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1.0 New Quotation and First Time User

Fill in the requirements for the paper bag on the form, and click ‘OK’ to continue.
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1.1 The Review for Quotation

If you have a login, just enter email and password and click ‘Continue’.
If you are first time user, fill in your email, password and others necessary details. Then click ‘Register & Continue’.

The Quotation will be generated. See next page for sample.

Note: The email will be your login and the quotation will be sent to the email you have entered here. 
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1.2 New Quote – Sample

This is a sample of the quotation. 
All quotations will be given a system generated RefNo. The RefNo. is a set of running number with prefix B or C. 
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2.0 Login

If you already have a login, you can manage all your quotations under the same login. 

You can obtain your login in a few ways.
1) Sign-up for the login when getting your online quotation for the first time (See section 2.0 for the detail).
2) Your account manager assigned you a login. Please check with your account manager.

email: The email you have sign-up as login or assigned to you by your account manager.
For example, youremail@company.com

password: Your password. If the password was assigned to you, please change the password once you
have login for the first time. 

‘Forgot Password?’: If you forget your password, select ‘Forgot Password?’ and enter your email. If your
email is in the system, your password will be sent to that email.

‘Register here!’: To sign-up a new login.

 

3.0 Main Menu

The main menu identifies you after you have login. It also tells you when you login the last time.
There are 4 function buttons and 1 logout button in the main menu. 

These buttons allow you to perform the following tasks.
New Quote: to create a new quotation.
List Quote: to manage the quotations.

Profile: to update your profile.
Password: to change your password
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4.0 Password

To change your password, follow the steps below.

Step 1: Select the ‘Password’ button.
Step 2: Fill in your old password, the new password and reconfirm the new password.
Step 3: Click the ‘Update’ button.

You password is updated.
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5.0 Profile

To change your profile details.

Step 1: Select the ‘Profile’ button.
Step 2: Fill in the necessary details.
Step 3: Click the ‘Update’ button.

You profile is updated.

Staff details: name, mobile, department and position. 
The rest are Company details. Company details are shared among all the staffs.
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6.0 List Quote – Listing Detail

6.1 List Quote – Task Button

The task buttons allow you to perform a task on the selected quotations in the listing.

  

Withdraw – To indicate that this quotation have been ‘Withdraw’.
Delete – To permanently remove the quotation from listing.

To execute a task to the quotation,
Step 1: Check the ‘selection-box’ of the quotation you want to perform the task and it will be

highlighted.
Step 2: Click on the task button, and the task is done.

Now, refresh the screen. You can see that the staff status icon is changed to the task you have just performed.

Icon Description
 = new Quotation never been viewed before.
 = view Quotation have been opened for viewing.
 = withdraw Quotation which have been marked as ‘Withdraw’.

Note: 
For the ‘Delete’ task, all the quotations deleted will not appear in the listing. You will be warned if you want to
permanently delete the selected quotations when you want to perform this task.  

**************************** THE END *****************************
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