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CHAPTER 11: QUOTATION TO CONTACTS

This chapter contains the following sections:

Introduction

Setting Up Customer Templates

Making a Sales Quote from the Opportunity List Window
Making a Sales Quote from the Sales Quote Window
Creating a Sales Order from the Sales Quote Window
Assigning a Sales Quote to an Opportunity

Exercises
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Introduction

In Microsoft® Business Solutions—Navision®™ 4.0 it is possible to create sales,
purchase, and service documents on the basis of a contact instead of a customer.
In this way the salesperson does not need to know the customer record to create,
for example, a sales document. The knowledge of the contact record is sufficient.
Also, a new customer template contains information that is necessary to create a
customer from a contact record.

Information from the contact record and customer template is necessary to create
quotes. If the quote is to become an order, the program will prompt you to create
the customer because an order can still only be based on a customer record.

The Quotation to Contact feature allows you to:

e Issue quotes to contacts from different countries.

e Use different language codes.

o Use different General, VAT, or Customers Bus. Posting Groups.
e Use different Price Group Codes.

Setting up Customer Templates

You may often have contacts or possible customers asking for quotes. These
contacts or potential customers may not yet be registered as customers in the
program. In order for you to make sales quotes for these requests, you should
create and define one or more customer templates. You can then use the
templates in the quotation phase, so that you do not have to create a customer.
You use this template to pass on information that is necessary to create a
customer from a contact card.

You can set up the customer templates in the following way:

1. Click SALES & MARKETING—SALES—SETUP—CUSTOMER TEMPLATES.

2. The Customer Template Card appears:

EE DK-LARGE - Customer Template Card

General
@O | R R | | Gen, Bus, Posting Group. ;EU -Izl-
Description . . . . . . . | ark,lar_gecustomer;_ - _; WAT Bus, Posting Group . EU - |I-|'
Courtry Cade. . . L. oK @ Customer Posting Group . [FOREIGN (]|
Territory Code . . . . FOREIGN_’II Customer Price Group . . | III
S e [ER REd Customer Disc., Group . . [LARGE ACC (&)
Allow Line Disc, . . . . .
Invoice Disc, Code . . . DK-LARGE _III
Custome. .. v] [ Sales v] [ Help ]
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3. On the Customer Template Card found on the General tab, type a
Code and a Description for the customer template.

4. The other fields, such as Country Code, Territory Code, and
Language Code are used as search criteria and could be filled in.

5. The General Business Posting Group and the Customer Posting
Group fields must be filled in.

6. The remaining fields do not have to be filled in and can be filled in
only if you want to specify information for these fields.

7. You have now set up the customer template. Press F3 to create
another one. Press F5 to see a list of your templates.

& Customer Template List "._|@E|
Description Country .. Territory... Currenc, ..
Denmark, large customers Dk FOREIGM EUR
| Denmark, small customers [al'd FOREIGM DK
|GBLMD  GBLondan Customers &6 LMD
| ;IGB SCOT  GB Scottish Customers GE SCOT
| |GBLARGE Great Britain, large customers  GB ELR

|GB-SMALL  Great Britain, small cuskamers GEB

oK ] [ Cancel ] [Qustome... v] [ Help ]

Making a Sales Quote from the Opportunity List Window

At a certain stage of a sales cycle or when the opportunity is close to becoming a
customer, you may want to make a sales quote for the contact.

When setting up sales cycles, you can specify that a quote is required when the
opportunity is at a given stage.

If the contact is a customer, the program uses the customer information to create
the quote.

If the contact involved in this opportunity is not yet a customer, the user can still
create the quote.

In this case, the program uses the most appropriate customer template, or you can
choose one yourself. The program uses search criteria such as Country Code,
Currency Code, or Territory Code to select the contacts on the basis of the
customer template.

If there is more than one customer template that matches these fields, the
program will prompt you to choose among them.
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NOTE: Before you can create the sales quote, a contact must be defined, the customer
template must be set up, and an opportunity for the company must exist.

You create the sales quote with information from the customer template and the
contact in the following way:

1. Click SALES & MARKETING—SALES—SALESPEOPLE. The
Salesperson/Purchaser Card appears. Select the
Salesperson/Purchaser Card for the person for whom you have
created the opportunity.

&8 Rl Richard Lum - Salesperson/Purchaser Card

Mext To-do Date ., . . | 25-01-01

[§alesperson v] [anctions v] [Create lnteract] [ Help ]

2. Click the Salesperson button, and select Opportunity. The
Opportunity List window for the salesperson should appear.

B8 PRL Richard Lum - Opportunity List

____No. .. Creation... | Description Conkact ... Salesper... 5. Current ... Campaig... Camp:
» | OPOOOOO1L 25-01-01 Sale of furniture CT100001  RL v 1 CP1001 Increa
S (. )
Conkact Mamne Conkack Company Name
tEco Office Inc, Eco Office Inc,
[Oppu[tunity v] [Fgﬂctiuns v] [geate ODDU...] [ Help ]

3. Select the relevant opportunity, and click FUNCTIONS—ASSIGN SALES
QUOTE. A Sales Quote window should appear.

If the company selected is registered as a customer, the program
retrieves the customer information from the customer record linked
to the company in question.
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If the company is not a customer, and only one Customer template is
in alignment with the customer, the program fills in the Sell-to
Customer field. If more Customer templates fit the contact, you can
select the relevant Customer template by clicking the AssistButton
to the right of the Sell-to Customer Template field.

& 1001 Eco Office Inc. - Sales Quote

General | Invoicing | Shipping | Foreign Trade | E - Commerce

Mo, R [ 1001 (=] £ OrderDate . . . . . . . [ z4-02-01]
| O & Document Date . . . . . | 25-01-01]

Sellto Contact No, . . . [CTio0001 (] Requested Delivery Date | |

Sell-ta Customer Temp. .. !ﬁ_l}"l_a_LL III Salesperson Code, . . . [RL

elto Customer Name . [Eco OfficeInc. J T e
el [at. Milrs Dirve | ©pportunity Mo.. . . . |oPooooot E3)
L e T | Responsibility Center . . | jE 3|
Sell-to Past Code/City . . [US-IL 61236 @) stabus ... Open

Sell-to Contact . . .. . C |

Mo, of Archived Yersions. a
L T.. Mo, Descripti.on Location ... Quankity Unit af M...  Unit Pric... = Line Amount
| I ToEBC-B COLYMPIC Office System BLUE 10 PCS 2,755,138 27,551,
-1

£ | s

[ Quote v] [ Linge v] [anctions v] [ Make Qrder ] [ Print. .. ] [ Help

4. Fill in the details of the Sales Quote window, print it, and send it to
the company.

Making a Sales Quote from the Sales Quote Window

It is possible to make a sales quote directly in the Sales Quote window for a
contact that has not yet become a customer.

You should check that the information on the quote header is correct, and fill in
the details of your quote. When you have done this, the quote is ready to be
printed and sent to the contact.

It is not possible to release the quote before a customer is assigned to it, which
means the quote is not ready to be made into an order.

NOTE: Before you can make the quote, your company and the person you want to sell
to must be a registered contact in the program, and you should have set up a customer
template.

You create the sales quote in the following way:

1. On the Contact Card, click CONTACT—SALES QUOTES. The Sales
Quote window should appear.
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2. Inthe Sell-to Contact No. field, select a company and a person you
want to sell to. (These must be registered contacts in the program.)

& 1001 Eco Office Inc. - Sales Quote

General Iﬁvo‘i‘cing Shipping | Fore‘ign Trade E‘*Commerce
Mo, R OrderDate . . . . . . . [ z4-02-01]
Document Date . . . . . | 25-01-01]

Sell-to Contack Mo, . . . Requested Delivery Date I |

Sell-ta Customer Temp. .. Salesperson Code, . . . [RL x|
Sell-bo Customer Name . | Campaign Ma.. .o CPIDDI
el 7| Opportunity No.. . ., . |OPO0OO001 =]
Sellto Address 2 . . . . 7 Responsibility Center . . !il
Sell-to Post CodejCity . . [USIL 61236 [#)|[Chicage  [#)] Status . ... .. .. . Open

Sell-to Contack . ., - =

Mo, of Archived Yersions. a
L T.. Mo, Description Location ... Quankity Unit af M...  Unit Pric... = Line Amount
I FEEBC-B OLYMPIC Office System BLUE 10 PCS 2,795,138 27,551,
| B[]

J S | 5

[ Quote v] [ Linge v] [anctions v] [ Make Qrder ] [ Print. .. ] [ Help

3. The program automatically selects a matching customer template. If
more than one customer template fits this contact, click the
AssistButton to the right of the Sell-to Customer Template field,
and select the relevant customer template.

4. Fill in the details of the Sales Quote window, print it, and send it to
the customer.

Creating a Sales Order from the Sales Quote Window

When the contact is satisfied with the proposal, an order can be made.
If a sales quote has been created for this contact, you create an order directly
from the quote.

If the contact is not linked to a customer record when you click Make Order, the
program asks you if you want to transform the contact into a customer.

If you select Yes, a customer is created for the contact and the quote is
transformed into an order.

NOTE: The company for which the order is to be made must be a registered contact in
the program, and you must have made a sales quote for the new customer.

You create the sales order in the following way:

1. Click SALES & MARKETING—MARKETING—CONTACTS.
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2.
3.

S.

Click CONTACT—SALES QUOTES and find the relevant quote.

Click Make Order to transform the quote into an order. The
program finds that no customer is linked to this contact, and you are
prompted on whether you want to create a customer now.

Confirm, by clicking Yes, that you want to create a customer. A
customer is created using the information from the Contact Card and
information from the Customer Template Card. The quote is
transformed into an order.

Print the order and send it to the customer.

NOTE: If you want to release a Quote, you use the sequence described previously.

Assigning a Sales Quote to an Opportunity

It is possible to assign an existing sales quote to an opportunity. There are two
ways in which this can be performed:

A sales quote can be assigned from the Opportunity Card:

1.

Click SALES & MARKETING—SALES—SALESPEOPLE. The
Salesperson/Purchaser Card appears.

Click SALESPERSON—LIST, select the salesperson needed, and click
OK.

On the Salesperson Card, click SALESPERSON—OPPORTUNITIES, and
select the opportunity you want to assign a sales quote to.

Click oPPORTUNITY—CARD. The card for this opportunity should
appear.

On the Opportunity Card, click the AssistButton in the Sales
Document Type field, and select Quote.

Click the AssistButton in the Sales Document No. ficld, and select
one of the existing sales quotes.

NOTE: A sales quote cannot be assigned to an opportunity which already has a sales
quote assigned to it.
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If you try to assign a quote to an opportunity that already has a sales quote
assigned to it, the following error message, specifying the number of the sales

quote and the opportunity, will appear:

Microsoft Business Solutions-Mavision

L] E Sales Quate 1005 is already assigned to opportunity OPO00004,

A sales quote can be assigned from the Sales Quote window:

Click PURCHASE—ORDER PROCESSING—QUOTES. The Sales Quote
window should appear.

Click QUOTE—LIST, and select the Sales Quote you want to assign to
an opportunity.

Click the AssistButton in the Opportunity No. field, and select the
opportunity to which you want to assign this sales quote.

EE 1002 Selangorian Ltd. - Sales Quote

General | Invoicing | Shipping || Foreign Trade | E - Commerce |

Salesperson Code, ., .

e S S [ 1o0z| £ OrderDate . . . ..o 04-01-03 ‘
Sell-to Customer Mo, . . | _2_0_0_0_0_@
Sel-to Contact Mo, . . . [CTODODDZ (&)
- il %]

Sell-to Customer Name . Campaign Mo.. . . ...

Sell-to address . . . |153 Thomas Drive

Oppotbunity Mo, . .

Sell-to Address 2 . . . . |

Responsibility Center , .

|

Wam

Sell-to Post CodefCity . . [GE-CYE 1GY (3] [Coventry @] Status . .. ... |Cpen

Sel-to Contack . . ., . M, Mark McArthur |

Mo, of Archived Yersions. ;. D

| T.. Mo, Description Location ... Quankity Unit of M... Unit Pric... = Line Amount
Iy

=

b4

[ Quote v][ Line

v] [anctions v] [ Make Qrder ] [ Print. .. ] [ Help

Page 288

Microsoft Official Training Materials for Microsoft Dynamics ™

Your use of this content is subject to your current services agreement



Chapter 11: Quotation to Contacts

If the opportunity you selected already has a sales quote assigned to

it, the following error message will appear:

Microsoft Business Solutions-Navision

-

Yes ] [ Mo

‘:’/ Sales quote 1002 has already been assigned ko opportunity OP100023, Would you like to reassign this quote?

NOTE: In order to view the sales quote assigned to an opportunity, go to the

Opportunity Card and click FUNCTIONS— SHOW SALES QUOTE.
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Test Your Skills — Setting Up Customer Templates

Scenario: You want to set up a number of customer templates to ease the work
of the salespeople. You would like to set up templates called platinum
(customers), gold (customers), and silver (customers), and you are going to fill in
all the relevant fields for the customer templates.

Set up the platinum (Swedish customers), gold, and silver customer templates.
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Test Your Skills — Creating a Sales Quote and a Sales Order

Scenario: Richard is a Salesperson working for Cronus. One of his contacts is
Kinnareds Traeindustri AB. He receives a phone call from Kinnareds
Traeindustri AB that is not a customer. They want a quote on office furniture.

Kinnareds Traeindustri is a registered contact in the program. A customer
template for Swedish customers has been set up.

1. Make a sales quote for Kinnareds Traeindustri. Make sure that the
correct customer template is used.

2. Fill in the sales quote, print it, and send it to Kinnareds Traeindustri.

3. Create a sales order on the basis of the previous sales quote.
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Quick Interaction: Lessons Learned

Take a moment to write down three Key Points you have learned from this
chapter:

1.

Page 292 Microsoft Official Training Materials for Microsoft Dynamics ™
Your use of this content is subject to your current services agreement



