EXACT QUOTES MAINTENANCE and SALESPERSON CALL ALLOCATION
SYSTEM

The EXACT Quotes Maintenance System is a fully integrated system for the easy creation of
proposals to prospective customers and the automatic maintenance of existing quotes to existing
customers.

EXACT Quotes also allows the allocation of call cycles to sales representatives based on existing
proposals or the need to follow up on quotes that have been given to customers. The cycles can also
include cold calls and calls on customers for whom no proposals exist, as well as other activities such
as sales meetings, etc.

Call sheets may be produced for the representatives. These may be automatically sorted by the
customers’ geographical areas and can detail precisely what the representative should be doing at
all stages of his day, week or month.

It will be immediately obvious if a sales person has a territory that is becoming unmanageable where
he/she has too many customers to service properly.
Thus EXACT Quotes is a complete sales management tool.

With this system a series of “Master Quotes” that pertain to certain products that are sold in specific
markets or industries may be created.

For example a company may sell a range of chemical items, some of which are generally used in the
automotive industry, others that are used in agriculture, others that are used in the hotel trade, etc.
Different “Master Quotes” could be set up for those industries: i.e. one for automotive, one for
agriculture, one for hotels, etc..

The operator (who could be a member of the sales team) may select a “Master Quote”, clone it and
allocate it to either a prospective or existing customer and then manipulate the quote in various
ways to suit the specific needs of that customer or prospect.

Quote manipulation includes selecting or de-selecting products to be included in the quote, entering
arbitrary prices, from which a “markup factor” (the factor by which a cost price will be multiplied to
arrive at a selling price) may be “reverse calculated”, selecting different standard prices upon which
to base the quoted price or altering markup factors. Using this facility, the operator may enter a
proposed selling price for an item and can see what the gross profit will be.

Quotes are valid for a certain number of days and then may be automatically updated by using the
latest costs and the markup factor or the latest selling price from the base price list, thus allowing
the quoted prices to reflect manufacturing cost updates.

A proposal may also be created for a potential customer or prospect that is not yet “on the books”.
If the prospect decides to start buying, because his information is already in the system, it is a simple
matter to convert him to a customer and invoice him according to his specific quote because all of
his details are already on the system.

When a quote is active, if the customer places an order, he/she is automatically charged the prices
that are on his/her quote.

NOTE: If you are not into ploughing through manuals, you may proceed to page 13 where you will
find a summary of the operational steps.



Operation:

GENERATING QUOTES

The operation of quotes begins by establishing one or more “Master Quotes”
To do this go to [Quotes][Day to day Operations][Maintain Quotes]

You will see a screen similar to the following:
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Click on the [New Quote] button.

You will see:
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-

] Zancel

Figure 2

Select [Yes]



NEW QUOTATION

Edit proposal / notes

Ouotes Customer data |
Accounteods [ ¢ Master quote
LR T &
Postal address Delvery address
Line 1 [ Line 1 |
Lie2 | Lie 2 |
Line 3 [ Line 3 [
Zocode [ Zocode [ Llocatoncode|
Conlact 1 | R [
Contact2 | Commission | 000 %
T mea [ updatespcodes
.- ——— N —
ct [
-~ Piint / e-mad
ema | " E-mall it e-mad sddress is present
emai 2 | " Ahways Print
Uniink from exisling a/c (flosling quote) | Clear customer data |
Link Io existing customer recard | Updale customer a/c [push dalz] | ™ Create new deivery address
Crasla new cinbone: econd Update quote from customer aic (pull data] |
ute account code Ii
Figure 3

Tick the [Master quote] box and give the Quote a name to identify it, as shown above where the
quote is called Test Master. Note this procedure is different from normal data input in EXACT or
ALCHEMIST where you would normally need to first enter a code. Because Master Quotes can
“float” and be cloned for specific customers — only upon cloning and issuing to a customer will the

quote acquire a code.

The screen above is where you would normally put the customer’s details, however, a “Master
Quote” has no customer, so click on the <Quotes> tag to go to the screen where products may be

entered:
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The next thing to do is to decide upon what source you want for the quote.
If you select the down arrow next to [Source] you will see a drop-down something like this displaying



all of the available standard inventory price lists that are in the system:
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Notice there are two special cases, namely / and /=x. We will deal with those shortly (See **,
below), but let us assume, for the moment that you wish to base this quote on the B Price list. Select

the B.

Now the list will be able to calculate a proposed price because it knows what the mark-up factors are

that appear for each stock item in the B price list.
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Within the ol =1 selection you will see the /= options.

If you select /, the source will reflect a markup factor that you will need to enter manually.

If you select /=x, the selection box to the right of the Joee :lv box will open up
in yellow, and you will be able to insert a markup factor into this box that will be applied to
all of the selected items.

After any of the selections above have been made, you must select the [Update Options]

| EAsRnsniies ke o ok in order to update the information.

button and select
Should the source value result in a recalculation of the calculated price that is lower than the

existing calculated price a warning will appear as follows:

<D Can decrease prices ¢

If “No” is selected, then the source will change, but the calculated price will not if it is lower
than the existing price.

Next select the number of days that you wish the quote to be valid for and select the option that
determines whether quoted prices will be allowed to decrease or not.

Now click the [Shortcut Menu] — the following appears:

add items l

Insert blank linefs

Cuk selected lines

Paste lines [




As you can see you may select “Add items”, “Insert blank lines”, and “Cut selected lines” or “Paste
lines”.
Select Add Items

You will see what looks like a conventional stock lookup screen, however, with this screen you will
be able to select several lines at a time by holding the [Ctrl] button and clicking the items required.
When you click OK, the items will be placed into the quote.
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Figure 5

From the Shortcut menu you will also be able to select “Insert blank line/s”
This will bring up a screen as shown where you may select the number of lines to insert.

Insert Lines

Enter number of lines {max. )
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(a4 | Zancel

Figure 6

Blank lines are always inserted above a selected line, so you may have to use the 4 e or
ﬂ] buttons to move the lines to where you want them.
You may type information into blank lines. Use this facility to make headings, for example, for

various groups of products. The blank lines are also used by the programme to determine the order
in which the items will be printed. (See the <Group> column in the diagram below.)

[Update Options]
Once you have selected the products you wish to include in the quote, click on [Update Options]
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Figure 7

This has various tick boxes offering the following:

o This button will select all of the quotes on the previous screen for updating

automatically without you needing to select them individually.

Azzign zource values ko rows . . . . .
L g This selection will assign the source values to the selected items, for

example, you may wish to change the source value of some items from Price A to Price C

| Load last costs from iterm This will load the last cost from the stock record to the selected

items.

|_Ghdk il ipice This will calculate and update the recommended selling price of

the selected items. This price is calculated from the last cost of the item multiplied by whatever
markup factor is in the source list, or whatever markup has been selected for this item.
[ Transfer calculated price to quated price This will do what it says.

st e e If a quoted price has been inserted manually, this will calculate

the markup factor for future automatic maintenance by dividing the quoted price by the last cost.

| Foree and set reverse calculation mode: This option will assign the selected source value to the
selected products and force a reverse calculation of the markup factor.

| Assign groups for printing This will run through the whole quote, determine where the

blank lines are and, working backwards, assign groups to the items in order to determine the
printing order.

If you select all of the update parameters, as suggested above, you will eventually end up with
something like this:
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Now you will be able to enter the fields under the [Quoted] column and alter the quoted prices,
should you wish to do so.
Should you do this, you will see, upon tabbing out of the altered price field, the following message:

? ¥ - Reverse caloulate factor

M - Manually maintained price

Figure 9

If you select [Yes], the markup factor will be reverse calculated by dividing the altered selling price
by the cost.

If you select [No] the item will be flagged as a manually maintained price. This means that, when
doing automatic updates, you will first be offered the opportunity to adjust these prices manually
before the automatic update, which applies markup factors, will operate.

SAVE THE QUOTE
Once you are happy that the quote accurately reflects what you need in it, press the [Save] button.

You may also [View] the printout to see how it will look.

EDITING QUOTES

Once one or more Master Quotes have been established, you will see that these quotes may be edited by
going to [Quotes][Day to day Operations][Maintain Quotes]
v Master quates

If you select you will see a screen similar to that shown below in Figure 10
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Notice that the upper part of the screen (pink) allows you to select the quote to work on, whilst the
lower half shows the products that are within the quote and the layout of the quote.

Double clicking the quote in the top screen will select it and take you to the screen where the quote
may be altered or modified using the same facilities that are available when you initially enter a new
quote.

ALLOCATING QUOTES TO CUSTOMERS

Once you have made a few Master Quotes you may now start to allocate quotes to customers.
(Actually, you don’t have to establish any Master Quotes first, but it just makes things easier.)

If you go to [Quotes] and on the <Day to day operations> tag, click [Maintain quotes]
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Note:
It is important to note that quotes may exist in a number of statuses — a quote that has been allocated to a
customer or prospective customer may be current (Active) or Upcoming (to be applied at a specified future



date), or it may be Expired (reached the cut-off date without being renewed).

A particular customer or prospect can have three types of quotes associated with it. There may be an expired
quote, a current quote and an upcoming quote.

If a customer has all three types of quote, when the current quote expires, the expired quote automatically
moves to the recycle bin, the current quote becomes the expired quote and upcoming quote becomes the
new current quote.

When you have been running the system for some time you should have quotes of all three statuses in your
system, so, in the Status area, you may select the type of quotes with which you would like to work - Active,
Upcoming, Expired or All radio buttons.

ISSUING A QUOTE TO A CUSTOMER

At the set-up stage, you may only have Master Quotes in your system, and if you tick d
you will see a screen similar to this:
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Firstly you will need to determine the code for a customer to whom you want to allocate a quote,
because customers who already have quotes may not be issued with another one.

Customer Lookup to see which customers have quotes and at what status existing quotes are.
If you click on the [Customers] button at the top of the screen shown above, you will get a special
customer lookup screen that looks similar to this:
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Figure 13

Note that this screen is only a look-up screen that is used to see which customers have quotes and
at what status such quotes are, you cannot select from here.

Notice that at the top right (outlined in red) there is a key telling you the different statuses of the
customer. A red band means the customer has an expired quote, a green band means there is an
active quote for the customer, an uncoloured band means there is no quote, and an uncoloured
band with a font in italics means there is an Upcoming quote for that customer.

If you click on the [Quotes] button as shown in Figure 14, you will see a lookup screen for the
quotes. These will display according to the selection you have made under Status (Active,
Upcoming, Expired or All), or Prospects or Master quotes.

For example, if you select expired quotes by clicking the (Expired) radio button, you will see a screen
similar to:
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You may base a quote on any pre-existing quote. This is why it is easier to carefully build a series of
Master Quotes and then base quotes that you issue to customers or prospects on one of those
quotes.

Let us assume that you have made a series of Master Quotes. Click on the box next to [Master
Quotes] and you will see a screen similar to this:
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Figure 15

Select the quote you wish to use as the base quote to allocate to a customer or prospect and then
click [Clone quote]
You will see the computer working and then a screen like this:
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Click on the [Customer data] tag at the top left.



You will see:
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If you wish to allocate the quote to a prospect who does not exist as a customer in your records,
then give the quote a name (probably the name of the prospect) and save it.

If you wish to allocate the quote to an existing customer, remember that the quote cannot be
allocated to a customer who already has an active quote.

Click on the [Link to existing customer record] button at the bottom.

You will see a lookup screen from which you may select an existing customer.

Note that you cannot select a customer who already has an existing active quote, if you do, you
will see the following warning when you attempt to save the quote:
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Figure 18



When you select the customer you will see:
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Figure 19

You should now go back to the [Quotes] tag and carefully examine the whole quote to ensure that it
contains all of the correct products and that the prices are correct and that the gross profits are in
line.

Once you are happy with the quote, you may either [View] or [Save] the quote.
If the quote is viewed, you may select the option to e-mail the quote immediately to the customer or
prospect.

SUMMARY
In summary, the above procedure has followed these steps:

1. [Maintain Quotes]

2. [New] and confirm

3. Tick Master Quotes box

4. Insert Name (NOT code)

5. Click [Quotes] tag

6. Select Source

7. Enter Activate on date

8. Enter Valid for number of days
9. Allow Prices to decrease or not

10. Select [Shortcut Menu] and, using Ctrl button on your keyboard select multiple products to
add to the quote.



11.

12.

13.

14.

15.

16.

17.

Select [Update options] and invoke all of the options
Alter any prices that you may want to change and [Save] the quote

Now you may allocate the Master Quote created above by going to [Quotes][Day to day
Operations][Maintain Quotes] and ticking the Master quotes box.

Select the quote that you wish to allocate to a customer or prospect and click [Clone quote]
Alter the clone to suit the customer or prospect to whom you wish to allocate the quote.

Click the [Customer data] tag and:

a) If a prospect, add the name of the prospect in the Name field

or

b)If an existing customer without a quote, click on the [Link to existing customer record]
button, select the relevant customer from the dropdown list.

Save the quote.



MAINTAINING QUOTES

Quotes may be maintained manually, but the main strength in this system relies upon being able to
automatically maintain a large number of quotes simultaneously.

MANUAL MAINTENANCE

Method 1]

Go to [Quotes][Day to day Operations][Maintain Quotes]

Select the Rep whose quotes you want to maintain and other parameters, such as status to filter out
the quotes you do not want to look at.

Select the customer or quote in the upper panel.
Click [Edit quote]

Make changes. As you exit a field, you will see:

9 ¥ = Rewerse caloulate Fackor
“:./ N - Manuallty maintained price

If you select Y, the system will calculate the markup factor by dividing the quoted price by the last
cost of the item. This is a useful facility for the automatic maintenance of quotes because as costs
change, the system can take the latest cost and multiply it by the factor to arrive at a new quoted
price. This way you can maintain the same gross profit as your initial quote and increase or
decrease selling prices according to fluctuations of costs.

If you select N you will need to maintain the price manually.

Remember to click on the [Save] button to save any changes.

Method 2]

Go to [Quotes][Day to day Operations][Maintain Quotes]

Select the Rep whose quotes you want to maintain and other parameters, such as status to filter out
the quotes you do not want to look at.

Click on the [Quotes] button
You will see a special lookup like this:
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: WOD02 ACHEAE PO s i 2008.03-26 20080301 20080831 1 2 MANDY-LEE

008.06-17 20080601 2008 08-31 1 46

| |eToto Ll =l 2006-02.05 200803 2008.08-31 2 Fa MARELIZE 5°
OR18 O THOMERCE (P17 L 0050212 0503 2006-05-31 & 92 MANDY-LEE
OSM01 (PRSI T HOLTE 56 2008-05-07 2008-05-M 2008-08-31 4 46 KOOS CILLIE
PICO2 PR GATTHRL ALY 2008-03-14 2008-03-01 2008-08-31 2 94 COLINDELL +
PREOS PRECIEH | Y 2008-03-10 2008-03-01 2008-08-31 1 a2 MANDY LEE

| |ouenz QLT CHEAT R 20050414 2008-03-M 2008-02-31 1 2 MAMDY -LEE

| |scoti SOOI, L LA, - STHUOME 00 2008-02-06 2008-03-01 2008-02-31 1" b MRRELIZES™

< »
Code Hame Calculated CGP%| Quoted QGP%| Lastcost| Ediedcost| &
|[¥] ACCESSORIES -100.00 0.00 0.00

L] -100.00 000 0.00

| |HS-AF/08 EXCEL AIRMIST AERDSOL DISPENSER STAINLESS 5. 889,10 n 889,90 3TN 55316 0.00

| |AT1AIR DI AIROMA DIGITAL AERDSOL DISPENSER 30950 wn 309.50 3741 194.63 0.00
A1 ARD2 AIROMA REFILL AEROSOLS 4860 4599 48,60 4599 br. . 0.00

= N

- - » »i




Note that the colour key is at the top right (blue for inactive, pink for prospects) and that you may
filter further by clicking Click to show de-activated quotes

Also note that the lookup screen shows the quotes in the top half and the actual contents of the
highlighted quote in the bottom half. You can also browse through the bottom portion of the screen.

Once you have found the quote you are looking for, when you select it, you will see a screen such as:

£ NEW QUOTATION

Activale on Vabd for (6} Er | Remove dup. tems |
& No dect
[Fooerie ] [zo0enzm @) D rﬁ;ﬁm
Souce [ =] e[ 000 4 Up | § Down| Selectal| Deselect| Shosicutmenu | Updateoptions |t | mi| =] | | e

Sic Last cost | Factor | Calculated| CGPX| Quoted | Q GP %6 | Man |Gioup  |U &

| |a1sane FANITLR B WHITE - NaLL & | £
| |a1sanez EANITAFT B LIER 2%0) A 4595 P
| |a1 4R 00 £4A0MA DIGITAL LEADSOL DSPENEER A Tn 24 £
| |a1aiR D2 LIR0MS FEFLL LERTS0LS A 4593 Es
| |A1DRUMT.  ZELTDRUM TaP A B0 Ef
| JATHAND S0 LT HENDGOAR DISFENSER / DOLPHIN ECDRC A 66.01 24 E
[ |ATHAND .02 ILTHENDSOEP CISFENSER WP MWHITE A 5496 £
| |ATHAND 5.0.3  STAINLESS STEEL S04P DSFENSER A 4506 24 Ef
[P|A1GLADE 01 GLACE SERMSDL IR, A 313 Pig
< >

Unk [PPACK Packedin |
h'buml Storage Unit

In the upper part of the screen there are details of the customer to whom the quote is attached, the
Activation date, the number of days the quote is valid, the expiry date and the status.

In the lower portion are the products or services that are within the quote and the quoted prices.
These prices may be changed.

Again, when you alter a price, you will see a pop-up like this:

? ¥ - Reverse caloulate factor

M - Manually maintained price

See above.



AUTOMATIC MAINTENANCE

Go to [Quotes][Day to day Operations][Automatic re-quoting]

I3 AUTOMATIC QUOTATIONS

& | | ‘Select” opereation apples to 41 -
;‘W}’“ Expiiingbetween (2009/02/01  B| ] Refiesh | Selectal | Desslectal | Process selected quotes |
T Active P
 Evpited and [00370278 )| [~ Aclivate immediately

I Show even if "Active” [0 of date range) o "upcoming” quale is prasant
Achon: Create upcoming quote. deleting exizting upcoming

| Pricedecieaze [ ATGwED | INGTSNRRS Data inthese cohumns can be modfied Pink/e-mal quotes |
|Code |Upe [Name | Dete | Activeleon | Valid(dd)| Espreson [Coriect 1 |Cortact 2 | Rep [Quo)Mode| e-mai
< >
Code Hame Calculsted|  CGP%| Quoted| QoGP %
|

1] Filter the range of quotes by [Rep], [Select operation applies to] (where a drop-down list will

offer you:
All

e-mail quotes
Print guotes

[Report on], and [Show even if “Active”......]

2] Select a date range that will include some expired or active quotes that are due to expire within
the range selected.

3] If the quotes that you will be updating are for customers where you have an agreement that a
previously-issued quote, even though valid for a certain period, may, in the event of drastic input
price changes, be changed within the valid period, before the old quote has reached its expiry date,
then click [Activate immediately], otherwise leave this check-box blank so that the new quotes will
be activated upon expiry of the old quotes.

4] Click the [Refresh] button.
A screen similar to the following will be displayed:



5 AUTOMATIC QUOTATIONS

fo || | R ——
ﬁq:ﬂt_m Expeng between [2005:01:01 1] H Reesn | Select ol | Deselectal | Process selected quotes |
% Active
2 and 03013 B I Activates inmedalely
' 17 Show even i "Active" fout of dele tangs) o "upcoming' qusls i present I~ Allow deceeats
344 records: Action: Cieate upcoming quobe, debsting existng upcoming
| Fricedeciease [T ARGHE Y IS Data in theze colunns can be modiied e
|_ Code |Upe [Mame | Date [ Actwvsteon | Vabdidd)| Expreson |Verson  [Comtact1  [Contact2 |Rep (Quo|Mode|emsi [Phone |~
ICEE E 0 200810.29 | 20081001 120| 20080131 1/HUBERT STANEN/A %2 7 (WA 021 561 5
PALZ3 20081002 | 20081001 120 200801-31 2 NATASHA 39 E | matasha@palieteupply co.2a 021 307 2
PAN20 20081020 | 20081001 120| 200301:31 8 DEDRE (B)  |DIANNE (&) 27 E | jade@paniheiitco.za @1 9192
|_|PaTo4 2008-10-17 | 2008-10-0 120| 200301-31 5 ELMARIE CARD TELPHORP 2z
|_|PC17 2008:11-11 | 20081100 90| 200%01-31 6 TOWHOM IT M o] E pogaage@harvalsicoza 0236151
|| rrawr ¥ T AVEIHGT | JARIT I 203t 5 ALK B ATANNE M) 7 £ mhavipsattinscans | G SR2L
| |FERDS ST TiaH 0081028 | 2008110 50| 20084131 2 FRED MIRANDA 28 P 021 304 0
FETOZ 5 | FI) S5 HOEE 20081017 | 20081001 120 20080131 13 FETRO TELPHORP 0227143
o ~
< B

EALEL SSANET AE PR, [RFEAEEs 0,
SRDREE DI TAL ST SOL REHIER

SFDiiE FEMLL ACPIHTE S 50.50
D CELL i i Thalid Pl RATTRSER nH n
0L ol inf Tamd Far, Bl TEFRES:

4597

STAFILESS STEEL ALITT SESD DITEA 20
SGESTA AT sl DI L

B, mats FLiRH Lred | N 21215

H5US/08 PATLGUSpREN SEATIER (RFEME 100340 311 100840 3
H5 S/ CLMDAISM MM SHETSIN DEPTSSE. 43020 31 43020 3
H5 R/ CAMDA SAH SO - CITTHSS DELE L S AT TR AT

Normally you would not be working with Active quotes for an automatic maintenance, so tick the
(Expired quotes) radio button under Report on, select a range of dates to work with (Expiring

between) and [Refresh].

8 AUTOMATIC QUOTATIONS

Rep 2 [GAVIN PEPLER ‘Select opereation applies to [A1 -
Repotton | Eapiingbetween wosmm  B] ] Rehesh Selectal | Deselectal | Process selected quotes |
B ond [0s171 E] [ Activate immedialely
: I~ Insctive cont ¥ Abow decrease
29 reconds Action: Create active quole, activated immedialely
| Pricedeciease | [IIENGHEETIY NGNS Datainthese cobumns can be modiied Pint/e-mal quotes |
Upe [Name _ |  Date | Activateon | Vakd{dd)| Expreson |Contact1 |Contact 2 |Rep [Quo)|Mode | e -mail ~
A LIDUIEE PTVLID 2008-11-11 | 200811-01 90 20030131 |MARMKE CROMJE 2 E | maifecionf
A EHEREE PR SUPtuEs LA D 20081111 | 2008110 90 20090131 MARTIN 2 P
sod ME RRURY IO D 20081141 | 20081101 S0 20030131 MR LEONARD 2 P
ATLAMTIC TR \WHSH - MARDED [VER | 200811411 | 2008110 | 90 20030131 | MERVYM NiA 2 P
SNEHUE HES[Pamaks 20081111 | 200811 80 20094n-31  SIRMADAM 21 P
ST Ll R CTE RN R T T ] 20081111 | 20081101 S0 20030131 4 M COMPION HILDA a P
CAPE PRONISCT HARDSMIE 20081111 | 2008-11-01 S0 20030131  SIRMADAM a P
CE A 0TS 20081111 | 20081101 S0 20090131 JOHANPRINS | 2 P
R AR sl 20081111 | 200811-01 90 20030131 ANNETTE 21 P
v
¢ 3

B eS|
Code  NWeme | Cdousled| CGP%| Quoted| QGP %]

A1 AR DI ACAA DNTITAL ATRDSTE DRSPIMELR 35750
aramrpz A P AEREILY 5745
C|e1eorie s, EOTTLE RRUSHRE TA 800
[]A.1 cHe 001 CHARBAES 005
_.EL‘I CHa 002 HasnaEl BiNEE T 21.75
L A1 DRUM T, FAT DAL TEP 4870
&1 GLapE m GLADE AEMDSOL 41 0ML B5.60

A1HAND 501 1 HasiriaP RS FEMSER (OOUSH EC 17850
:A.‘I HAND 5.0.2 T HEMIrEIe P [ES PEAEEA MP: J WHITE 197.60
a1 Henp 503 STAMLESE S 1EEL SOAF CEPEHSDN 3305
|1 PLEDGE 01 PLEDEE FUSMITYRE FOUSH SERDGOL & 10685
_11 RAID O RAND DU PLRAPISE SURERRAGT AR 1715
ETE S A EPE LAHITE ey 24385

You will see that some of the options in the upper grey portion of the screen have disappeared and
also that the quotes, selectable in the upper portion of the window, are colour coded so that you
can see whether a price decrease is allowed or not (red for not allowed, green for allowed). You will
also see that, if you select [Show even if “Active......], these quotes will appear in italics.



5] Decide whether or not to allow a decrease in the prices, even though the prices themselves have
prices that are marked as being non-reducible.

6] Click [Select All] or individually select quotes by clicking them with the Ctrl button on your
keyboard held down. (Note that if the ‘Select’ operation has been selected as, for example e-mail
quotes, then, upon pressing [select all], all of the quotes with e-mail addresses will be selected
(highlighted in blue).

7] Click on [Process Selected Quotes]

If there are any products within the quotes that have been altered manually and where no reverse-
calculation of the mark-up factor has taken place, these products will still need to be quoted
manually, so the system will present these to the operator in a screen similar to that shown below.
All of the relevant information is on the screen, and the operator can decide on a new price to
charge the customer.

A Manuat prices

Cancel automatic update Confire update wih new prices |

Cust [Hame Jitem [Name | Lastcost|  Factor| CunQuoted|  Cu GP%] MewOuoied| MewGP%| UNFLAG| ~
NG STEIMER HYGIENE-GEORGE DEOCI00T DUPX DED BLOCKS CHERAY 25100GAM 8570 8500 [F 85,00 [ []
st STEIMER HYGIENE GEORGE DEOLT001 U4 DEQ BLOCKS LAVENDER 254100GRM 4753 8500 4409 85.00 4409 [
st STEINER HYGIENE-GECRIGE DEOFI00.1 DU DED BLOCKS FINE 25¢100GRM 4456 8500 s 8500 4745 o
[ lsT11 STEINER HYGIENE-GEORIGE DEOT100.1 LB DEQ BLOCKS TUTTI FRUTTI 254100GRAM 453 8500 4782 85.00 78 (]
s STEIMER HYGIENE-GEORGE URIOSC. URINAL TABS CHERRY 8463 110,00 ok 1000 nx o
st STEINER HYGIENE-GEORGE URIOSL URINAL TABS LAVENDER 718 110.00 14 1000 nw o

5711 STEINER HYGIENE-GEORGE URIOSP. URINAL TABS PINE 5320 110.00 425 oo 4255 o
Cstn STEIMER HYGIENE-GEORGE URIOST URINAL TABS TUTTIFRUTTI 297 11000 27 nom 27 ]

5111 STEINER HYGIENE-GECRGE CREM&S CREMPHEN £45LT 10222 200 19398 4288 1938 L] o

ST11 STEIMER HYGIENE-GEORGE AUTWEDS BLUE \WasH WX 1342 238 2758 51.33 27.58 51,33 o

STEINER HYGIENE-GEORGE AUTWBZS |BLUE WASH itk

Selectal | Deselectal Resetmovualupdateflsg |

The quoted prices are inserted in the white column, under New Quoted.

These quotes may be checked for errors and then printed or e-mailed by pressing the [Print/e-mail
quotes] : they will be then become the new Upcoming quotes that will replace the existing Active
guote when it expires.

When that happens the old active quote will be put into the recycle bin.

Periodically the recycle bin should be emptied into the archive.

The emptying facility is offered to you when you first enter the quotes module and upon exiting,
however please note that if you have a lot of unarchived quotes on your system, the operation can
take a long time — sometimes in excess of two hours, depending on the speed of your computers.

PRINTING QUOTES

From the main Quotes Menu click [Print quotes]



K3 PRINT QUOTATIONS

Rep | [21 fmnr View/Piirt documert | T~ Expon
& |pcoming ¥ Prnt quote
" Eupired [ Preview
Code Hams |Proposall  Date | Actvateon | Expieson | Vaid(dd)| Version|Contact -
CHEZ BafI BES FALTART B DEL) 2009/02/04  2009/03/00 | 2009/06/30 120 B ALEC MARAIS
501 CH UM TR (00D 2009/02/04  2009/03/01  2009/06/30 | 120 4 ZELDA STANLEY
MAST MESFAM FREERL SE00L 2009/02/04  2009/03/01 | 2009/06/30 120 13 SIR/MADAM

E_'_ IIEE_]EEE- lliEEEI_E!I

FRDDL _;_;f;-_zz;:4]+ =4 . -

8.1 54N B1 RRSTTART B WAHITE - bRl 41485 414,85 EACH
.1 54 B2 SARTTAITT BIH LN = 2345 234.95 P/RACK
.1 41R D1 i Faps e rg BERITSGL DRPERAER 35750  357.50 EACH
5.1 &IR D2 MFEIA FEFAL AMEROSILS 57.45 5745 EACH
6.1 DRUM T =501 DRI REP 48,70 48,70 EACH
£.1 HAND S.0.1 LT HeR s TrPE R ER D P E 17650 17650 EACH
8.1 HAND 5.0.2 ILT HAHISOA DEPTHEDR H PSSR 23310 23310 EACH
£.1 HAND 5.0.3 SrAMUEYS STEEL S0P (os P WiER 3305  313.05 EACH
.1 GLADE 0 GLADE &FROEDE, ¥ SFER Fale 5,80 E6.80 F/PALCK
.1 PLEDGE 01 FLECEGE FURSTIUAD POLEH ALRISOL B 10EBS  106.85 P/PACK
&1 RAID (1 ER) [aEy PR SESUPERFRLY B N715 11715 F/PACK
.1 S04P 007 TR, SO B 52055 520,55 F/BEOX
.1 SOAP 002 GLEST S0AF 1RSI 50960  S09.60 P/BOX

Quotstion [peint] | Proposal (prnt) | Guotation fe-mad) | Froposal {emad) |

c:\techrisoft\fastreport 2\ customers) frguotes\frguot ations!

[quote (print) (defaut) 3" B|  System wide lock
Make this the new dafaut template {this workstation only) | Undo lock

Note that you will need to select the correct templates for the documents by clicking on the
various tags at the bottom of the page and choosing the right template. These templates are
editable in the usual way with the FastReports editor.

Select a quote to print in the upper half of the screen: the products and prices will be visible in the
lower section.

Select (top right) whether you are printing a proposal or a quote and whether you wish to preview it
or not, and click [View/Print document].

(You may also export to a database, text, spreadsheet or an Excel file if you wish)

Upon clicking the button you will generate a document, depending upon your template set-up,
something like the following:



— QUOTATION
A2 0

B, BARRY ETREET
ROBERTEDOM 6705
SOUTH AFRICA

Phi023) 6358522 Fax: 058 (002 cREEE T2

HOMEST JOE'S CAR WASH Walid from  200803/01

22FIRST AVE “alid for 120 days

PARCW Expires on  200906/30
Review on 200805731

TROD

Dear JOE,

Thank you for giving us the opportunity to submit this quotation for the supply of chemicals.
The quats is as follows:

tern coda Description Unit Pack size Unit price
CHEMICAL PRODUCTS
LAUNDRY PRODUCTS

CLPDS CURRY FLAYOUR LAUMDRY POWDER BK 5K 2080
Ganara! Puposs Cury Defergertt Wath Balt i Sainevs
CLP2E CURRY FLAVOUR LAUMDRY POWDER 26K 25 K 2T36G

Ganad Pupees Cury Defergers Wit Sull i Sainevs

tem code Description Linit Pack size Unit price

FABRIC SOFTMNERS

LILTEDS ULTRAFLOPPY WET DO AL B L 4835
LILTE2E ULTRAFLOPRY WET DOG 6L 25 L 21960
LILTEADS ULTRAFLOPPY VROT TOMATO AL 5L 4845
LLTEAZE ULTRASOFT WROT TOMATO 2EL 25 L 22010

If wou hawve any questions do not hesitate to contact us.

Regards

BAHR FLYE
0722923939

SALES MAMAGER

This may then be e-mailed directly to the customer or prospect.

THE REPLACE FUNCTION

This is used to replace the quotes of one representative with those of another and is useful if there
are staff or area changes.

Clicking [Replace] shows:



;'::";ip Replace | | I
£ it with || I

* Linked quotes ¢ Prospects Get Quates |
Cea Selection|  selectal | Replace Now

You will see you may replace a rep or an area by selecting the radio button in the Data panel.
Select the Rep or area to be replaced.

Select the [With] rep or area and chose whether you want to replace Linked quotes or Prospects.
Press [Get Quotes] and then select the quotes you wish to transfer from the first rep to the second.
(You may click the [Select All])

When you click [Replace Now] the selected quotes will be moved.

REPORTS
i m)
Rep [ Sotby [Rep, A/ Name
R
(:m ¢~ Upcorring Expiring between [2009/03/01 5| b View
¢ Expied and 0030331 3|
[~ Prospects [~ Mastes quotes I Include active quobes which have upcoming quotes alieady

["quotes (defauit) 3" 2] system wids lock
Make this the new defauit template (this workstation only) | el |

If the above screen is not self-explanatory, then you have not been paying attention — start from the
beginning and wake up!

MAINTENANCE

From the main Quotes menu select the [Maintenance] tag.



I QUOTES - CAPRICHEM (PTY) LTD

Emply recycle b into archive |
Assigncycle | Misabocations |
efouqu : 3.6.55.24 philp4:caprichem *Revision (0121:0000)

Here you may:

[Open the recycle bin] in case you need to resuscitate a previously archived quote.

[Open the archive] in case you need to resuscitate an archived quote and get it back into the recycle
bin.

[Empty the recycle bin into the archive]

MISALLOCATIONS

The customers each have a specific salesperson allocated to them, however, under certain
circumstances, a salesperson other than the customer’s default allocated salesperson may issue a
quote to that customer.

This may result in commission being paid to a salesperson who has no right to the commission.
When territories or areas are changed, this may also lead to a misallocation of salespersons.

The [Misallocation] button produces a screen like this:

VIEW LIST N (=13

Huery Result ] Error # Froblem List ]
QUOTE_CODE|ACC CODE  |OUOTE_REF|ACC_REP |00 _MamME I
[snoa SND3T 21 TELPHONE TR N LM LA
| |s0M4n 50M4D 21 TELPHONE o b LT 1Dt
| |ToPoz TOPO2 21 TELPHONE e g o B, ol ) B
| |wETD WET0 21 TELPHONE e (4R
| |wEsts WES19 21 TELPHONE el i
|pcwmog DEMO4 45 04 1 el et 1 o T a5
| insnz INAG2 33 04 o ol ke Peptegri i (0
AIR12 AIR12 34 a0 adll AL L T i T ool L - =
BGE AIR12 34 an adll AL L T BCbc T o b - m v
|ano7 AND7 34 a0 gy |
|ano7 ANO7 94 El gy s | Epan L
ANO3 ANO3 34 a0 It S - L
| |anog ANO3 34 El A s i
ANDOE ANDIE 34 an s sl | st A L LT
Danpos NG 34 an At il B G AL BT TLT D B
£ 3 =
Close/Cancel Pririt

It can be seen that the Quote_Rep (the rep who produce the quote or under whose code the quote
was issued) is different from the Acc_Rep (the rep that is the default rep in the customer’s record)
It must be decided which salesperson is due to commission on sales to the particular customer. This
is dictated by the Customer’s default rep (Acc_rep), which should be changed if necessary.




SALES REPRESENTATIVES WORK SCHEDULES

The Exact Quote Maintenance Facility has a powerful sales management tool whereby the sales
representatives can be issued with work-sheets detailing what they should be doing during their
working day, week or month.

The correct application of this system results in an extremely powerful sales management tool that
can allow for the rational deployment of the sales force, highlight areas of competency (or
incompetency!), expose reps who have too much or too little territory and allow the manager full
control over the sales force.

To implement this system go to [Quotes][Maintenance] tag and click on the [Assign cycle] button.

I- [5]x]|

e Dt T 2 Y

Inchude accounts Break repoct by day

@ Active only * Day Hew allocation Wieww |
(™ Acive & Inactive ™ week

Sales Rep / Area Selection | Account Selection | Activity alacation | Allocation | Report |
e |
_Shart A1 | [

Weshs pet ciche
par wesk

Select whether to include Active only or both Active & Inactive and whether to break the report by
Day or Week and then select a Rep to work on.

Reps

Stat At | |09 TN E=r T

Weeks par cycle 4
| B0 per wesk

You will see that the number of Weeks per Cycle and the maximum number of calls per week are
pulled in from the Rep’s record (See [Customer][Maintenance][Reps])

Account Selection (tag)



i3 ALLOCATE ACCOUMTS OVER AVAILABLE CALL CYCLES =13

~ Inchude accounts 1 Break report by day :
@ Active ony & Day MHevi allocation Wi I

7 Acive & Inactive | [ Wesk

' Sales Rep / Area Selection Account Selection | Activity slocation | Allocation | Report |

Exchude Category | vi
~

{HIL)

ALTO
BARERY
BLILD
BUTCHERY
CATERIMG
CLOSED
CONTCLEA
CONTRACT
b

DAIRY

DRY FOOD

e—— F MG

This screen allows you to exclude a certain category of customer by selecting from a drop-down list,
as shown above.

Activity Allocation (tag)

This screen is where you decide what activities you wish the rep to perform on the mornings (AM)
and afternoons (PM) of each day.

The activities are selected from a drop-down list, shown below outlined in red.

IS ALLOCATE ACCOUNTS OVER AVAILABLE CALL CYCLES =03
- Inchude accounts 1 Break iepost g
(= Active only &0 __,;_ by day Hew allocation I Wi I
| Acive & Inaclive | [ Wesk

'smnmrmsml Account Selecion Activity alocation | Allocation | Report |

Once the reps activities have been allocated, proceed to the next tag:



Allocation (tag)

) ALLOCATE ACCOUNTS OVER AVAILABLE CALL CYCLES

o ke accounts Sokdnotbidy Mew alocation Yiew
lrye oribt Day
™ Acwve & Inactive  Week
's*sﬂm;msmimmsmlmum Alocation | Repar |
ﬂwwwwmw_l Read curent alocation I Store new allocation | “'ngﬁ_ Eaks b sl Eakl v e ‘
|t | Name |sea |week  [Daptiame|amPm]aea | [ week|  cals| | weeks] Day|  Cals]

If you then click on the [Read Current Allocation] button you will see the current allocation for the
selected salesperson.

In the example below, you will see that the calls have not been allocated for the rep according to the
number of weeks per cycle and the number of calls. There is only a week 0 and 446 calls allocated to

this week.

Inchude accounts
% Active only o+ Day
™ Acive binactive

New alocation |

Gales Flep / Avrea Selection | Account Selection | Activiy alocation [Alaation | Repor |

Rieorder by cycke Wi/Day | Read curent alocation |

AT Name
4 BOESMANLAND BILTONG -KNYSHA[COD)
BOESMANLAND BILTONG - CENTURION [CO D)
BOESMANLAND BILTONG - GREENSTONE (CO L
BOESMANLAND BILTONG - HIGHVELD MALL (CC
HE<RIVIER VALLEI FRUIT CORPORATION
ALZA(CO D)
ADS HOME SERVICES
ANKE BEZUIDENHOUT [C.0.D)
JOHMMIE DREYER
GERRIT SMrMaN [CO D)
GERALDINE VAN DEVENTER
ASHTON BANDEDIENS

cams ||
Wesks Day|  Caks

Calls per wesk
Wesk Callz

|Alea

ASHTON

Break repart by day -
& Adtive ' Day Hew alocation | View |
" Acive &Inactive  Wesk

'smnmrmsm1wsmm]mwm Alocation | Report |

Rlenider by cycle Wh/Day |

0 et ol WO A I T

G R e g T T
PP SRR WA (R T BRE R T
P e o WO T b

Read cunent allocation |

|Alen

e e S Tale s a1 n ]
A I

A WM TP

ARE] WD NFSEET EDN

K srday (877N
(P TR I 0§

ACHIT PRkl J WL
o e L

= [ DaFGr] | ofmTIA WE O0A DRt |
ol il PR Y

A N P M HEEOE TN LTLLE R0

L B FEASORT [0 1Y

B b B Tl ]

B O 1l ) el i

g e 1wl 1 PR

B PN ekl

O Tl ] ] S PR

BDE FOE T el T DAL, AT

ASHTOM
ASHTOM
ASHTOM
ASHTOMN
BEALIFORT WEST
BEALFORT WEST
BEALIFORT WEST
BEALIFORT WEST
BEAUFORT WEST
BEALIFORT WEST
BEALIFORT WEST
BEAUFORT WEST

FEEEESEEEEEE

You will see that the available time slots have been filled with calls to be made. These have been
divided into the four week cycle with about 38 calls per day.

The calls are also arranged by the geographical location of the customers so that the rep does not
waste time travelling from one area to another.



The report may then be printed by clicking on the [View] button:
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And so on for each day of the four week cycle.

All that needs to be done now is to [Store new allocation] and print the report to give to the rep.

NOTES

When using the Exact / Alchemist Quotes it is important to establish a basic policy within your
company to control how you cost your products and how you price them to your customers.

By this we mean that you should decide, before implementing a computerised system, the basis of
costings (what sources to use for costing), as well as the basis for pricing your products to the end
user.

For example, will you have a standard range of price lists that have a standard mark-up factor that is
used to generate future selling prices from the latest input costs, will you be having ad-hoc prices
that are specific to a customer, and then allow the computer to “reverse calculate” the markup
factor and use this in the future to maintain gross profit, or will you have fewer price lists but allow
special discounts to special customers?

Exact can cater for almost any scenario, but there are certain limitations, and, because the Quotes
module is designed to automatically maintain the selling prices to customers, the fewer aberrations
and exceptions to the basic policy, the better.

Also, before starting up with quotes make sure that the customer and salesperson data is valid and
complete so that the system will work properly.

For example, because quotes may be produced in batches comprising a)Printed Quotes or b) e-
mailed quotes, it is important to insert valid information in the customer’s e-mail address field.

If the system detects an input in this field that is not a valid e-mail address, it will not “know” how to
deal with sorting.



