
Creating a Quote 
--------------------------------------------------------------------------------------------------- 

1. Starting Screen. 

2. Type “2525” for Counter Sales and press enter.  

 

3. Type “pq” and press enter to enter the quotes 

screen. Press Enter and then type customer name, 

number or Cash Sale number (501 in this case) 

 

*If the customer has any open quotes a message will appear at the 

bottom of the screen Press “Y” here if you wish to access an open 

quote. 

 

 

 

 

4. Enter your counterman ID and press enter. 

 

5. Press enter to skip the order type. 

 

6. Type the part number required and press enter then 

type the quantity needed and press enter.  

 

*From here repeat step 6 as many times as needed. 

 

 

 

 



7. When entering parts onto the quote, check 

availabilities and comment each line as needed. Type 

“m” then enter. Then the line number, “space” then 

“c”. 

 

*Availability at other stores (top of screen) 

 

*Own branch availability (bottom left) 

 

8. Type out the availability message eg. “Ex Melb 1-2 

days.” Then press enter. 

 

9. Press enter again and then “a” and enter to return 

to step 5 and repeat the process. 

 

*Any line tha has a comment will have an arrow character next to 

the price code as shown above (highlighted) 

10. Press “e” then enter when the quote is ready to be 

completed. 

 

 

11. On the quote close out screen (above) ensure that 

all necessary fields are completed. Press the field 

number then enter and type the info required. See 

below: 

Field Description Use 

1 Comments Always enter contact name, vehicle 

details and phone number. 

4 Pay Method Select from a range of pay types. See 

list at the bottom of the screen for 

available options. 

12 Ship to Address Enter the full shipping address for the 

order 

13 Ship Via Use “/” to lookup ship method. 

ALWAYS make sure repair orders 

have WS in this field 

15 Freight Enter any applicable freight charges. 

9. See completed fields highlighted below. 

 

10. Press “e” and then enter. Then “p” and enter to 

finalise the quote. Press “n” to print and then change 

the printer name to “EMAILFM”. 

 

11. In the “to” field type in your email address and 

then keep pressing enter to close out the quote. The 

email quote will be in your inbox ready to be 

forwarded to the customer. Quote Complete! 


