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1. Quotation creation 

 

 

 

 

 

1. To begin to operate the “Quotation” sub – 

module click on the “Quotation” button. 

2. In the main “Quotation” screen there is a 

button with arrow. Click on it and editor will 

be opened. 

3. Use “Quotation” editor to create a new 

quotation. 
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4. Click on the “New” button. 

5.  Quotation number will be generated 

automatically. 

6. Click on the “Select” button to find a 

component. 

7. Use filters such as part number or 

Description to find necessary component.  

8. Select from the whole list part number of a 

component and double click on it. 

“Description” field will be automatically filled. 

9. Enter quantity, select purchase unit and 

enter last unit price. Choose condition if it is 

necessary and select purchaser code. 

(Purchaser Code is generated in “Base 

Setup” submodule) 
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10. To send e-mail automatically, select 

“View Suppliers” button. In opened window 

choose all necessary Suppliers. All Suppliers 

are generated in the “Material Management” 

sub-module. 

11. Push “Save” button. 

12. If you want to add some suppliers in copy 

in the second field “E-Mail Default CC” click 

on the “View Suppliers” button. In opened 

window choose all necessary Suppliers. 

13. Push” Save” button. 

14. Click on the Add button to create new 

quotation.  
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15. After push button “Add”, you can see the 

line in the “Quotation” screen. Highlight it. 

16. You can make a change in the editor and 

push “Update”. 

17. To remove quotation, click on the 

“Delete”. 

18. To remove all items of quotations, click 

on the “Del All”. 

19. To clear all fields in the editor, push 

“Refresh”. 

20. To transfer a quotation to Close position, 

highlight it and push on the “Close”. To print 

a quotation, click on the “Print”. Also, you can 

create PO (“to PO” button). 

21. If you want to send e-mail, click on the 

“E-Mail” button. “Send E-Mail” screen will be 

opened. 
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22. “TO” button allows add e-mails address 

of other suppliers. “CC” button allows to add 

e-mails address of other suppliers as a copy. 

23. “BCC” button allows to select groups of 

supplier’s mail address. In this case, each 

supplier will not know who is in the letter in 

the copy. Push button. “Groups” screen will 

be opened. 

24. From the whole list select necessary 

group, which contains a set of required mail 

addresses. These groups are generated in 

the “Material Management” sub-module. 

25. Push “Save” button. 

26. Then push on the “Send”. 

 

 

 


