connect
Step-by-Step Guide to Connectlt-Workflow

Document Open Utility

The Connectlt-Workflow Document Open utility helps QuoteWerks users find documents that have been
saved in the database quickly and easily.
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3. The Connectlt-Workflow Document Open grid | * | J sl Enulte
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QuoteWerkS database that meet the Search Dozument Mame Customer Cotat  DosMe  Stehus Date b
Cr I t er I a ente red " vev with stock item Aszpire Technolgies. Inc. JohnLewe | 48401001 Ready for Sage 02/08/2010 £

T systems Aspire Technolgies, Inc. | John Lewe | A4A11003 Invoice Ready for Sage | 03/12/2007 £2.7

4. Double-click or highlight the row(s) on the grid of
documents that you would like to open; click
Open.
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Document Split Module

Connectlt-Workflow Document Split module manages part-ordering or part-invoicing from QuoteWerks and
removes manual duplication of documents.

Note: before running the Document Split module, please ensure no more than four documents are open
in QuoteWerks. Connectlt-Workflow Document Split needs to open the new document it creates and
QuoteWerks does not allow more than five documents to be open simultaneously (you will be prompted
if you have more than four open).

1. Save the document in QuoteWerks and then
select the Line Items on the QuoteWerks
document that you would like to transfer into the
new document. Alternatively, select all lines on
the document to transfer them all to the new
document.

2. Click the “Start Connectlt Document Split”
option from the QuoteWerks | Tools menu.

3. The Connectlt-Workflow Document  Split
window will appear. The grid contains information
about each line item (Line Number, ‘ J
Manufacturer Part # and Description) and also —_—
four additional columns (Original Quantity,

Allocated Quantity, Remaining Quantity and
Quantity To Transfer).

4. Enter, or edit, the quantities of each item that you [l
would like included in the new document in the [=iri=re e s inam iy o
Quantity To Transfer field. It is not necessary to
enter a quantity for all lines, some can be left
blank but at least one valid quantity must be
entered (one or above unless you have selected

eate the new document o ciick Cancel to exit Connect T Workflow.
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the “Transfer Items with a Zero Quantity” option

in the Document Split | Tranfer tab in the z B B,

Connectlt-Workflow Configuration utility). The " Rl T ! ! :
Quantity To Transfer entered must also be less [» = oAy | ovo Recomer |10

than or equal to the Remaining Quantity. B | oo

e Original Quantity is the Quantity from the original document for each item.

e Allocated Quantity is the amount that has already been transferred to other documents using Connectlt-
Workflow Document Spilit.

e Remaining Quantity is the amount that is yet to be transferred.

e Quantity To Transfer is the quantity you wish to transfer to the new document. This field will be
automatically populated by the appropriate amount as specified on the Connectlt tab of the Connectlt-
Workflow Configuration utility, i.e. zero or the unallocated amount if Default to Zero or Default Quantities to
Unallocated Amount have been ticked.

[!;!:le"l

Doveloper Pariner © 2005-2022 Hilltops IT Consultancy Services Ltd



5. Click OK once you have entered all the quantities
you require. The values for Allocated Quantity
will be updated on the original document and the
new document will be created.
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RFQ Module

Connectlt-Workflow RFQ module provides additional screens and functionality to make requesting up-to-date

vendor pricing very easy from the QuoteWerks user interface.

1. Select and highlight the Line Items on the
QuoteWerks document you want to request
prices for. Click the Start Connectlt-RFQ option
from the QuoteWerks | Tools menu.

This starts the Connectlt-RFQ application.

Note: The QuoteWerks Document Status must
match the status entered for Document Status
Start on the RFQ tab of the Connectlt-Workflow
Configuration utility. After Connectlt-RFQ has
been started, the QuoteWerks Document Status
will be changed to be that of the Document Status

in Progress on the RFQ tab of the Connectlt-
Workflow Configuration utility.

2. Select the Suppliers you want to request prices
from by ticking the appropriate “Create RFQ”
box(es).

3. Connectlt-RFQ then creates RFQ Lines for each
of the selected Line Items for each of the selected
suppliers. Connectlt-RFQ will enter the RFQ
Marker text in the RFQ Marker field
(CustomText01 by default) that was selected on
the RFQ tab of the Connectlt-Workflow
Configuration utility.

“i” S
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Doaveloper Partner

= Select Suppliers ['X\

Please select the suppliers that vou would
like: to create RFQs for:

Supplier Name | Cieate RFO
C2000 i~
Ingrarn Micro i~
Justrams r
Our Praducts r

5 |TechDaa

‘wiestpoint r

Creating RFQs for zelected supphers. .
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4. The QuoteWerks Doc Status is now updated to [
the Document Status in Progress as entered on =
the RFQ tab in the Connectlt-Workflow
Configuration utility.

The selected suppliers can now be emailed from T s
QuoteWerks requesting their most up-to-date prices
using a Purchase Order type Layout that you have
edited, as required, for the purpose of requesting
prices from Vendors.

PooduesSensce | Toustle Lo 17724 [driionsiy

Note: A Purchase Order type Layout is required as it allows for multiple suppliers to be requested for
prices via the Vendor name field. Once it has been created, the RFQ Layout can be accessed by
clicking Print, after ensuring that Display All Layout Types and Create PO for each Vendor are both
ticked. Click Close after each RFQ so that the next one is generated.

il low RFQ Module <AAAQ1115%]

5. When cost prices are received back from e E—
suppliers, they should be typed into the - : LR ) od el
appropriate QuoteWerks RFQ document against ik T
the appropriate Quantity for each supplier. Once
prices have been received back and have been
entered in the QuoteWerks RFQ document, click
Get Best RFQ Prices from the QuoteWerks |
Tools menu option.

E75m £0.0Tach Data
£18000 £0.00[Tach Data
£18000 £0.00[Tech Data

Note: Ensure the cost prices are entered into the
RFQ Lines and not into the RFQ Source lines.

£18000 £0.00[Tach Data

v
v
¥
v
v
[
Wy | emm £0.00[Toch Data
o[V
0 #1500 £0.00[Tech Data

4

SubTotal, £000 | Taw £0.00 || Shpoing £000 Total: & 000
Lo 24712 Acricnaon

Note: You may wish to save the QuoteWerks document as a Revision, or under a different Document
Number, so that you have separate documents for the RFQ document containing all the prices
requested from suppliers, and for the quotation that you subsequently send to your customer.

6. After “Get Best RFQ Prices” has been clicked,
Connectlt-RFQ will create a summary of the
requested prices by supplier by quantity.

Creating RFO Summary....
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8.

9.

10.

Cost prices from suppliers can now be compared
and the supplier you wish to use can be selected
for each product/quantity from the drop down
Vendor list box. Click OK to select your chosen
suppliers.

The selected suppliers are now automatically
entered in the QuoteWerks Vendor field.

If you have chosen to use a QuoteWerks
Document Revision, or a different QuoteWerks
Document Number, ensure you are in that
document before you click Tools | Remove RFQ
Lines.

Click Yes to confirm that you would like to
permanently remove all lines created by the RFQ
Module (assuming you wish to do so). If you are
using a QuoteWerks Document Revision, or a
different QuoteWerks Document Number, you
will have a record of all the prices received from
suppliers that you entered in the original document
before it was revised or saved under a different
Document Number. Once the RFQ Lines have
been removed, the Quotation Document can be
processed and sent to your customer in the
normal manner.
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= RFQ Summary El@@

Select the appiopriate vendors from the kst below, click Ok to append to the document o Cancel to exit withaut changing the document.
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I ConnectIT-RFQ

S

This will permanently remove all lines created by ConneckIT-RFG.

‘Whauld vou like to continue?

Yes Mo
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11. RFQ Lines are now removed from the

QuoteWerks Document. Fiemoeng TR Mmzs

12. Click Tools | End RFQ mode.
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Validation Module

Connectlt-Workflow Validation module manages entries on a QuoteWerks document to ensure that the
QuoteWerks user has entered all the required information at each step of document creation (Quote, Order

and Invoice).

Connectlt-Workflow Validation module validates that the QuoteWerks user has entered required values into

particular fields before the user is allowed to print, save, convert or email etc a document.

Note: Connectlt-Workflow Validation module rules are set up in the Connectlt-Workflow Configuration
p Guide to Configuration for information on how
ocuments.

utility. Please see the Connectlt-Workflow Step-by-Ste
to set up your required rules before trying to validate d

1. Click the Start Connectlt-Workflow option from
the QuoteWerks | Tools menu.

This starts the Connectlt-Workflow application.
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2. Once started, Connectlt-Workflow runs in the
background.

You can either click the minimise button or double-
click the Connectlt-Workflow tray icon to hide the
Connectlt-Workflow Window.

= ConnectlT-Workflow

Close Connectl T

connect
ConnectIT-Workflow

hitkp: fhan, connectit-online, co.uk

Click minimise or double click the ConnectIT tray icon to hide this window

Copyright @ Hillkaps IT Consultancy Services Limited 2006-2010

3. Once started, Connectlt-Workflow runs in the
background.
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The Connectlt-Workflow tray icon can be found in

the bottom right hand corner of your screen. \

[imcopans Gl o [0 e <] s

[T S——" ———— L — T —

£ s o Lt P

[ —

Deserption

SubTotal
3¥aar Sarice Contract (15% of salo grcs)
STl Incluting Servce Candrac

e
1| ovsaoom

BEE
£7%.m.

7
[T TYITTTT

[!;!:le"l

Daveloper Pariner

Subfotsl §1561.42 || Tax £0.00 | Shippng. & 001

© 2005-2022 Hilltops IT Consultancy Services Ltd



4. Warning level error message...

Provided that at least one Warning level rule has
been set wup in the Connectlt-Workflow
Configuration utility, the Trigger Event (i.e. Save,
Print etc) will start validation on the QuoteWerks
document. If Warning level errors are found in the
QuoteWerks document, Connectlt-Workflow  will
warn the user about the Validation rules that have not
been met. In the case of Warning level errors, the
user has the choice to go back and correct the errors
or to continue without correcting them.

5. Critical level error message...

Provided that at least one Critical level rule has been
set up in the Connectlt-Workflow Configuration
utility, the Trigger Event (i.e. Save, Print etc) will start
validation on the QuoteWerks document. If Critical
level errors are found in the QuoteWerks document,
Connectlt-Workflow will warn the user about the
Validation rules that have not been met. In the case
of Critical level errors, the user has no choice and
must go back and correct the errors before being able
to save, print etc the document.

Wi

DoavYaloper Parinel

M ConnectIT-Workflow X

 y The following warring level errors were found:
.
- Walidation Failed on Document Items row 13, field Yendor': Valus must not be blank,
- Walidation Failed on Document Header field 'Ship Wia" Yalue does not match accepted (DHL, UPS, FEDEX) value(s).

Would you like to continue?

Ves Mo

H ConnectIT-Workflow

'§ The Fallowing critical errors were Found:

- Walidation Falled on Document Header Fisld ‘SalssRep's Valus does not match accepted (Raul Fislding, Janice Simmands)
valug(s),

- Walidation Falled on Document Header Fisld ‘50ld to Company's Yalue must nct be blark,

- Walidation Failed on Document Header fisld ‘Sold ko Contact' Valus must not be blank.

- walidation failed on Document Tkems row 7, field 'Unit Price’s Value must be greater than '0'.

Please correct these errors and try again. Click Ok to continue in QuoteWwerks,




