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1. Adding a new cover letter to the system

Click on the System Setup tab, and in the dropdown choose the Quote Cover Letters option.

Quote Cover Letters

Exit

File Description File Name
05/12/2018 | Thank you Thank you Dload | View | Del
30/04/2019 | Cover Letter 1 Cover Letter 1 Dload | View | Del
Add New/Edit Cover Letter :
Description of Cover Letter :
File Name :
Save and Preview Save Template Clear
Home Insert Page Layout View
Calibri 11 ‘A A Aa- -. ~|| @ Find
B I U S X' X, A--E AagbCeDe | AaBDC e - || &% Replace
4 Normal fHeading 1 Y Heading2 | [-:Ee select Al
Undo Font 4 Styles Editing
L 3 2 1 4 1 2 3 4 6 7 8 £l 10 11 12 13 14 15 16 1w 18
& a
Once you have added letters, a list of the cover letters shows at the top of the page.
To add a new cover letter:
Start with typing in a description of the cover letter and a file name.
Add New/Edit Cover Letter :
Description of Cover Letter :
File Name :
Save and Preview Save Template Clear
Home Insert Page Layout View
Calibri 11 A A Aacv |2 2 R E = «|| @ Find
AaBb(C« AaBbCcl .
B I US X X, A-P- & q = = g || fAaSbCeDe ' e « | % Replace
’= - ® - 9 Normal fiHeading 1 9 Heading 2 L‘\ select Al
Undo Font 4 Paragraph 4 Styles Editing
L 3 2 1 ; 1 2 3 4 5 7 8 9 10 11 12 13 14 15 16 " 18

Text can either be typed or pasted from a word document.
(Please note that with pasting the pictures and images, they will be left behind- they would need to be

inserted individually)

Click here to add
and edit the cover
letter.
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Use the Home Ribbon option if there are changes necessary to the text.

(4]
Home Insert Page Layout View
Calibri 12 ‘A A AacT | iT = E = ~|| @ Find
i i LaBhCcl ’
B I US X X, A- -5 q = = = || AaBbCeDC | aBbCe  paBbCer +|| £ Replace
= B 1 Normal Y Heading 1 Y Heading 2 Z Select Al
Undo Font 4 Paragraph rl Styles Editing
L 3 2 1 g 1 2 3 4 5 & 7 g 5 10 11 17 13 14 15 15 " 18
Here the user would be able to change the font type, size and style of the text.
To insert a picture, click on the Inline Picture icon.
Add New/Edit Cover Letter :
Description of Cover Letter : ivagienal Letter
File Name :
Save and Preview Save Template Clear
"~
Home Insert
— . e z = . . L
j | L ] =] =| # | L¥]
Table | Inline Boockmark Hyperlink | Header Footer Page  Page | Symbol
T Picture Number Count
Tables | Tllustrations Links Header & Footer Symbols
L) B 2 1 ; 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 7 18

The Insert Picture dialogue box will pop up. You can then click on the Browse... button to select a
picture from your computer and click on the Ok button when you have selected an image.

Quote Cover Letters Exit

File Description File Name
05/12/2018 | Thank you Thank you Dload | View | Del
30/04/2015 | Cover Letter 1 Cover Letter 1 Dload | View | Del
Insert Picture X

Add New/Edit Cover Letter :

Description of Cover Lefter - Mot () From the web (URL) (=) From your computer

File Name : Mot
Browse your computer for the image file to upload:

o] |

(s
Home Insert Page Layout Vig |
— e g
| .--ﬁl . % OK ‘ ‘ Cancel ‘
Table | Inline Bookmark Hyperlink | Header Foofer Page  Page | Symbol |
i Picture Number Count
Tables | Illustrations Links Header & Footer Symbols
L) B 2 1 ; 1 2 3 4 5 5 7 8 9 10 11 12 13 14 15 16 " 18
|
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Add New/Edit Cover Letter :

Description of Cover Letter - Printar Spec
File Name : Printar Spec
Save and Preview Save Template

Click on Save Template

Home Insert Page Layout View

< |[calibri 1 ‘A A Aa - = = button to save the cover
B I US X X, A- B~ q = = || AaBbCcDe letter as an option to
= B - Thormal - THe2dng | choose from when
Styles

Undo Font d Paragraph

L 3 2 1 g 1

generating a quote.

[
[
S
ur
=
|
@

After you have inserted the cover letter’s images, text or tables, you can click on the Save and Preview
button to view what the cover letter would look like inserted on the quote format that is set in the
Quote Setup. Click in the Exit Preview button to return to the previous page.

Home || Activities || Lesds || Contacts || C ies || Opportunities|| Reports ||Sysiemmﬂﬂncials |[ List Manager |
CRM Se‘tlup Adminis;zlar Users | Ed:tIPloﬁIel Impl(;rtsl Quote S:étup\ Pliceli;tIManagementl g Documents | I \."ulumePlic:ingI owlI
Exit Preview
p Search
<
Search 10f2 - > "l D — o T + 'El hn_ 'I_l:llv p

o

within | Please Select.. v

©

Q Quick Create

Please Select... v Bluwave

SOFTWARE

ﬁ Calendar

P Quotation
Mo Tu We Th Fr Sa Su
Quote Mo 123456 Date: 1 January 2000
3003 1 2 3 4 5
6 7 8 8 10 M 12 Aot Mo ABC12345 Yalidforn 14 Days
13 14 15 16 17 18 19 Tao: ABC Company Sample Address: Physical Address Details
20 M 22 213 24 25 2% Attt John sample
27 28 20 30 1 2 3 Tal: 000 111 1234 From: Salesperson Sample
4 5 68 7T 8 8 10 Fax: 000111 4321 Tel: 000111 1234
A — cell: 099 888 8888 cell: 099 888 8888
Ernail: john@abcsample.com Email: salesperson@sampleco.com

Dear John Sample

Re:  New Company Project

we have pleasure in submitting our guotation as follows,
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2. Editing an existing quote cover letter.

Click in the appropriate file description. The cover letter will then be displayed in the bottom editing

section.

©BluWave Software (Pty) Ltd

The existing cover letter can a|so be downloaded and viewed or deleted from the system.

Home || Activities H Leads || Contacts | Companies H Opportunities || Reports || System Se‘lup” Financials || List Manager |
11 1[ 11 L 1[ 1L 1 10 1[ 1
CRM Setup Administer Users | Edit Profile | Impforts | Quote Setup | Pricelist Management | Documents | Wolume Pricing | Workflow |
Q Search = —
Quote Cover Letters Exit
Search =
Within Please Select. ¥ Uploaded | File Description File Name

05/12/2018 | Thank you

Thank you

30/04/2019 | Cover Letter 1 Cover Letter 1
Q Quick Create 02/04/2020 | Motivational Letter Motivational
02/04/2020 | Printer Spec Printer Spec
Please Select... A
— Add New/Edit Cover Letter :
SR Calendar
— Description of Cover Letter : Printer Spec
< April 2020 E
Mc Tu We Th Fr Sa Su File Name : Printer Spec
231723 203 Save and Preview Update Template Clear
€ 7 8 9 10 M 12 ~
13 14 15 16 17 18 18 Home Insert Page Layout View
4 n 2B uBAR Calibri 12 A A Aa T | T i ) «|| @ Find
27 ﬁ @ 3001 2 3 B I USXZXA-®-5 q = aaBbcedd | AaBbCo  aaBbCer 24 Replace
4 5 6 7 8 9 10 =B - 1 Normal f Heading1 9 Heading 2 <|| B select Al
Lasiche DS Undo Font 4 Paragraph 4 Styles Editing
L 3 2 1 g 1 3 4 5 & 7 8 9 10 11 1z 13 14 15 16 8 18
Changes can then be made, and the cover letter can then be updated by clicking on the Update
Template button.
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3. Adding in a Cover letter to a quote.
On Step 3 of the quote process. Click in the Edit Cover Letter button.
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Home | Activities | lesgs | Comlaets || C [opportunities | feports || system setup | List
[ [ [ [ | [ / [ [ [
dd Mew Opportunity | View Opportunities Mewr Quote |
r
S searen Quote Details - STEP 3

Seanch

Wwithin | Please Select... ¥ Quote Detsls
Cuoted By
Company

\ ick Creat

\_} Quick Create P

Plzase Select... T Quote Status
Quots
Diescripgion

. Exp Order

Tl Calendar Date

< Movember20i3 x| | robabilty %

Mz Tu We Th Fr 3a Bu Delivery

28 24 31 01 2 3 Payment

D Terms

45 81 28 810 Ty

1 12 13 14 15 ERigEm Approval Mgr.

O Back to Step 2 (Add Quote ltems)

Seq Product Description

Stuart Lowe (BW) T
Blulswve Software Sclutions (PTY) #
Angela van Zyl RS

Demonsirated

Licence Fees

30/11/2019
0 | Edit Cover Letter | | Linked Docs |
Price List Retail
b Doc Heading | Budget Quotation
Cape Town v Terms 8=t | Standard Terms ¥

-

Acg. Staws | Approval Require ¥

Marrative

Terms | Select Offer- | 1TE ¥

Qty

Quots MoiDate

‘ahd For 14 Days
Expires on

Follow up
Activity

Follow up Date (21/11/2019

Cruote Follow Up v

Show Discount? o

04122018

Show Rebate?

Combine Offer -
Totals? Row Shading? ¥
Quote incl
ET?
Currency to
Cuate Rand |1
ROE Rand |1
Approval Nots
Save and Preview <
CQuote

Price Disc.% GP% Total At

From the Quote Cover Letter page, the user would either be able to add in a completely new cover
letter by starting to type or paste, or the user can select an existing cover letter from the dropdown field

at the top of the screen.

Changes can then be made to the cover letter that would only be saved toward this specific quote.

Click on the Update button when done adding and changing as necessary.
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Click on the Update

button to save the cover
letter with all its changes

to onto the quote.

J Quote Cover Letter

Company : Training Tarryn Quote No :
Select Default Cover Letter (If Required)

Home Insert Page Layout View
| |calibri [v]{11 [v] ‘A A Aa-~
B I US§s X X, A~~~
Undo Font 4
w8 2 1 : 1 2 3 4 5

test output frmat

-—

2154

6 7 8
I'NIS IS my cover ieter - will nave sales meeungs witn team more oren ..

Choose from the
Existing Cover
Letters in this

Dropdown.

Update Cancel

v Preview

Click on this Preview
button to see how
the Quote Cover
Letter will display
when inserted onto
the quote.

i
o
i

AaBbccDe | AaBbC«
| Normal | 9 Heading 1

T
-l

:; v 2o~
Paragraph 4 Styles

10 11 12 13 14

]

4

Once an existing
cover letter is
selected it would be
displayed in the
editing portion.
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Order Form

Doc No: 1148 Date: 02/04/2020

Acc No: Valid for: 14 Days

To: Green Leaf Address:

Att: Bobby Roots

Tel: 011 474 5664 From: Michelle Snyders

Fax: Tel: 011 462 6871

Cell: Cell: 074 586 3506

Email: bobby@greenleaf.co.za Email: mibpsnyders@gmail.com
Dear Bobby

Re: Printers- 6- Office Use

We thank you for the opportunity afforded us to quote you on the Lazer Business Equipment. (Quote Header
Paragraph)

GENERAL SPECIFICATIONS
Model Numbers

MG7750 (BLACK)

MG7751 (WHITE)[13]

MG7752 (RED)[13]

MG7753 (GOLD)[13]

Functions
Wireless / Ethernet, Print, Copy, Scan, Cloud Link

02 April 2020 Page1of3
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4. Revision History
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Version Date Updates
SMO0023 11/10/2019 e (Creation
SM0023.4 06/05/2024 e Update the screenshot for the new release
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