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Tidy Academy

PROJECTS

How to
create a quote

Quotes allow you to present the estimated time, cost,
material, tasks, etc. for a project.

. HOME ,W‘ PROJECTS =~ APPROVAL = SALES& PURCHASES = REPORTING ~ TIME, MATERIALS & EXPENSES ~ GLOBAL SETTINGS ®“W
Go to the Quotes> New quote =[I=!
to create a new quote. S P
Expand the Viore settings to REATEQUOTE
see the full section of general o Wecmc oo vl ko an o e it e i s o s
information and fill in the . o B o
detail. oescrpon R

quetpey o 101020 () -m

Code: If you leave the quote CREATE QUOTE

code blank, it will generate an

. . Note: W ill be able of the data thal into this d ion.
automatic code. This must Only ote: We cannot guarantee you wi able to keep any e data that you enter into this demeo version

contain capital letters, Code - Auto - Status DRAFT
numbers. Hame

Description
Sales Person: The user
primarily responsible for the
quote - they must have the
cstimator role. Other team = S T -,
members can be added on the REVENUE $0.00 $0.00 $0.00
Role Assignment tab to co- cost $0.00 $0.00 $0.00

manage the quote.

Materials Under Tasks: If this
feature is enabled, you can use
the mandatory option to require
all materials in the Material
Plan be assigned to a specific
task.




The date the quote
will expire on if the customer
has not accepted it.

The estimated start date for the
project.

The
estimated end date for the
project.

The logical
group to which your project
belongs (groups are configured
by your Resource
Administrator).

In the tab, you
indicate the expected labour
resource used for the project.

In the top left there is a
, based upon the tasks

that you enter. On the right are
the , which you
indicate effort against. At the
bottom of the panel is the

(which begins with one
empty task).

Enter the and click
to add
other top-level tasks.

Click the icon beside
the task name to add
or click the
icon and select

Note: TidyBuild supports
unlimited task hierarchies. If
you want to create a sub-task,
you need click the plus iconin
the level-up tasks.

MARKLP TOTAL

NZD 30,00




Click the to:

a task up/down the
list.
You have to
clear the field,
field,

, to be able to delete
the parent task (this cannot
be done once time has
been entered).

The menu, under

the

, allows you to:
See
This description is
available when hovering
on the task list in the Quote
Console, and is displayed
on the generated Quote
Document.
Select
Non-billable tasks are
highlighted with a blue
background on a Time and
Materials quote. All tasks
on Overhead, Non-Billable
and Fixed price projects
are non-billable by default
and cannot be changed.

is the number of hours

required to complete the task.
A task cannot be deleted
unless the Effort estimate is
blank.

the

is the number of hours in
Effort that are unassigned.

This figure will appear in red if

the task has been over-
assigned.
The , based

upon the charge rate and
hours applied is the

Development

Testing

Description [
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Is Billable?

MATERIAL FLAN EXFENSE FLAN

SUMMARY

Design

Development

Testing
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are the number
of hours at each Charge Rate.
The sum of these is used to
calculate the balance column.

The for Quotes is
calculated based on the
set for each Charge Rate.

If no is set, the

cost will default to the global

cost rate.

In the tab you can -
set a for billable and :
non-billable materials to be

used in a Quote. MATERIAL
CI'Ck ) Totals
click the icon to

search for a material, or click

the icon to create a new

material.

Type in the of this

material for the quote.

The and are
obtained from the material list,
but can be

If the is greyed, it's
showing how much markup is in
the . When this field

is edited, the value will be

displayed in dark and the
will be based on the 70.00 % NZID v

margin of markup over the Unit % [NZD v

Cost. Deleting the value will

return the Unit Charge to its

previous price.

70.00 28,57 %

Click the to set the

markup or margin for all

material items - this will
values and charges.

EXPENSE PLAN

LCOST MARKUP UNIT CHARGE

.
Gy

TOTAL CHARGE ON-CHARGE

20,00

NZD 90.00

MILESTONES ROLE ASSIGHNMENT

DIMENSIONS

INVOICING

LINIT COST

O

aaaaaa

TOTAL COST
8.00

NZD 8.00



The is the charge
for each of the items. This is
obtained from the material list,
but can be overridden.

ST MARKUP

The is the 0

multiplied by the

W 2857 %

If the is selected, the
will be passed
through to the customer invoice

(when approved).

Click the icon to
move the material up or down.

If you're using the
feature, the
works a little

LINIT CHARGE

MZD

g Fill

L

o

TOTAL CHARGE ON-CHARGE

20,00

NAD 90.00

differently. You can turn on this [

feature in for this
quote, or turn on this feature for
all quotes under

Choose the you want to
add to. Then add

materials directly to that task, as
the steps explained above. If
you have other tasks in your

Quote, you will have the option
to add them to the

, and then add materials to
those tasks too.

If you need to move the material
to a different task, use the
icon at the far
right of the material. From here s
you can select the task you wish
to move the material to.



Inthe Expense plan tab enter
the amount of billable cxpense
and non-billable expense and
select the currency.

El «e
Click the New Milestone or Use TMEPLAN | WATERLPLAN  EXPENSEPLAN ROLE ASSIGNMENT  INVONING
to add the milestones, enter the
milestone name and description. = “™ L S e
. . . . SeROn o 210020 [ wooo| (]
The description is optional and = o] = @
H H H MMESTONES TOTAL $600.00
included on the invoice for — it
invoice-able milestones.
it
Enter the < ate or select a date
from calendar for this task.
Click the bin icon to delete a
milestone.
Under the ~ole assignment oY e | p——p— m —
tab you can select the peer
. . USER PEER ESTIMATOR
cstimator for this quote.
Fred Teamleader O
¥ing Shen
Note: only estimator role will
be displayed in this screen.
In the Invoicing tab you can -
. . L [TH1 T FFE: LT 0L,
select a Price Type for this e s staas e aen ey
(1] FLISO.00 pira 10000 LD
quote FRoéIT W LT
TIME FLAN ATERRAL FLAN EXPENSEFLAN ~ MMESIONES — BOLE RSSICMAENT
Time & WMaterial: The revenue e e
. ) Foeed Price:
and cost total will be
calculated based on the value ]
T [T PR gy Tol
that has been entered. ey e B s e
guoma [ ma] + wses
Fived Price: Enter a markup ) [T ey —y gee—
percentage or a figure in total. e e O e
Select a label as Cuote or = . - - o -
“stimate on the quote o s o wenan . -
document. Select the Salcs Tax Oern &
type and Currency and click e | wema e | oo | st | e
Price Type () Time & Maaterial
Save.
Lated 0 Quote
() Estmaty
i — =
Kl oo




