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Sales Quote Quick Reference Guide

A sales quote represents an offer to a customer. You can send the sales quote < e+ m o 2
via email, negotiate terms, and make changes as required. After confirmation, Sales Quote
you can convert the sales quote into a sales order or invoice.
Home  FPrepare  Print/Send  Request Approval  Quote More options @
Create a Sales qUOte & Change Status Mgmt Status 5 35 Archive Document .
5 [> Release |~ [® Sana Commerce )
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1. Select the Search icon , enter Sales Quotes, and then choose the * General > o
related link.
Lines >
Tell me what you want to do 7 X Invoice Details >
|| Sales Quotes | ‘ Shipping and Billing >

Go to Pages and Tasks

% Sales Quotes Lists

The Sales Quotes list page opens.

3. Onthe General FastTab, enter/select the following fields:
e Customer No. — Select the customer who will receive the products and
be billed by default.
The system inherits the Customer Name field value.
e Sell-to — Enter/select the customer’s address and contact details.
¢ Quote Valid To Date — Enter/select the date to specify how long the

2. On the action bar, select New.

quote is valid.
Sales Quotes
General Show less
= No. | No. of Archived Versi... o
&H~ O B3 + New | Manage

Cortomertio] [coooor O] onderbate
Business Posting Typ... _ |Qunte Valid To Date | |s/z4/2024 = |
B Posti Typ... Due Dats 6/24/2024 |
The Sales Quote card page opens. usiness Pesting Ty~ - | ve Dare 2
BaernalDommentNo. - | | Requested Deibery D..
Address 9696 East Bastan St. Code
city _—DEer Park o Opportunity No. __v
Resporsibitty Center

Country/Region us ~ Status Open
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4. Onthe Invoice Details FastTab, enter/select the following fields: Shipping and Billing s
e Currency Code — Select the currency of amounts on the sales -
document. Leave the field blank if local currency is used. [Defaut Gello pddress) | stop Sequenceo. | o|
e Prices Including VAT — Select if the Unit Price and Line Amount fields Contact | | shipping Advice [Partial V]
on the document lines should be shown with or without VAT. Shipment Method Outbound Whse. Han.. - | |
e Payment Terms Code — Select a formula that ca_lculates the payment | DeLvERY ] chipping Time | |
due date, payment discount date, and payment discount amount. Agent | ] betver Stringime | |
e Payment Method Code — Select how to make payment, such as with A | ] )
bank transfer, cash, or check. Detvery Enaing Time - | |
e Payment Discount % — Enter the payment discount percentage granted sckage TackngNo. | | oevery Appommen.. | |
if the customer pays on or before the date entered in the Pmt. Discount [Defaut Customen) ] Late Ordershipping - o
Date fleld Location Code |MAIN v ‘ Combine Shipments @
Shipment Date |6"‘3"'202‘)'1 (i ‘ Completely Shipped No
Invoice Details Show less Transport Route Code | d ‘
Currency Cod usD v || - Transaction Ty v . . .
— | | S | | 6. On the Lines FastTab, enter/select the following fields:
CormpanyBark Aco.. - | | shonct Dimenson 1. | ] e Type — Select the type of transaction that will be posted with the
@ Shortcut Dimension 2.. - | v] document line. If you select Comment, then you can enter any text in the
|VF\T Bus. Posting Grc..‘l |DOME5T\C v ‘ |Payment Discount % | 2| Desc”p“on f|e|d, SUCh as a message to a customer.
Payment Terms Code] - | 14 DAYS | Pt Discount Date - |&/14/2024 =] ¢ No. - Select the number of a general ledger account, item, resource,
Payment Method Code] - | ACCOUNT ] Location Code | v additional cost, or fixed asset, depending on the contents of the Type
Payment Service No payment service is fleld
made avallzble. e Description — Enter a description of the item you're offering to the
customer. The suggested text comes from the item, but you can change
it to suit this document without changing the original description. If you're
5. On the Shipping and Billing FastTab, enter/select the following fields: adding a comment, this is where you enter it. For comments, leave the
e Ship-to — Confirm or select the address that the products on the other fields on the line empty.
sales document are shipped to. e Quantity — Enter how many units are being sold.
e Bill-to — Confirm or select the customer that the sales invoice will be - : -
Lines Manage Line Functions = 7
sent to. , N .
. . B Select items... Insert Ext. Texts Dimensions = New Line X Delete Line
e Code — Select how items on the sales document are shipped to the :
customer. Type ‘p:e:ﬂ Feferenss Description Location Code

- ltem L 0011 001111 Potato Gratin Deluxe TEST-001




7. On the action bar, select Print Send > Send by Email.
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The sales quote is sent to the customer.

Convert a sales quote to a sales order

On the action bar, select Home > Make Order.
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Home Prepare Print/Send Request Approval Quote More options

& Change Status Mgmt Status @ Make Order .-:fj Make Invoice Q Release | ~

The sales quote is converted to a sales order.

Convert a sales quote to a sales invoice

On the action bar, select Home > Make Invoice.
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The sales quote is converted to a sales invoice.
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