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Adding a Comment Line to a Proposal

One way of adding information to a proposal is comment lines. Comment lines are just
text that will print in the detail area of a proposal. Examples of comment lines may me
messages to the customer such as “DELIVERY CHARGE BASED UPON SINGLE
DELIVERY™”.

From within the proposal detail, click the O icon or go to Edit | Add to create a new line
item.
[ Linelt/Insert ] Class Quantity | U/M Catalog || Dptions
10 C 1.00 COMMENT
./
000000 INSTALLATIONS BY GEORGE
escrption

DELIVERY CHARGE IS5 BASED ON A SINGLE DELIVERY
ADDITINAL DELIVER ADN SETUP WILL BE BILLED AT £35 AN HOUR.

Drimime Mnkinma

e Make sure the Class is set to “C” this is how TeamDesign® will know to treat this
line as a comment.

e We always recommend that you use a non zero quantity so use a “1” in the
quantity field. The quantity will not print on a comment line.

¢ Like the Quantity we always recommend there be a value in the Catalog field.
You could use “COMMENT” or “CMT” to designate a comment line. This value will
not print on the proposal.

¢ In the Description field is where you will type the comment. Remember that you
can use a “~" to force a line break.

Adding Comments to Other Documents

You can use comment lines to print text on the other documents that originate with
the proposal, the purchase order, invoice, and delivery ticket, as well. You can use
the document presence to add comments to other documents that originate from the
proposal as well.

Printing comments to the Purchase Order
through the Proposal Profile

You can to enter comments that will appear on a purchase order without adding a
comment line directly to the proposal. Also, you can have the comments print on the
Receiving Ticket just as easily. Go to the Purchase Order tab of the proposal profile.

Description I Project Information I Addresses I Invoicing I Commizsions Purchase Orders I Documents I

Wendor [nstructions ShipTa/Receiving Instructions

<DoubleClick To Access> <DoubleClick To Access> P/0 Break Group “Contract Number
YTHORME COM DOCK
HAWTHORME INSTALLATIONS BY GEORGE
YELLOWw FREIGHT INSTALLATIONS BY GEORGE
DYMAMIC OFFICE INTERIORS INSTALLATIONS BY GEORGE
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This tab includes a listing of columns for Vendor Instructions, Ship to/Receiving
Instructions, P/O Break group, Contact #, and a requested ship date for all purchase
orders that will be created for this proposal. Initially, this tab is blank. To populate
and use this tab, first go into the proposal detail and click on View and choose

Purchase Orders.
¥.% TEAM-DESIGN! Team Talk Database - [Proposal: FJC001]

)
E{File Edit | Wiew Inguiry Tools SmartStuff  Accessories  Window  Help

YiwIh = R
|Blg| e win| =[Q=] Al@
= MiewTable
I aktributes Fz “Dezcription
SEESERES == CONFERENCE AREA =
Inventory Qtys  FS
User Mokas 6 COMWFEREMCE TAELE WERY BIG

m LOw/-BACK EXEC SWIVEL COMF. CHAIRS

i bé‘; SUBTOTAL OF CONFEREMCE AREA
First Record Ckrl+Page Up — —
Previous Recard  Page Up EXECUTIVE AREA
Next Record Page Dowin EXECUTIVE PEDESTAL DESK
Last Record Ctrl+Page Down HI-BACK EXEC. SWwWIWEL CHAIR

You should now see a blank Summary screen. Click Okay. The Summary screen will
now show the purchase orders for the proposal, and the status (a purchase order# if
ordered, or a message that this purchase order has not yet been ordered).

| v

VENDOE: HAWTHORNE
SHIFTO: INSTALLATIONS BY GEORGE

*x% NOT ORDERED ¥ET 13,254 .52

VENDOE: YELLOW FREIGHT
SHIFTO: INSTALLATIONS BY GEORGE

*x% NOT ORDERED ¥ET 150.00

VENDOE: DYWAMIC OFFICE INTERIORS
SHIFTO: INSTALLATIONS BY GEORGE

*x% NOT ORDERED YET 646 .60

VENDOE: LACKAWANNA FABRICS LI

[ okavz | SE7op | SN[ Prinr | B[ CARCEL
|

Note:
This procedure is the ONLY way to populate the Purchase Order tab of the proposal profile.

Once the Purchase Order tab of the proposal has been populated, you can access the
columns (except for the Purchase Order Break group) in order to edit or add entries.
This would include entering comments into the Vendor Instructions column for
printing on the purchase order, as well as entering notes in the ShipTo/Receiving
Instructions to print on the Receiving ticket. As an added feature, you can change
the requested delivery date from what was originally entered in the Proposal Profile
under the Project Information tab or enter a contract number here that will print on
the purchase order.
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Adding commonly used comments to your
inventory:

Comment lines that are commonly used for a variety of documents by your company
can be added as “inventory” items for easy retrieval to a proposal. You would also
be able to select the default document presence for these standardized comments in
the profile of the “inventory” item. You would add the comment line item to
inventory just as you would any other true inventory item.

When adding the item, choose a vendor that most commonly reflects the usage of
the comment item. You would need to enter a title for the comment item such as
“freight comment” in the Catalog Item Number field, then use the Brief Description
and extended field to add the actual text that you would want to appear on the
proposal or other documents. On the Selling/Rentals/Proposals tab of the inventory
item profile, you would choose “C” as the default Item Classification, as well as
choose the document presence most commonly used for this Comment item.

Mass Update Unordered Proposal line items

A wide variety of mass update procedures can be performed on un-ordered line items by
vendor, catalogue line, manufacturer category, or by blocked lines. From the proposal
detail, choose Tools | Summary or click the summary icon 2. The Summary Screen
provides vital details on List, Cost, Sell, and Profit by item classification as well as by
vendor.

summary Of Proposal: FIC001

LIST SELL COSsT PROFIT  MARGIN

PRODUCT 32.330.00 19,291 .66 14,229.52 E,062.14 2624 %
FREIGHT 275.00 150.00 125.00 45.45 %
DELIVERY 1,131 .55 E46 GO 484 .95 4286 %
OTHER 0.00 0.00 o.00 0.00%
OYVERHEAD 995 07
SUBTOTAL 20.698.21 16,022 19| 4.676.02 2253 %
SALES TAX 0.00
FINAL TOTAL 20,698 .21
COMMISSION 327 .32 ?.00% SOFT RATED
¥Yendor Hame List Cost Profit G-P¥%
EBLOCEed Line Items 0 S, 2 £E 2 2 :
DYMAMIC OFFICE INTERIO k a.ad 1,131.55 &d6_ &80 454 35 4EZ_86 %
HAWTHORNE 3E,330.00 13,231 66 13,54 5E 5,037.14 31.E29 %
LACEAWANMNL FAEBRICE a.oo a.oo 27500 —-975_00-100.00 %
TELLOW FREIGHT a.oo Z275.00 150.00 125.00 45 45 %

— Category/Group To Maszs Replace Mass Replace Data For BLOCKed Line |tems
A1l Category/Froups Change 2ell Prices To: Gross Profit Margin Percentage ﬂ
Enmpty Category/Groups Change Sell Prices To: DPercentage 0ff The List Price Print I
SEATING Change 25ell Prices To: Percentage Up From Cost
Change 2ell Prices To: <Arctual Pricing
Change Sell Prices To: 0.00 (i.e. Zero - No Sell)
;I Change 2ell Prices By: Any Dollar Amt (up or dowm) :I E}{r[‘ I

From the center section, choose a vendor or “Blocked Lines”. Next, choose which
catalogue or category you wish to change or choose “All” or “Empty”. The catalog
selection would include any SIF catalog codes as well as any manually entered
manufacturer category code. Then choose the function you wish to perform. A
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selection of several time saving options to mass update the proposal data is listed
below.

Change line item status: You might encounter a customer that wishes to see different
selections for the same job. Perhaps there are a variety of different furniture options
they are considering from different vendors. You could choose to do each as a separate
proposal, but that would require additional data entry and can inflate reports such as the
projected bookings. Instead, you can simply add all line items to one proposal and then
use mass update to change the line item status to provide different printed versions of
the same proposal. You would change all line items by vendor or blocked lines to an
“Inactive” status except for the lines that you wish to print on the current version of the
proposal. This enables the Proposal to print multiple versions simply by changing the
status of line items from “Active” to “Inactive” as needed. After your customer has
chosen which version of the proposal they prefer, you can then easily change the status
of the unwanted lines to “Erase/Delete” to permanently remove the items from the
proposal.

Change Vendor/Ship to: You can easily change the vendor or ship to selection for
a group of line items. You will be able to choose the line items by their current
vendor or use the blocked line function. You might need to do this to order a product
from a different vendor, change the install company on a series of D&l lines, or
change the ship to number for all product lines on a proposal from the default
“000000” address to an actual ship to address number for electronic order
processing. You will also have the option to adopt the revenue code and discount
structure of the new vendor.

Change Revenue Codes: When changing the vendor of a group of line items, the
revenue code for that line item will change also if the vendor’s profile contains a
revenue code and you have chosen to replace when mass updating the vendor.
However, if you do not use the default revenue codes from the vendor's profile, you
can easily change the revenue code for multiple lines on a proposal by mass
updating. An example may be if you change from an external vendor for D&I
services to an internal vendor. You would want to change to a Revenue Code that
does not affect the WIP/CGS accounts to one that affects the clearing account.

Change Sell Pricing Style: You might receive notice from a vendor regarding a
change in the discount structure of a particular line of products. If you have already
presented a proposal to your customer but have not yet ordered the product, you
would need to lock in the sell prices of the affected lines prior to changing the
purchase discounts as changing the purchase discount could change the sell price on
the proposal. You can change the pricing style of detail line items on a proposal
from their current style (L, C, or G) to an Actual pricing style, thereby locking in the
sell price regardless of any change in list price or cost. You can also use this to
change the pricing style to a particular Gross Margin, or mark-up from Cost, or
discount from List to reflect any new pricing needs.

Change Purchase Discount: In each customer’s profile (Customers |
Maintenance | highlight Customer | click Modify Record icon | choose
Special Prices tab), you can enter a series of actual vendor discount contracts, as
well as purchase discounts based upon purchase volume for that vendor/customer
combination.
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Customer: 010029 British Secret Service

Name ."Addlessl Credit I]lﬁcel Selling Pmlilel Marketing Profile | Electronic Profile Special Prices | Dontactsl

“Conhiacti “Deserption
THORNE 111 WOLUME LEVEL | Il o
HAWTHORNE 2072 VOLUME LEVEL 2 {12/31/02 (50.000 |10.000| 5.000 | 0.000 | 0.000 | 0.000/L
HAWTHORNE 33333 VOLUME LEVEL 3 {12/31/02 (50,000 |10.000|10.000 | 0.000 | 0.000 | 0.000|L
HAWTHORNE 444444 VOLUME LEVEL 4 {12/31/02 (50,000 10,000 | 10.000 | 5.000 | 0.000 | 0.000|L
HAWTHORNE the123456789 | TBC FALL DISCOUNT{11/13/11 (50,000 | 10.000 | 10.000 | 5.000 | 0.000 | 0.000|L
D'YHAMIC OFFICE INTERIORS| PROMO INSTAL | PROMOM INSTAL  |12/31/02 |15.000| 0.000 | 0.000 | 0.000 | 0.000 | 0.000(5

-'-.:“-'__ NEW | FLEGT DEL .'-‘;4

- Contract Informati

Once the contracts have been entered into the Special Prices tab of the customer's
profile, they would be available to be assigned to items through mass updating. You
would be able to see the cost and sell value for each vendor of the proposal to
determine what level of discount to apply. You would also be able to enter the

purchase discount if there is not already a selection available.
Summary OF Pro

LIST SELL CoST FROFIT  MARGIN
PRODUCT | 32,330.00] 19,291 . 66| 14,229, 52| 5,062.14  BHMZ
FREIGHT | 27500 15000 125.00 #5452
DELIVERY 1,131 B 646 6D 484,95 4286%

OTHER 0.00 0.00 0.00 0oz
OVERHEAD 9% 07
SUBTOTAL 20,698 .21 16,022.19| 4,676.02 253%
SALES TAX o0

FINAL TOTAL =

-

Yendor Hame i Ismndard Piscount j Profit G-/P%

DYNAMIC OFFICE INTERIO 484.95 d47.86 %

222222 VOLUME LEVEL 2 g, 14
LACHAWANNA FABRICS 333333 VOLUME LEVEL 3 -975.00-100.00 &
TELLOW FREIGHT I_SI].I]I]I] 10 0|444444 VOLUME LEVEL 4 125.00 d4E.45 &

TEC FALL DISCOUNT

— Categony/Group To Mass Replace

TraTT TR = T o a
Change Cost Values To: Gross Profit Percent O0f Sell P _t
Change List Prices By: Any Percentage {up or dowm) - min
Change Selected Vendor To Another Vendor T
Change Selected Vendor To Another ShipTo

Change Purchase I unt Structure & ted Values

6 .E] TeamDesign®



Web Training — Advanced Proposals

Blocking

The Block function is a very useful feature used to Block Copy line items, Block Move line
items, Block Delete multiple line items, and Block Import or Export line items in the detail
of a proposal. All Block functions require that the appropriate lines be Blocked prior to
the start of the procedure. There are a variety of ways to block line items in the proposal
detail. Use the following screenshot as a reference for the usage of the various Block

functions.
Edit “iew Inguiry Tools

Add Chrl+a
rodify CErl4-r
Crelets CErl4-O

Replicate Field F3

Specifications »
Block Cancel

Elock Copty

Block Delete

Elock Expork
Elock. Impork
EBlock Lines
Black Mowe

From the Proposal Detail, double-click in the Block column of a line item record. The
word “Block” will appear in the column. Repeat this for all records to be copied,
moved, deleted, etc.

The "Block Lines" option allows you to designate a group of detail items with “Block”
so that you do not have to flag each line individually. Click on Edit and choose Block
Lines. You will then be prompted to enter the range of line numbers to be blocked.

Block Line Number Range

Enter the line number for which you want to start the block in the "From" field and
the line number for which you want to end the block in the "Thru" field. Click the
Okay button. Confirm the message to Block Line Number Range by answering yes.

Another way to "Block™ a line item is to go to edit and choose block item, or simply
hit alt-B. After using any of the blocking methods to block the line items, you are
ready to perform the Block function.

A description of each function follows:

Block Copy: allows you to copy the entire detail item(s) to another location within
the proposal Detail List.

_ECI o 7
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Block Move: allows you to move selected detail records within the Detail List. This
is useful for moving COM fabric records to the bottom of the proposal so they do not
create “holes” in the item numbers.

Note:
Each of these functions will place the moved or copied line(s) to a new position directly
beneath the line highlighted at the beginning of the Block copy/move procedure.

Block Delete: deletes all detail items that are marked “Block”.

WARNING:
once removed, there is NO “undo” or “back-up” button!

Block Import: allows for the import of line items from other TeamDesign®
proposals.

Block Export: allows for the export of line items to other TeamDesign® proposals.
"Blocked Item" is also useful in mass updating as previously discussed.

Note:
Always remember to “Renumber” when changing Proposal Detail Line items, to give
FODS and comment lines the proper item numbers by going to Tools | Renumber.

The use of Group | Total Item Classifications in a
Proposal

Through the use of special Line Item class codes, you can create groups and print
sub-totals within a proposal. A <G>roup line item class code designates this is the
start of a sub-set. A <T=>otal line item class code designates the end of the sub-set.
Anytime that you use a <G=>roup line item, you MUST also have a <T>otal line item.
<G=>roup and <T=>otal line items only print on the Customer Proposal and
Acknowledgement. All other documents and reports ignore these line items.

How to add Group/Total lines:

The line items would be created in the same manner as any other proposal line item.
The correct classification needs to be chosen for each Group line (G) and each Total
line (T). The Brief Description field in the line item entry screen should reflect the
text you want to appear on the Proposal. Example: “The Following Items are for
Conference Room A”. After the <G> and <T=> lines have been created, use "Block
Move" to place the <G>roup lines at the beginning of the sub-set and the <T>otal
line at the end of the sub-set.

How to print the Proposal with just total lines:
When printing a proposal thru the standard method, the default is to print all Detail
Line Items. As the following screen shot illustrates, you also have the option to print
“Group Totals Only” when printing a proposal that you have entered Group and Total
lines.
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— Select Desired Document — Detail Item Options ————— [~ Attributes Printing
Proposal/Quote j [¥ Print Product Numbers " Individual Lines
[V Print Tagaing Infarmation ' ‘wiap Description
i (i
— General Print Parameters r Pl?nt V-endo.r Bers Casks Dnl'l'l_ .
I Prirt List Prices " Do MOT Print Attributes
Document Date ID 910,02 [~ Piint Discount Percentage
[ Print Category/Group i~ Print Style
[¥ Prirtt D etail Product Lines " Detail Ling Iterms
. . &
Pagett I—DTD F‘ageﬁl—u [~ Prirt Complete FODS Detai * Group Totals Only
. ! " Pinal Totals Only
¥ Prirt Requested Deposit
¥ Frint Tax Amount 8
- Miscellaneous
[¥ Prirt Totals e J
t -
[ Print Proposal Brief Description I i o Leviee

— Document Mezzage To Print

Thark pou far the opparturity b quate on pour requirsments. ..

ﬁﬁsfwal L.bﬂmw| X Cr qgﬂl

[ T
|

Purchase Order Break Groups

The system creates Purchase Orders first based on Vendor number, then Ship To
number and lastly Purchase Order Break Groups if used. All items on a proposal that
share the same vendor and ship to will be printed on the same purchase order. If
you require line items with the same vendor and the same ship to number to be on a
separate Purchase Order, you will need to use Purchase Order Breaks in the proposal
line item entry.

When do I need to use P/O Break Groups?

Reasons you might need to use Purchase Order Breaks are numerous. Your vendor
might require all quick ship items be on a separate purchase order. You might also
have a need for product to be delivered in phases, such as for multiple floors of a
building that will be completed and need to be furnished at separate time intervals.
In each situation, you would have line items with the same vendor and ship to
address. TeamDesign® would place these on the same purchase order unless Purchase
Order breaks are used.

Adding detail information to the Purchase Order Break field allows you to create
separate Purchase Orders for an item or items, if the question "Use Purchase Order
Breaks" is “Y” in the proposal profile. The Purchase Order Break field is available on
each line item of the data entry screen in Proposal Detail. The following screenshot
will guide you to the propoer location to enter your Purchase Order break data.
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[© L ULUIETL T IESENGE

e

Linelt/Ingert| Class Quantity U/M Catalog Options
2 I I 2.00 IEA EXCT 42496 ¥ Proposal/Quote? Revenue Code | IDl
¥ Purchase Order?
) i Status IAclive - l
vV Delivery Ticket?
Yendor | |DD 1004 |HAWTHI]HNE [ Billing Invoice?
Shiplol |DDDDDD |INSTALLATII]NS BY GEDRGE _ Additional Features
Description
Tag I
|CDNFEHENCE TABLE VERY EIG
Manufacturer Category CASEGOODS
;I Purchage Order Break
LI User FE Hotes R‘;
= Pricing Options — Status
Exchange Rate List Price Purchase Discounts Ordered 0.00
| 1 noonon | 3,900.00 50,000 [10.000 [i5.000 P/0 Number ]
Received
AddOn Cost Unit Gost o.o0o 0.oaon 0.oaon ECEIYE 0.00
0.o0 1.491.750 @ 143175
I _ I = = Delivered 0.00
Percent Style Unit Sell Gross Profit # Margin % Invoiced 0.00
[ozso0 [6 | 1.989.00 49725 25.00% To Invoice 000
WARNING!

All data entered into the Purchase Order Break field must be entered exactly the
same for items that you wish to be on the same purchase order. Changes in
spelling, abbreviations, spacing, capitalization, punctuation, etc. will all cause
TeamDesign® to create separate purchase orders for items that you may have
intended to be together.

Use of SIF Files in creating or editing Proposals

Creating SIF Vendor Masters

In order to import SIF files into a TeamDesign® proposal, you would first set up a main
Vendor Profile, as well as a SIF Vendor Profile for each manufacturer's catalogue that
you represent that can be specified.

From the TeamDesign® main menu, choose Vendors | Maintenance. The vendor
listing will appear. At this time, you can enter a new vendor by clicking on the Add
icon or click on Edit | Add from the tool bar. The system automatically assigns the
next available vendor number. You may also enter up to any six digits you require,
as long as the number does not duplicate an existing vendor number. Accept the
system assigned number or enter a new vendor number and click <Okay>. The
"Vendor Profile" window opens defaulted to the Standard Address tab. For this
discussion, we will address the Internal Usage tab. For this Main Vendor, the Catalog
Interface on the Internal Usage Tab will be left blank.

After the Main Vendor is created, you will need to create a SIF Vendor for every
catalog or product line that you use in your specifier. The SIF vendor points back to
the Main Vendor. To create a SIF vendor, go to Vendors | Maintenance and click

10 .EH] TeamDesign®



Web Training — Advanced Proposals

the Add icon as if you are creating a new vendor. When the profile appears, it is
necessary to complete only five elements in the SIF vendor’s profile.

In the Vendor Name field on the Standard Address tab, type the vendor’s name, the
three-digit catalog code or product line this vendor is for, and the words "do not
use". In the Sort Name field, place three Z's as illustrated. This is to ensure this
Vendor is NOT selected when manually creating a proposal. This vendor is only used
for importing SIF files. It is recommended, but not required, to put the Standard
Purchase Discounts in the Purchasing tab. If you default the discount structure in

this tab, then this discount structure will be used when the cost or discount structure
is not in the SIF file.

Vendor: 001053 KIMBALL KB1-DO NOT USE

Standard Address I Purchasing I Payments I Conditions I Internal Usage I
- Standard Address
Sort Mame IZZZKB1-DD MOT
Wendar Name CIMBALL KB1-D0 NOT USE
Address Line 1 I
Address Line 2 I
Address Line 3 I

The next two fields that need to be completed for the SIF vendor are the most
important. Click on the Internal Usage tab, as illustrated. The "Catalog Interface"
stores the fields that link the importing of SIF files from the specifier. The SIF
Interface ID is the three-digit catalog code or product line for which this vendor was
created. The Actual Vendor needs to point back to the Main Vendor that you created
earlier. Place the Main Vendor number in this field or click the <Actual Vendor>
button and browse to select the vendor number.

Yendor: 001053 KIMBALL KB1-DO NOT USE

Standard Address I Purchasing I Payments I Conditions  Internal Usage I Contact Hames I General Ledger I Heturns I

— Mizcellaneous — Catalog

Clazs: <Frumiture <0xther IF_ \
Actual Wendar | I 1053 [}

Auto-Cost Inventon <v'res <Mro IN_
Secured Detal Ledger <> es <Nzo I_ IF Interface D IKB1

— 1099 Profile

- — Special Interface
Eligible <v>es ar <N>o [y
Pavee 1D Mumber Uszer-Defined Index Key I

Carporate Interface 1D I

— Financial

Default Bevenue Codel I
YAT/GST/Tax Cade | |

NEAT NZCT T —e Rl b I

The last field to complete for the SIF vendor is the Default Revenue Code field. All
remaining fields in the vendor profile may be left blank.
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Importing a SIF at proposal creation

When first creating a proposal in TEAM-DESIGN!, select the SIF file type used by

our company from the Origin drop down box, as illustrated.
Create Proposal

|Archiwved Propnsal

CAFP Sweet= S5IF Import
Giza SIF Import
Intellicon Standard SIF
Intellicon THDESIGH SIF
ProjectSpec SIF Import

Once you select the SIF file type, click on the <Import File> button to select the
desired SIF file to be imported. Once you click the <Import File> button, a
browser screen should appear that allows you to search for the SIF file to be
imported as illustrated.

Create Proposal

Lok in: [ 3 SIF R s 218

| Q TMquates
_1Data0ne % CIGMNA-AZ2,5IF

[%] knoll,sif

1 QuatePad

Fiename:  [RER R‘ l—l
Fﬁa}oﬂ?ﬂe ISpecification Filez --J ﬂ[

I OKAY I X CANCEL

Once the SIF file is highlighted, click the <Open> button, which returns you to the
"Create Proposal" screen. The file selected is now displayed. Click the <Okay>
button to import the SIF file into the proposal. You will then be taken to the
‘Proposal Profile’, which should be completed as normal.
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Importing multiple SIF files into proposal

Once a proposal has been created, you can still add additional SIF files to the
proposal. To do so, simply access the proposal detail. Then click on Tools | Import
| External SIF file. This will launch a browser similar to the one above enabling
you to search for the correct SIF file to import into the proposal.

Other Tools

Sorting

Direct Billing

Installation Problems

.E] TeamDesign® 13



