CREATING A SALES PROPOSAL

A proposal in SuccessWare®21 is a feature allowing you to group up to 5 different sales quotes
into a single document that can be presented to the customer. For example, if you have 3
different types of furnaces you can prepare a quote for each and then combine all 3 quotes into a
proposal. The proposal presents each of the options to the customer from which they will accept
one of them. Proposals do not have to include quotes; you can simply enter a description of the
option and a price.

Proposal Setup

To use proposals you must configure SuccessWare®21 to use the new Tabbed Job
Summary Form. You can configure this on the other tab of the Company Setup screen.

Tabbed Job Summary Form

The tabbed JOB SUMMARY screen arranges information across several tabs on the form. This
allows for better organization, easier access and more room to enter information.

Setup
To enable the tabbed format;

From the Main menu screen, select the Setup option
Select Company

Choose the Other tab

Click Edit.

Check the Enable Tabbed Summaries option

Click Save.

ocarwhE

Job/Sales Summary Option:

[V] Enable Tabbed Summaries
Click here to find out why you want to enable this option

5 Edi { «f Save ” ¥ Undo ' [f] Close

Once enabled, Job and Sales Summaries are still accessed from the same places in
SuccessWare®21, the CALL CENTER

(dispatch), JoB MANAGER, INVOICE MANAGER, OPPORTUNITY MANAGER, JOB FORM, CALL
PROGRESS, and A/R INVOICE. You can still do everything you used to do in the JOB SUMMARY.




Creating A Proposal

To create a proposal:

1. Open the SALES SUMMARY form.
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2. Click the Add button to open the PROPOSAL form.
e u oo snoau »
Proposal 22|
Proposal Number 234751-01
Proposal Title New Proposal
1
1 ["] Proposal is Locked
[Note 1 | Note2 | Note3 |
Print [}
Tile  Introduction
Note  Thank you for giving us the opportunity to serve you! We look forward to taking care  »
of your plumbing needs with our Professional services. Your satisfaction is important to
us. All plumbing will be done according to the State of Wisconsin Plumbing codes.
(
[ «f Save H X Undo ]




Creating a Sales Proposal

Edit the system generated proposal number if desired.

4. Edit the Proposal Title. The title of the proposal will print on the reports so you may
wish to update it to a meaningful name.

5. Each of the Note tabs will contain Proposal Notes entered on the COMPANY SETUP
screen. These notes can be changed on this screen for each individual proposal if
desired.

6. Click the Save button.

Adding Options to the Proposal
To add an option to a proposal, from the Proposal Options section of the PROPOSAL screen:
1. Click the Add button.

Proposal Option | 3|

i Option Name Standard
Option Title [} Standard 75 Gallon Water Heater

Description

Base this option on Quote # [ v
@ A Quote

(") A Manually Entered Price

[ |Indude this option in the Reported Quote Amount (summary tab)
[ Locked

[ +f Save J[ X Undo ]

Enter an Option Name and Option Title. You may also enter a description.

If the price for the option is based on a sales quote, select the radio button for A
Quote.

4. If the sales quote is already entered in SuccessWare21, click the Quote # button
and select the quote.

Quote # v



5. Click the New button if you need to create or enter a sales quote.

6. Click the checkbox if you wish to Include this option in the Reported Quote
Amount on the SALES SUMMARY.

s

[¥]Include this option in the Reported Quote Amount {summary tab):
| Locked

[ «f Save H X Undo ]

7. Selecting Locked will prevent the option from being changed.
8. Click Save when finished to save the option.

Note: Proposal Options can also be entered without a linked quote by entering the Offer
Price. Quote that are linked to a Sales Proposal cannot be voided and cannot be Unlocked
if they are linked to a locked option.

Printing a Proposal
Two printing styles are available for printing. Select the desired styles and click the Preview

button.
Style A:
A < -
‘@C Company Greg's Heating and Air
Iy LSy 10984 Date September 16, 2016
555-435-7914 FAX: 555-787-9892 Proposal # 234751-01
Customer ID 115481

Smith Proposal

ELDON DUERK ELDON DUERK

KIMBERLY BLVD KIMBERLY BLVD

COLDEN NY 14033 COLDEN NY 14033

555-619-7550 555-619-7550

De ptio andard De a
Optio

75 GAL PWR VENT STANDARD WH INSTALL v

Deluxe 75 Gallon Water Heater with Rust Proof Tank. Includes 2 year v

maintenance agreement at no additional fee

Tankles Water Heating System. Includes 10 year warranty and 2 year v

maintenance.

Total $2,274.00 $ 2,485.00 $ 4,450.00

Introduction
Thank you for giving us the opportunity to serve you! We look forward to taking care of your plumbing needs with our Professional services.
Your satisfaction is important to us. All plumbing will be done according to the State of Wisconsin Plumbing codes.

Closing

Acceptance

Please sign and return with down payment if accepting

We do require a down payment of % of the quoted price to begin your project with the balance due at the time of installation. 1 ¥4% monthly
service charge for all invoices over 30 days.




Creating a Sales Proposal

Style B:

2176 ROUNDTABLE LN
THRELLS NY 10984
555-435-7914 FAX: 555-787-9892

vhs ' . :

Smith Proposal

Billing Information

ELDON DUERK
KIMBERLY BLVD
COLDEN NY 14033

555-619-7550

Date September 16, 2016
Proposal # 234751-01
Customer ID 115481

ELDON DUERK

KIMBERLY BLVD
COLDEN NY 14033
555-619-7550

Standard
75 GAL PWR VENT STANDARD WH INSTALL

Total $ 2,274.00

Deluxe

De e allo ate eate

Deluxe 75 Gallon Water Heater with Rust Proof Tank. Includes 2 year maintenance agreement at no additional
fee.

Total $ 2,485.00

Tankless Option

z , it B
Tankles Water Heating System. Includes 10 year warranty and 2 year maintenance.

Total $ 4,450.00

Introduction

Thank you for giving us the opportunity to serve you! We look forward to taking care of your plumbing needs with our Professional services.
Your satisfaction is important to us. All plumbing will be done according to the State of Wisconsin Plumbing codes.

Closing

Acceptance

Please sign and return with down payment if accepting

We do require a down payment of % of the quoted price to begin your project with the balance due atthe time of installation. 1 %% monthly
service charge for all invoices over 30 days.

Marking the Accepted Option

When the customer accepts one of the proposed options, that option can be marked as
'‘Accepted’. Options must be marked as ‘Locked’ before they can be Accepted.

1. From the Proposal tab of the SALES SUMMARY, double-click on the option to open it.
2. Check the Locked checkbox. This will make the Customer Accepted option visible.
3. Check the Customer Accepted checkbox.

: A Manuany cniereg Hrice Y57 Open
Indude this option in the Reported Quote Amount (summary tab)
(V] Locked
[V] Customer Accepted l « Save ] l X Undo ’

4. Click the Save button.



The value of the “accepted” option will be the default “sold price” of the job (you can override if
necessary). If a job has multiple proposals then the “sold price” for the job will be the sum of all
“accepted” options.

Proposal Templates

Frequently used proposals can be saved as templates and used as the basis for additional sales
proposals. Any Sales Proposal can be saved as a template by clicking the Save As Template
button.

Click the Add From Template button and select any saved template from the list to create a
Sales Proposal from a template. Any linked Sales Quotes will be used to create actual quotes
on the sales job.
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Proposal Templates can be viewed on the Quote Manager by clicking on the Templates
option

viﬁ__ Quote Manager !_C'_H_@_H_gg,l

QUOTES |PROPOSALS

ProposalNo Title Options -
p SAMPLE Sample Template 3
TEMPLATE-0002 Fumnace Replacement 3




