Shiowel 27.00 27.00 | " 52000-01C
200 GARRAK Garden Rake 43,00 96.00 |+ 52000-01C
1.00 GARHOS25 25' Garden Hose 11.50 11.50 |+ 52000-01C
3 g
#*
£ | ?
Itemz: 1.000000  Hows: 000 Subtotal: $134.50 Cozt: $103.89 [#] Show Cost
Taw Table: ;Exempt Weight: 0,00 Tax $0.00 Total: $134.50 Prafit: $30.61 295%
Ready Cpen =

a. Enter the Quantity and inventory Item code of each component item. Blank the
inventory Item code to manually enter a description and price rather than using an
inventory item.

b. Enter any additional information for each detail line.

c. A materials list line can be displayed on the printed proposal by right clicking on the
row button and selecting the Show on Printed Document option from the context
menu. The materials list will only show quantities and descriptions of the materials
list items since the price is summarized within the set heading line. The materials list
lines that are hidden are shown with a gray background.

d. Tab to the next line to enter additional materials list line items. Repeat for each
additional materials list line within the set. Hit the down-arrow cursor button on your
keyboard within the blank materials list line to complete the materials list and to add
additional proposal lines that are not part of the set.

The proposal can consist of multiple sets and/or combinations of individual items, sets, or
inventory assemblies containing components as show below:
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u Proposals - American Retailers

File Edit Process \iew
i
ﬂﬂ Fropozal: -155 1 D ate: DE;’15;"2DDDT-hu -é].! Descr_iption:;-é.ar.a.eﬁ-l‘{.itm _'_Jlj
Custamer: ;’-\MEHET j| Job Id:é _.]'
| Propasal :_General Infa | Cartact Inf | Job Info | Mote |
Price Level: E"u\-"hulesale v W arehiouse: :LDE E v'
| Quantity Iwentary Description Init Arnount T | G
= 1.00] Garden kit 163.50 169.50 | +
1.00 DIRSHO Drirt Shioel 27.00 27.00 | " 52000-
200 GARRAK Garden Rake 4a.00 96.00 | 7 52000
1.00 GARHOS25 25' Garden Hose 11.50 11.50 | " 52000-
1.00 Aszorted ltems 35.00 3500 {52000-
1.00 LADDER1O 10" Ladder 55.00 55.00 | " 52000-
200 SLEHAMI0 10 Ib. Sledge Hammer 36.00 72.00 | 7 52000-
E|_ 1.00 [ TOOSET [Delue Tool Set [ 11900 11800 .~ |
= | |Includes tool box & complete set of tools. | | | |
1.00 TEMAIN Heawy Dty Box 85,40 8540 | 7 52000
200 PHISCRE B'" Phillip's S crevwdriver 278 560 | " 52000
1.00 MEEPLI Meede Noze Pliers 4 68 468+ B2000-
1.00 LEVEL3 3 Level 744 744 | 7 B2000-
1.00 [LHAR Large Claw Hammer .44 744 | 7 B2000-
1.00 ADJWRE ddjustable Ywrench 854 254 | 7 52000 P
< - ; = ——
Itemz: BO00000  Houwrs: 000 Subtotal: $415.50 Cozt $369.04 [#] Show Cost
Taw Table: ;Exempt | Wieight: 2.00 Tax $0.00 Total: $415.50 Frafit: $46.46 126%
Ready Open

The example above consists of a manually entered set (Garden Kit) that will list a single price
for the Garden Kit. Note that the Assorted Items line will not display anything on the printed
document, including the description. The proposal also includes 2 individual items —
LADDER10 and SLEHAM10 — as well as an inventory assembly — TOOSET. The Deluxe
Tool Set contains multiple components that will be displayed within the proposal.

Review the Inventory >Components section of the main manual for more details on creating
inventory items with components.

7. Print the proposal by selecting File > Print from the proposal menu.
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Print - PROPOSAL (PLAIN PAPER) [‘5_<|

Chooze Printer

(%) Default Printer Weerver2003WHP Lazerlet 1200 Series PCLE TEC Printer on P l Erint ]
ific: Pri Pririt Prewyi
(O Spesiic Printer | V\server2003\HP Laserlet 1200 Series PCLE  TEC Printer | [__Print Preview |
. [ Frint Setup ]
Repart Options
Propozal ID: | 165 j [ Cancel ]
[ Set Query ]
[ ] Do Mat Frint Logo
[ Use Query
[ Do Mat Print Compary nha Orentation

[ ]Da Mat Frint Memo

[ ] Do Mot Frint Unit of Measure

Do Mat Print Matenals List Quantities |j}| |j}|

[ ] Frint Header Lines in Bald

Collate
ot Print Totals

......... = EDpiESZ

[ Save az Default ]

[ Festore Defaultz ]

[ Export... ]

8. Enable the Do Not Print Materials List Quantities to suppress the quantities of all
visible materials list lines. Enable the Do Not Print Totals to suppress the proposal’s
grand-totals.
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- {malpy Hardware {New Demo [aiad
| Mats S PROPOSAL
uall Fi0. Box LI
Larcarhr, P L7605 Froparad ID Daim
Hardware Fhoom: (231 5,353
Tididvval & Far (3201 MM 185 715200
Buba Pesiin Fuge
ADMINIE TRATCOR. Lafl
_ Fropeml Te:
Futieioan Bl s Flite 4100 1201254
PO B D Fux fai0) L4520
Claks Fasl. P& 19371 E-Mhd T ot et £ DT
ot Jea Eilgraw
Desmiptiore Jarden Eil
Crasnily  isss I Dl dam Undi J T
Lan rarden Ei 143,30 183 50
LT sea Dk T
T Gurden Exls
11 2T Gaplee Haow
100 LADDERID LILF Laddar 5500 5500
100 ELEHAKD LD [k Sladgs Hammar 360D 12D
La0 TOOSET Cialace Tacd Jad 119.00 11900
tar Luder faed hieee & coonphcia s o ke
L1 Huwy Intp s
1 4" Fralky's Somerd e
L1 Hasdls Habe Flen
11 T Lawsl
11 laaps Cley Huaaer
L1 Ao ishls Wrach

Notice that the pricing is not shown for the materials list lines. The total on the bottom of the
proposal is also suppressed because the report prompt was enabled.
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Proposal Templates

The proposal module is useful in creating and printing quotes for a customer without creating a
sales order, but it is also very useful in creating common inventory sets or assemblies. These
predefined proposal sets can then be duplicated and altered when creating a new quote for a
customer. Using templates can save a lot of time when different quotes contain a similar list of
items. For example, a hardware store may list a set of materials that comprise a common
toolbox. By using proposal sets, the hardware store will not need to recreate a new materials list
for each toolbox, but can use the standard materials list and make the necessary changes for
each customer.

1. To create a proposal containing a set, open the proposal window and enter a standard
materials list as shown below:

i Proposals -

File Edit Process \iew
|| @il
M4 proposal [KIT | Date: |0/15/2000 Thu 1| Descrjption: | Standard took Kit | >l
Cusztomer: j Job Id: | _«.J
[ .F-'TDDC'SE-I'- :_General Info I Cortact Info I Job Info I Mote [
Price Level: i.HetaiI v Wwarshouse: :-GENEFL&L v
| Cluantity Inwentory Degcription Linit Amount T G/Lso™
1.00 TOOSET Deluxe Tool Set 135.00 13500 |, -
= Includes tool box & complete set of tools
1.00 | TEMAIN Heawy Duty Box 97.09 97.09 |+ 51000
2.00 PHISCRE E" Phillip's Screwdriver 312 B.24 | . 51000-
1.00 MEEFLI Meedle Mose Pliers 542 542 |+ [51000-
1.00 LEVELZ 3 Level a4 8.41 |+ (51000-
1.00 LHAM Large Claw Hamrmer 211 211 | 7 (51000
1.00 ADJWRE Adjustable wWrench 973 973 |+ [51000-
1.00 LaDDERIO 10 Ladder £5.00 E5.00 |+ |51000-
2.00 SLEHAMIO 10Ib. Sledge Hammer 42.00 84.00 |+ |51000-
1.00 TETRAY b ain Tool Box Tray ¥9.00 7a.00 | .7 51000-
= 1.00 Garden Set 132,50 13280 | 7
200 DIRSHO Dtk Shawel 32.00 6400 | " 51000-
1.00 GaRRAK Garden Rake 55.00 55.00 |+ 51000
1.00 GARHOS25 25 Garden Hoge 13.50 13.50 | 7 51000
xl | | | | [z | ¥
¢ >
Items:  E.000000 Hours: 0.00 Subtatal: $435.50 Cost: $405.54 [+] Show Cost
Taw Table: |Exempt Wieight: 200 Taw $0.00 Total: $435 50 Frofit: $89 96 222%
Ready Cipen

Identify the Proposal template with an ID that is easy to remember, rather than a numeric ID. A
proposal is identified as a template when the Customer ID is blank. If the Customer Id is not
left blank, the template can be stored on the Proposal tab of the customer account. Review the
Customer Specific Product or Price List for more details.

Create a list of standard items, kits, and assembilies to simplify the sales order entry process. Set
the standard price calculation settings, line format settings, and copy settings within the template
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before copying the template to customer proposals. Review the Creating and Printing Proposals
section for details on line format settings and copy settings. Review the Proposal Pricing section
for more details on price calculations.

Save the new template.

Complete the following steps to use a template to create a new proposal:

1. Select File > New from the proposal menu and select Create a new proposal from a
template as shown below:

Bl New Proposal r'S_(|

() Create a new blank proposal

(%) Create a new proposal from a template [ open with no customer |

D escription

Standard took, Eit

Large Building Package
Remodel Project

Small Building Package

() Make a copy of an existing proposal

MHewt > ][ Canicel

All proposals with a blank Customer ID will be listed in the template list.

2. Select the desired template and click the Next button.
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B New Proposal

New Beference Mumber; | 163

X]

Cuztomer |0 | DOEJOH

g

Description: |Standard tock, Kit

warehouse: |EEEGETIIIG
Jobld: | |
< Back ] [ Einizh ] [ Cancel

26

3. Select a Customer ID for the new proposal. Change the Description, if necessary.

Click the Finish button.
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" Proposals - John Doe

File Edit Process Wiew
|l
_Iﬂﬂ Proposal: i i D ate: |DE;’_15£2DDD?E-é]I Descr_iption:;gt;ﬁ?ﬁjﬁ?a"t;al;kil— | _'._J‘ij
Custamer: E_DDEJDH j| anld:g _\]_!
| Propasal i_éeneral In.fé_u_;: Enntacl Infou:: JDB In.fl-?l;: .P.J.nte | B
Price Level: :F!etail v_l ‘W arshouse: ;GENEHAL vi
] Cuantity Inventory Dezcriphion Idrut Aot T | G s
100 TOOsET Deluxe Tool Set 135.00 125007 7
= Iniziudes tool bow & complete get of toolz
1.00 TEMAIM Heawy Duty Box 97.09 97.09 | {51000-
2.00 PHISCRE E" Phillip's S crevwdriver a1z B.24 |+ B1000-
1.00 MEEPLI Meedle Noze Fliers 542 5.42 |+ 51000
1.00 |LEVELS 3 Level a4 841 | " 51000
1.00 |LHAR Large Claw Hammer 211 811+ 51000-
1.00 ADJIWRE idjustable Ywirench 9,73 973 |+ B1000-
1.00 LADDER1O 10' Ladder B5.00 B5.00 | " 51000-
2.00 |SLEHAM10 10 Ib. Sledge Hanmer 4200 84.00 |+ 51000
1.00 TETRAY b4 ain Tool Box Tray 79.00 79.00 | " 51000-
5 1.00/ Garden Set 132580 13260 | 7
* bt
bl ?
Items: BO00000  Houwrs: 000 Subtatal: $495.50 Cost: $405.54 [#] Show Cost
Tax Table: iPA | ‘weight: 2.00 Tax: $0.00 Tatal: $435.50 Prafit: $53.96 22%
F-leady Open

The proposal list can be appended or changed to fit the customer’s need.

4. Select Edit > Recalculate Prices to update the pricing. All the detail lines set to update
from the Price Level will be updated and any percentage settings will be recalculated
when this step is completed.

5. Save proposal and select File > Print to print a proposal for the customer.

6. Select Process > Create Sales Order to create a sales order from the quote. Continue
with the Creating a Sales Order from a Proposal section for more details.
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Customer Specific Product or Price List

The proposal module within the EBMS software system can be used to establish and maintain
individual customer product lists. This feature is useful when the order entry process is expedited
by using a product list of a hundred items or less that are regularly purchased by the customer.
Review the Proposal Templates for more information. This predefined product list can be used
as a customer-specific price list or an order sheet. For example, B & G Retailers — WHODIS
purchases the listed ten items on a regular basis.

“" Proposals - B & G Retailers

File Edit Process View
@i d @l
4| Proposal [ WHODIS | Date: [06/16/2000 Thu £ Deserjptions| Standard Prics List | ]
Customer. | WHODIS A dobig:| ]
[ -F-'TDDUSC‘-I{ :_éeneral Info 1 Eontact Irf I Job Info 1 .Note |
Price Level: E.Wholesale v Warshouse: :lGENEF!AL v
Quantity |rventony Drezcription Unit Amount T.. | GALAC. Cogt #
200 GARHOS25 25" Garden Hose 11.50 2300 |+ B2000-010 17.78
IDIRSHOD Drirt Shavel 27.00 v B2000-010
300 GARRAK Garden Rake 43.00 14400 | " 52000010 111.00
TRABINZO 30 Gallan Trash Bin 33.00 v B2000-010
4.00 LADDER1O 10° Ladder 55.00 22000 " (52000010 1E68.00
WWHEBAR M heelbamow 43.00 " B2000-010
1.00 EXTCORSO 50" Extension Cord 23.00 2300 | v B2000-010 2250
1.00 HEDTRI Hedge Trimmers 83.00 83.00 | " |52000-010 000
STICHA Stikl Chainzaw 425.00 " [B2000-010
il 1.00 TOOSET [Delue Tool Set [ 11900 11800 | | 18718
= Includes tool box & complete et of tools
1.00 TBMAIN Heawy Duty Box 85.40 85.40 | 7 |52000-010 120,00
200 PHISCRE £" Phillip's 5 crevedriver 275 550 | " [52000-010 T.80
1.00 MEEPLI Meedle Moze Plisrs 462 488 | 7 52000-010 E.ED
1.00 LEVEL3 3 Level 744 7.44 | o [52000-010 1025
1.00 LHAM Large Claw Hammer 744 744 | 7 B2000-010 1050
1.00 ADJWRE Adiustable Wrench 854 854 o 2000010 1200
. L
< | >
ltems: 12000000 Howrs: 0.00 Subtotal: $624.00 Cost: $556.43 [#] Show Cost
Taw Table: éExempt | Weight: 2.00 Taw: $0.00 Tatal: $624.00 Prafit: $67.57 121 %
Ready Open

The items that are purchased by the customer must be manually added to or removed from the
proposal. The price calculation setting should be set for each item on the list. Review the
Proposal Pricing section for more details about setting the price calculation setting.

Print the product list by using the Customer Order Sheet report.
Complete the following steps to create a sales order from the customer product list:

1. Open the account for the customer who wants to place an order. Click on the proposal tab
as shown below:
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8 CustomersAWholesale\B & G Retailers r5_<|

ﬂﬂ Custamer: |WHDD|5 ﬂ Folder: |Whulesale ﬂl Llﬂ

| General | Terms | Advanced || Directions | Inw:uiu:es| Froposals | Serialized Items | Tasks | Jobs ||5_|:| ik

Statuz: | Al W |

0. Quote Drescription Aot Sales Persor

WHODIS Standard Price List

2. Double click on price list proposal to open list.

3. Click on the Edit menu of the proposal and click the Clear Quantities to clear the
quantities from the past order.

EEX

W' Proposals - B & G Retailers

File | Edit Process ‘iew
Create makerials list Ctrl+= - [0 B | A
Price Calculations... Ctrl+P
_ETIDDUSEFI General Info | Contact Info || Job Irfa | Mote
Price Level: .Wholesale v-l ‘W arehouze: iGENEHAL v|
1 uantity Irvventory Drezcription Unit Amount T. G/lbc. Cost
L |GARHOS25 25 Garden Hose 11.50 v/ B2000-010
\DIRSHO Dtk Showel | 27.00 | | W B200040 |
[GARRAK [Garden Rake | 48.00 | v B2000-M0 |
|TRABINGZD 30 Gallon Trash Bin 33.00 v/ B2000-010
;LADDEH‘IIJ [10° Ladder | 55.00 | v B2000-ma |
fw/HEBAR M/ heelbarrow 43.00 ' 52000400
QEXTCDHSD 50" Extension Cord | 29.00 | v 552000-010 |
HEDTRI Hedge Trimmers 89.00 v 200040
— ! [5tihl Chairisaw | 425.00 | v [B20004M0 |
i Deluse Tool Set EEEN [ | [
S Inchudes tool box & complete set of taols |
a3 ' | 4]
ltems: 0.000000  Howrs: 0.00 Subtatal: $0.00 Cost; $0.00 [¥] Shaw Cost
Tax Table: iExempt i “Weight: 0.00 Taw: $0.00 Total: $0.00 Prafit; $0.00 00z
Open

4. Click on the Recalculate Prices option on the Edit menu to update the proposal list to the
most recent prices. Note that the prices within the proposal will not update without using
this option. Do not activate this option if the customer price sheet contains contact prices
for the customer. The Recalculate Prices option must also be used to update prices if the
Price Level is changed on the proposal.
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5. Enter the order quantities for each item that is being ordered by the customer.

“" Proposals - B & G Retailers

File Edit | Process Wiew
T
||
_ﬂ__‘_J g;lE;éDDD?EEi Diescription: : Standard Price List i _f_J _”j
| Close (Mot Accepted) _\Jl
nl.:-'.r-oposa-l- - e ; - - .'lgte
Price Level: EWhoIesaIe v_i Warehouse: ;GENEHAL ;i
Quantity |vehtary Description Uit Amount T.. | GALAc. Cost
5.00 GARHOS25 25 Garden Hose 11.50 B7.50 | " [520004010 44.45
IDIRSHOD Dirt Shaovel 27.00 W 52000010
GARRAK Garden Rake 43.00 W [R2000-010
10.00 [TRABINZ0 30 Gallon Trash Bin 33.00 330.00 |+ 52000010 257.50
LADDERTO 10" Ladder 55.00 W (520004010
400 MWHEBAR iwheelbarrow 43.00 196.00 | + (52000010 157.20
[EXTCORS0 50 Extengion Cord 29.00 W (52000010
» HEDTRI Hedge Trimmers 89.00 v 52000010
.00 STICHA, Stihl Chainzaw 425.00 850.00 | " 520004010 EE0.00
,_ 1.00 TOOSET [Deluse Tool St [ 21588 | 21598 | | ' 167.15
| Inchudes tool box & complete set of tools. I
*
< ! ¥
ltems; 22.000000 Howg 0.00 Subtotal $1.649.42  Cost $1.286.30 Show Cost
Tax T able: %EHeth | ‘wheight: 200 Tax $0.00 Total $1,64348  Profit $363.18 282%
Create a sales arder from this proposal Cpen

6. Select the Create Sales Order option from the Process menu of the proposal to create a
sales order from the product list.

B Create Sales Order f'5_<|

Thiz will create a zales arder from the items on this propozal. Pleaze set
the following optionz.

[_IiCopy Proposal Mote Ta Sales Ordet

Do naot create invaice lines for items that have a 2ena quantity.

[ ]Accept Propozal

Einizh ] [ Cancel

7. The Do not create invoice lines... option should be enabled. This will cause only ordered
items from the product list to be copied to the sales order.

8. The Accept Proposal option should be disabled so the proposal is not closed.
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9. Click the Finish button to create the sales order. Click Yes on the Do you want to view
the invoice now dialog to view the new sales order. The order can be appended to an
existing sales order if desired.
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Creating a Sales Order

A sales order can be created from a proposal, within EBMS, after a customer has approved the
purchase. This will allocate the inventory needed to complete the order. Review the Inventory >
Tracking Inventory Counts > Inventory Item Count section of the main manual for more details on
allocating inventory. If the optional job costing module has been installed, review the Use
Proposals in Job Costing section before proceeding.

1. Load an existing proposal from the customer tab or from the Sales > Proposals
selection of the EBMS menu.

" Proposals - Arden’s Landscaping

File Edit Process Yiew
@i
ﬂ ﬂ Proposal 158 Date: m EJ Drescription: Tool Set _f_J ﬂ
Customer; ;.AHDLAN j Job Id: _\J
| Proposal :_éeneral Infa | Contact Info | JobInfa | Note |
Price Level: ;I\-\-"holesale v M arefoLize: ;.GENEF!AL v
[uantity Inventary Description Uit Amount T. | GALAC. Cost
» 4.00 DIRSHO Dirt Shavel 27.00 108.00 |+ [52000-010 84.00
il |The dirt zhovels will be wrapped and delivered | e
to the main warshouse.  Shovels are to be
L Al ) |defiversd by the first shipment. | | | )
300 GARRAK Garden Rake 48.00 14400+ 52000000 111.00
= 200 Tool Set 25714 51428 395.58
1.00 PHISCRE B" Phillip's 5 crewdriver 4.99 4599 | 7 B2000-M10 3.90
200 LEVELZ 3 Lewel 13.50 27.00 |+ 52000010 20.50
1.00 HALWRE 1/2 inWrench 1.15 115 7 B2000-010 083
1.00 TEMAIMN Heawy Duty Box 155.00 155.00 |+ 52000010 120.00
1.00 TETRAY rain Toal Bax Tray £9.00 £3.00 | + 52000010 52.50
*
< >
Items: 9000000 Hours: 0,00 Subtotal: $766.28 Cost: $590.58 Shaow Caost
Taw Table: |PA ‘Weight: 8,00 Taw: $45.98 Tatal: $312.26 Profit: $175.70 298%
Ready Open

2. Make any necessary changes to the proposal. Review the following detail line settings
to verify that the information is properly copied to the sales order.

e Comment lines - Any detail line that does not contain quantities or pricing can be

configured to NOT be copied to the sales order. Right click on the detail line to set
the Copy to Sales Order option.
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-

Delete Row
= Insert Row
- Expork Lisk, ..
ShowafHide Columns L |
__ v Show on Printed Document
Create Materials Lisk

Copy ko Sales Crder

e The Show on Printed Document setting for each line will be copied to the sales
order detail line.

3. Select the Create Sales Order option from the Process menu of the proposal. The
Process > Create Sales Order option is disabled if a job is attached to the proposal
and the Apply to Progress Billing switch within the Job Info tab is enabled. Review
the main Job Costing manual for more details on job costing and proposals.

M Create Sales Order E|

Thiz will create a zales order fram the items on thiz propozal. Pleaze set
the fallowing options.

[ ] Copy Propozal Mote Ta Sales Order

[ ] Do not create invoice linez for items that have a zero quantity,

MNest » ][ Cancel

a. Enable the Copy Proposal Note To Sales Order option to copy the
information found within the proposal Note tab to the sales order note.

b. Enable the Do not create invoice lines for items that have a zero quantity
option if lines within the proposal with zero quantity should be ignored. Note
that items with pricing but no quantity will not be copied to the sales order with
this option enabled.

c. The Accept Proposal option should be enabled unless the proposal status
should be kept open. Review the Proposal Status Settings section for more
details about closing a proposal. Click the Next button.
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x]

I Approve Proposal

Thiz proposzal will be marked az approved. Fleaze enter the following
infarmation to complete this procedure.

Acceptance D ate: ||:IE.-"'| 52000 Thu E|

Aocepted By: |.Jn:|hr'| |

[ < Back ][ Einizh ][ Cancel

4. Enter the Acceptance Date and enter the name of the person that approved the
proposal into the Accepted By field. Click the Finish button to continue.

The following dialog box will appear if a sales order already exists for the customer:

M Create Sales Order [5_<|

(®)iCreate a new irvoice for this customer

() Select an existing invaoice for this customer.

Imwoice D ate Ivoice Dezcription
06152000 Thu 1326 Dirt Shovel

|
| ™

< Back ]I Einizh ] [ Cancel

5. Select an existing sales order from the list or select the Create a new invoice for this
customer option to create a new sales order/invoice. Click the Finish button to create
the sales order.

Eagle Business Management [E]

%)

Sales order number 1325 successfully created.

Do wou wank o view the invoice now'?

[ Tes 4 [ Mo
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36

6. Click Yes to view the sales order or No to continue without viewing the new sales
order/invoice.

The content of a sales order can be deleted and the proposal recopied if the content is not
correct. The proposal can be re-copied to a new sales order if it is re-opened. Review the
Proposal Status Settings section for more details on re-opening a closed proposal.

A sales order should not be created from the proposal in some situations if the optional job
costing module is installed. Review the Use Proposals in Job Costing for alternative ways to
allocate inventory with the job costing module.
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Proposal Status Settings

The status of a new proposal is set as Open when it is first created. The proposal can be
changed from Open to either Accepted or Not Accepted. You will find the status of a proposal
on the lower left-hand corner of the proposal window as shown below:

" Proposals - John Doe

File Edit Process Wiew
i
4l Proposat [ | Dater |06/15/2000 Thu [ Deserption: Standard took Kit [ i
Customer: %I-DDEJDH j anld:é _«]
| Propasal :_éeneral Infa { Enntacl Infq i Job Info I .Nnte |
Price Lewvel: :-F!etail v W arehouse: ;-GENEFE.L‘«L v
| Cuantity Inventory Dezcriphion Idrut Aot T | G/
100 TOOSET Cieluxe Tool Set 135.00 13500 ..~
Cle Iniziudes tool bow & complete get of toolz
1.00 TEMAIN Heawy Duty Box 97.09 97.09 | " 51000
200 PHISCRE E" FPhillip's S crewdriver a1z B.24 |+ B1000-
1.00 MEEPLI Meedle Noze Fliers h.42 542 |+ 51000-
1.00 LEVEL3 3 Level a4 841 7 51000
< | B
Items: BO00000  Howrs: 000 Subtatal $495.50 Cost: $405.54 [#] Show Cost
Taw T able; F'-"-“- ‘Wheight: 2,00 Taw: $0.00 Total: $435.50 Profit; $89.96 222%
ReéEIy Cpen 7

A proposal is set as Accepted when the Apply to Job (Job Costing only), Create Sales Order,
or Create Inventory Transfer Ticket (Job Costing only) wizards are activated from the Process
menu of the proposal. Review the Creating a Sales Order from a Proposal section for more
details on the Create Sales Order option. Review the Use Proposals in Job Costing section for
more details on the Apply to Job and the Create Inventory Transfer Ticket options.

The proposal status can be changed from Open to Not Accepted to indicate that a proposal is
closed but has not been accepted. This normally indicates that a proposal did not develop into a
sale but was lost. Click on Process > Close (Not Accepted) to close a proposal and change the
status to Not Accepted. The following wizard will be activated:
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B Close Proposal (Not accepted) [Z|

Thiz propogal will be clozed, even though it iz not marked az accepted.

Reazon for not accepting:

Client delaped purchase becauze of price v

Finizh ][ Canicel

Select an optional Reason for not accepting since the proposal was rejected. This allows the
user to analyze rejected proposals based on the reason. The user can manually enter a new
reason into the entry field and this reason will be recorded within the reason list. Click the Finish
button to complete the close process. The reason list is accessed from the main menu by
clicking Sales > Options — Proposal tab as shown below:

i’ Options E

General | Invoices and 5.0 s Devices| Proposal |F|ep0[ts Sales Person | Messzages || Customer Folders

Mest Propozal Mumber: | 166 )
Reasonz for not accepting a propozal:

When opening an gxisting proposal,

Reazon
recalculate costs that have changed. )
Lozt zale to competing product

Propozal Defaults Client delayed purchase because of price
Irrventory Cost Methaod Froject was canceled
() Perpetual Product did not contain needed features
() Last Cost Unknown reazon
3

Propozal iz walid for dans. %*

Do nat skip to next line after entering inventary item.

[ (]S ] [ Cancel

The reason list can be edited from this proposal options window. Click OK to save.
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The proposal status is only used for reporting and management reasons since a proposal does
not create any G/L transactions. Go to the Reports > Sales > Proposals folder and print the

Unaccepted Proposal Report report as shown below:

Clerddelayed pudese
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A closed proposal (proposal that is marked Accepted or Not Accepted) can be reopened by

clicking on Process > Reopen as shown below:
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" Proposals - American Retailers E|E||Z|

| File Edit | Process View

| |lElIll Apnl

|| PRy
e Create 5
RS t /15/2000 Thu Degcnpti.;.n;’ﬁmmg Proposal | v ]
Price Level: ]WhD|ES&|E W arehouse: ]GENEFML
Euantity Inventary Description Uit Aot QG S i
] 100.00 DIRSHO Diirt Shovel | 27.00 | 270000 | . (52000-010 |
< I | E
Iterns;  100.000000 Hours: 0.00 Subtatal $270000  Cost $210000 [+ Show Cost
Tax Table: |E"“3"“|3t | Wwheight: 0,00 Tax $0.00 Total, $2.700.00  Profit $600.00 28E%

Mok Accepted

This process will reopen the proposal which allows the user to accept or not accept the proposal.
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Use Proposals in Job Costing

The proposal window is an integral part of the Job Costing module. The budgeted costs and
income are recorded within the proposal window and applied to the job. Enter a Job ID into the
proposal to apply a budget (proposal) to a job. Note that the Customer ID within the proposal
must match the Customer Id within the job. Select Process > Apply to Job option from the
proposal menu to apply the values to a job. Review the Jobs > Entering a New Proposal or Job
Budget section of the Job Costing manual for more details.

Enable the Change Order option to the right of the Job Id if the proposal is a change order rather
than the initial quotation. Review the Jobs > Creating Change Orders section of the Job Costing
manual for more details. The job information recorded within the Job Info tab is defaulted from
the Site tab of the job.

i Proposals - John Doe

File Edit Process ‘iew

EE B
ﬂﬂ Propozal: | REMDL Date: 061542000 T hu H Description;: | Remadel Project ﬂﬂ
Custormer: | DOEJOH j Job 1d: | 2301 j Wi

Proposal | General Info | Contact Info | JobInfo | Note
Marne: |Citi Building Job Date: |05A15/2000 Thu g

Address: | 123 Broad Street
) [l spply to progress billing

City: | Mew Work State: (MY | Zipc | 10007

Ready Qpen

Enable the Apply to progress billing if the proposal updates the progress billing. Review the
Progress Blllings > Entering Bllling Items for a Progress Billing Invoice section of the Job Costing
manual for more details.

The Process menu of a proposal contains two additional options if the proposal is attached to a
job as shown below:
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# " Proposals - John Doe

File Edit | Process View
|;| % Fl.pp|':,-' To Job
— Create Sales Order
LR Create Inventory Transfer Ticket  §,15/2000 Thu ]| Deseription:|Small Warehouse | 2]
Close (Mot Accepted) — :
| Reopen 3111 jl [ Change Order
| Proposal i_-ée-neraiirif-o_'__.[fnrit.ac-t.in-f-o-_ anlnfo_Note _:
Price Level: ih%l vl Warehouse: iéENEH;«L \;i
Quantity Description Init Amount Toso GG || JobBts ]
1.00 Framing 500.00 50000 A 07 L
1.00 Lumber 1.000.00 100000 " 0703k jD
1.00 Plurnbing 1.800.00 1.80000 ) " 0110mM L
1.00 |Framing Labor £50.00 £a0.00 | A7 0700L jD =
1.00 Firish Labar 500.00 500.00 | " [na00L L
b 10 [Mier | aher | annn | annnn | 7 [rrnn in &
< | >
Iterns:  B.000000 Hourz: 0.00 Subtatal: $5,350.00  Cost $4,33000  [¥] Show Cost
Tax Table: |Pﬂ wheight: 0.00 Taw $321.00 Total: $5.671.00  Profit $1,020.00 236 %
apen

The Apply to Job option is used to apply the values within the proposal to a job. The budget and
billing values are not posted to a job till this option is selected.

The Create Sales Order option is available if the job does not Apply to progress billing. The
Apply to progress billing option can be viewed within the Job Info tab of the proposal.

The Create Inventory Transfer Ticket is available if a job is attached to a proposal. Review the
Job Costs > Creating Inventory Transfer from a Proposal section of the Job Costing manual for
more details.

Review the Job Costing manual for complete details of the optional job costing module.
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