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Overview of IBM Sterling Field Sales

IBM® Sterling Field Sales enables you to manage opportunities and quotes effectively to help you close
business deals more efficiently.

An opportunity acts as a container for holding a quote or related alternative quotes that are to be presented
to acustomer. A quote, on the other hand, isacommercial document that allows a customer to seea
predetermined set of products, their quantity, predetermined price, and delivery date. Note that a quoteis
aways associated with an opportunity. When an opportunity contains multiple quote, you can mark any one
the quotes as the primary quote.

In Sterling Field Sales, you can store al the information you require during the quoting process, including
customer details, information about products and the adjustments made to the price of products, and the
payment terms and shipment terms that will be used in the order if the quote is converted to an order.

An opportunity moves through the following statusesin its life cycle:

= Inquiry - An opportunity isin the Inquiry status after it is created. To create an opportunity, it is
mandatory that you provide the details of the customer for whom you are creating the opportunity.

= Negotiation - An opportunity isin the Negotiation status when either:
The opportunity is automatically created after a quote was created.
A user creates a quote and associates the quote to an existing opportunity.

= Won - An opportunity isin the Won status after an order has been created from one of the associated
quotes.

= Lost- You can mark an opportunity as L ost if the opportunity no longer serves the necessary purpose.
A quote moves through the following statusesin itslife cycle:

= Created - To create aquote, it is mandatory that you provide the details of the customer for whom you
are creating the quote. After providing the customer information, you can add products to the quote,
adjust the price of the productsiif required, and define the payment terms and shipment terms.

= Approved - A quote must be approved by an approver before you can present it to a customer if any or
all of the following conditions are met:

Any of the products in the quote fails validation. For example, a product in the quote may fail
validation because the quantity of the product is either less than the minimum order quantity or
more than the maximum order quantity configured for that product.

The quote violates an approval rule. For example, let us suppose that an approval rule has been
configured such that the quote requires approval every time the expiration date of the quoteis
modified. In such a scenario, if you modify the expiration date of the quote, the quote must be
approved by an approver before you can present it to a customer.

The adjustments applied to the quote or any of the products in the quote under a manual pricing
rule exceeds the maximum discount limit configured for the rule. For example, if the maximum
discount limit configured for a 32" LCD television under a manual pricing ruleis 5%, and you
offer adiscount of 7% to a customer, the quote must be approved before you can present it to the
customer.

= Presented - You can present a quote to a customer after all the necessary approvals have been obtained.
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Accepted - After aguote is presented to a customer, if the customer wants to accept the quote in its
current form, you can accept the quote on behalf of the customer.

Rejected - After aquote is presented to a customer, if the customer does not agree to any or all of the
contents of the quote and wants to reject the quote in its current form, you can reject the quote on
behalf of the customer. After aquote isrejected, if you want to make modifications to the quote and
present it to the customer again, you must rework the quote.

Ordered - After a customer accepts a quote, you can convert the quote to an order.
Abandoned - You can abandon a quote if the quote no longer serves a purpose.

Thetypical life cycle of aquoteisillustrated in the following figure:

— Create Approve » Present

Provide Customer Details

f

Add Items
I Reject Accept
Adjust Pricing |

1 Order
Provide Payment and Shipment Terms
1

Abandon '
Reopen

In addition to opportunity and quote management, Sterling Field Sales enables you to search for a product,
opportunity, or quote. Y ou can search for aproduct, view the detail s of the product, and verify the product’s
availability. You can also search for an opportunity or a quote, and view its details.

The application also provides the following home pages that assist you in performing the tasks that you
perform frequently, and enable you to view the information that you want to see most often:

Application home page - This enablesyou to perform certain tasks that you perform frequently, such as
searching for an opportunity or a quote, or browsing the product catalog. The application home page
also comprises a Dashboar d panel that enables you to view information that is most important to you.
You can configure the Dashboard to display information the that you want to see often.
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= Opportunity home page - This enables you to perform certain opportunity-related tasks that you
perform frequently, such as creating an opportunity or searching for an opportunity. The Opportunity
home page also comprises a Dashboar d panel that enables you to view important information about
your opportunities. You can configure the Dashboard to display the information that you want to see
often.

= Quote home page - This enables you to perform certain quote-related tasks that you perform
frequently, such as creating a quote or searching for a quote. The Quote home page also comprises a
Dashboard panel that enables you to view important information about your quotes. You can
configure the Dashboar d to display the information that you want to see often.
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Logging In to the Sterling Field Sales Application

To access the Sterling Field Sales application and use its features, you must first log in to the application
using avalid user ID and password.

Notes:

You can log in to the application with an enterprise in context.

When you log in using abrowser or abrowser version that is not supported by Sterling Field Sales,
awarning dialog box is displayed to report browser incompatibility. If you continue using an
unsupported browser or browser version, you may encounter user interface issues. For more
information about the browsers and browser versions supported by Sterling Field Sales, refer to
the Sterling Selling and Fulfillment Foundation: System Requirements Guide.

It is recommended that the timezone of the system where the browser is running isthe same asthe
timezone of the user who has logged in to the application.

Tolog into the application:

1. Point your browser to the appropriate URL provided by your system administrator.

2. A new browser window is displayed. Enter your user ID and password, and click Sign In.
The Sterling Field Sales application home page is displayed.
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Understanding the Sterling Field Sales Application User
Interface

To get the most out of Sterling Field Sales, it isimportant to understand the structure of the application.

The following figure illustrates the user interface layout:
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The user interface comprises the following elements:

= Header Bar - The header bar displays the following information and hyperlinks:
Application Name - The name of the application, in this case, Sterling Field Sales.
User Name - The name of the user who has logged in to the application.
Preferences - Click this hyperlink to set your user preferences.
Help - Move the pointer over the Help menu to perform the following tasks:
- Access the context-sensitive help describing the current screen.
- Access the documentation online library.
- View the names of the applications that have been installed and the copyright information.
Sign out - Click this hyperlink to log out of the application.

= Menu Bar - This comprises the following elements:;
Home - Click this tab to navigate to the application home page.
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Opportunities - Click thistab to navigate to the Opportunity home page.
Quotes - Click thistab to navigate to the Quote home page.

Saved Search - Select asaved search from the Saved Sear ch drop-down menu to view and execute
asaved search. Click Manage Saved Sear ches from the Saved Sear ch drop-down menu to
manage saved searches.

= Message Bar - Thisdisplays any status updates, warning messages, or error messages that result from
atask that you performed.

= Navigation Panel - This panel comprises the following panels:
Search - This enables you to perform a quick search for entities such as an opportunity or a quote.
Create - This enables you to create an entity such as an opportunity or quote.

Tasks - Thisdisplays all the related tasks that you can perform from the current screen. These
related tasks are dynamically populated based on the task you are currently performing.

Recently Modified - This displays 10 of your most recently modified entities, such as
opportunities or quotes, as hyperlinks. The entities are displayed in the order of the modification
time, with the most recently modified entity at the top of thelist. Click the hyperlink to view the
details of the entity.

Note: The Navigation panel is displayed only if you have not selected the Hide Navigation Panel
user preference.

= Work Area- Thisisthe areawithin the application window where you can view and modify details
pertaining to the current task.

= Pagination - The search results are displayed in multiple pages. In order to view the search results
across the multiple pages, click to navigate to the previous page and click to navigate to the
next page.

Y ou can also determine the number of search resultsthat are displayed on each page. From the Results
per page drop-down list, select an option. For example, if you select 15, when you are viewing the
search results, 15 records will be displayed in 15 rows.

= Sorting - You can sort the search results, as required. From the Sort By drop-down list, select the
required option. For example, when searching for quotes, you can sort the search results by the Quote
Name in either an ascending or a descending order.

= |cons- Inthe Sterling Field Sales application, you can perform certain tasks by clicking the

corresponding iconsin the user interface. For example, you can click (& adjacent to the Date field to
select adate. However, afew icons only indicate a condition, and cannot be used to perform tasks. For

example, the # icon indicates a mandatory field.
Notes:

The Web browser toolbar is hidden. It is recommended that you do not perform actions such as
navigating back to the previous page, refreshing the current page, and so on, using the browser hot
keys.

If you enlarge the width of the Web browser window to a size that is greater than 1024 pixels, a
white background appears on both sides of the application.
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If you reduce the width of the Web browser window to a size that isless than 1024 pixels, a
horizontal scrollbar is displayed.
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Using the Sterling Field Sales Application Home Page

The home pageisthe first screen that is displayed after you log in to the Sterling Field Sales application.
When using the application, if you want to navigate to the home page at any point of time, click Homein
the menu bar.

The home page comprises the following panels that assist you in performing certain tasks or viewing
information:

= Home
= Dashboard

Using the Home Panel

The Home panel provides hyperlinksthat enable you to perform certain tasks. The hyperlinks are available
under their related entities. For example, the New Opportunity and Find Opportunity hyperlinks, which
are available under Opportunity, enable you to create a new opportunity and search for an opportunity
respectively.

The following table describes the tasks that you can perform from the application home page:

Click... To... Refer to topic...

New Opportunity Create an opportunity. Create an Opportunity
Find Opportunity Search for an opportunity created for your enterprise. Search for an Opportunity
New Quote Create a quote. Create a Quote

Find Quote Search for a quote created for your enterprise. Search for a Quote

Find Product Browse your enterprise’s product catalog, and view the & Search for a Product

details of a product. ) )
¢ View Product Details and

Check Availability

Using the Dashboard

The home page provides a Dashboard panel that enables you to customize the view so that you can seethe
information that is most important to you.

Y ou can configure the Dashboard to display the details that you want to see most often by selecting the
dashlets that you want displayed in the Dashboar d panel. The following dashlets are provided out of the
box:

= Recently Modified: This displays a maximum of 10 of your most recently modified entities, such as
opportunities or quotes. The entities are displayed in the order of the maodification time, with the most
recently modified entity at the top of the list.

= New Product Releases: This displays amaximum of 25 products that have been added to the catalog in
the current month.
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Expiring Products: This displays a maximum of 25 products whose effective end date falls within the
current month.

My Qualified Opportunities: This displays amaximum of 25 of your opportunities which you have not
yet started working on.

My Opportunities: This displays a maximum of 25 of your opportunities that you are currently
working on.

Recently Modified Opportunities: This displays 10 of your most recently modified opportunities. The
opportunities are displayed in the order of the modification time, with the most recently modified
opportunity at the top of thelist.

Probability of Success. This displays a bar graph with different lengths representing the open
opportunities that have been grouped based on their probability of success (in %). Each bar in the
graph represents the probability of success (in %) for a particular range, and the length of the bar
represents the number of opportunities with the probability of success (in %) falling within that range.

When you move the pointer over abar in the graph, you can view the number of opportunities
represented by that bar and the total estimated amount that will be earned from the opportunities for an
enterprise. This amount is displayed in the currency that is defined for the enterprise. If you have
access to multiple enterprises, you can view the breakdown of the total estimated amount that will be
earned from the opportunities for each of the enterprises.

My Quotes Pending Approval: This displays a maximum of 25 quotes for which you have requested
approval.

Quotes Pending My Approval: This displays a maximum of 25 quotes that are pending your approval.

Recently Modified Quotes: This displays a maximum of 10 of your most recently modified quotes.
The quotes are displayed in the order of the modification time, with the most recently modified quote
at thetop of thelist.

Customize the Dashboard

Y ou can configure your dashboard to display only those dashlets that you want to see most often. Y ou can
select the dashlets that you want displayed in the Dashboar d panel. Based on your implementation, you can
select thelayout that you want to use for the Dashboar d panel. The changes that you make to the dashboard
are saved, and the dashletsthat you select are displayed every time you log in. For example, if you no longer
want the Recently M odified dashlet to be displayed on your dashboard, you can click [:|. The changeswill
be saved automatically, and the dashlet will not be displayed on the home page.

Y ou can perform the following tasks to configure your dashboard:

=

Change the Dashboard Layout
Change the Order of Dashlets
Add a Dashlet

Remove a Dashlet

After making changes to the dashboard, if you want to revert back to the default settings, click the Reset
Dashboard hyperlink. A message asking you for confirmation is displayed. Click Yes.

Change the Dashboard Layout
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Based on the implementation of the Sterling Field Sales application, you can change the layout of the
Dashboar d panel. The changesthat you maketo the layout are saved, and thisisthe layout that is displayed
every timeyou login.

To change the dashboard layout:
1. Inthe Dashboard panél, click the Customize hyperlink.

2. From the layouts displayed, select the layout you want to use by selecting the corresponding radio
button.

3. Click Save Layout to save the changes.
4. Click Show Dashboard. The dashboard is displayed in the layout that you sel ected.

Change the Order of Dashlets

Y ou can change the order in which the dashl ets are displayed on the Dashboar d panel. For example, if you
want the Expiring Products dashlet to be displayed at the top, you can configure the dashboard
accordingly.

To change the order of the dashlets, in the Dashboard panel, click the corresponding dashlet header, drag
it, and drop it to the appropriate location.

Note: After you change the order of the dashlets, the changes are saved automatically.

Add a Dashlet

Y ou can add a dashlet to the Dashboar d panel. For example, if you want the Quotes Pending My
Approval dashlet to be displayed in the Dashboard panel, you can configure the dashboard accordingly.

To add adashlet:
1. Inthe Dashboard pand, click the Customize hyperlink.

2. Inthe Dashlets panel, select the entity pertaining to the dashlet by selecting the corresponding check
box.

3. Thedashletsthat are available for the selected entity are displayed. Select the dashlet you want to add
by clicking the corresponding Add <dashlet> button.

Notes:
You can add multiple dashlets at one time.
After you click the Add <dashlet> button, the changes are saved automatically.
4. Click Show Dashboard. The Dashboard displays the dashlet that you added.

Remove a Dashlet

Y ou can remove adashlet if you no longer want it to be displayed in the Dashboar d panel. For example, if
your dashboard displays the Expiring Products dashlet, and you no longer feel the need for this dashlet,
you can remove it. To remove a dashlet from the Dashboard panel, click : corresponding to the dashlet
you want to remove. The dashlet is automatically removed.
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Using the Opportunity Home Page

The Opportunity home page enables you to view certain information related to your opportunities and
perform tasks, such as creating an opportunity, searching for an opportunity, searching for aproduct, and so
on. When using the application, if you want to havigate to the Opportunity home page at any point of time,
click Opportunities in the application header bar.

The Opportunity home page comprises the following panels that assist you in performing certain tasks or
viewing information:

« Home
« Dashboard

Using the Home Panel

The Home panel provides hyperlinksthat enable you to perform certain tasks. The hyperlinks are available
under their related entities. For example, the New Opportunity and Find Opportunity hyperlinks, which
are available under Opportunity, enable you to create a new opportunity and search for an opportunity
respectively.

The following table describes the tasks that you can perform from the application home page:

Click... To... Refer to topic...

New Opportunity Create an opportunity. Create an Opportunity
Find Opportunity Search for an opportunity created for your enterprise. Search for an Opportunity
New Quote Create a quote. Create a Quote

Find Quote Search for a quote created for your enterprise. Search for a Quote

Find Product Browse your enterprise’s product catalog, and view the & Search for a Product

details of a product. ) )
¢ View Product Details and

Check Availability

Using the Dashboard

The Opportunity home page provides a Dashboar d panel that enables you to view important information
about your opportunities.

Y ou can configure the Dashboard to display the details that you want to see most often, by selecting the
dashlets that you want displayed in the Dashboar d panel. The following dashlets are provided out of the
box:

= Recently Modified: Thisdisplays a maximum of 10 of your most recently modified entities, such as
opportunities or quotes. The entities are displayed in the order of the maodification time, with the most
recently modified entity at the top of the list.
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= New Product Releases: This displays a maximum of 25 products that have been added to the product
catalog in the current month.

= Expiring Products: This displays a maximum of 25 products whose effective end date falls within the
current month.

= My Qualified Opportunities: This displays amaximum of 25 of your opportunities which you have not
yet started working on.

= My Opportunities: This displays a maximum of 25 of your opportunities which you are currently
working on.

= Recently Modified Opportunities: This displays a maximum of 10 of your most recently modified
opportunities. The opportunities are displayed in the order of the modification time, with the most
recently modified opportunity at the top of the list.

= Probability of Success: This displays abar graph with different lengths representing the open
opportunities that have been grouped based on their probability of success (in %). Each bar in the
graph represents the probability of success (in %) for a particular range, and the length of the bar
represents the number of opportunities with the probability of success (in %) falling within that range.

When you move the pointer over a bar in the graph, you can view the number of opportunities
represented by that bar and the total estimated amount that will be earned from the opportunities for an
enterprise. Thisamount is displayed in the currency that is defined for the enterprise. If you have
access to multiple enterprises, you can view the breakdown of the total estimated amount that will be
earned from the opportunities for each of the enterprises.

= Quotes Pending My Approval: This displays a maximum of 25 quotes that are pending your approval.

Customize the Dashboard

Y ou can configure your dashboard to display only those dashlets that you want to see most often. Y ou can
select the dashlets that you want displayed in the Dashboar d panel. Based on your implementation, you can
select thelayout that you want to use for the Dashboar d panel. The changes that you make to the dashboard
are saved, and the dashl ets that you select are displayed every time you log in. For example, if you no longer

want the Recently M odified dashlet to be displayed on your dashboard, you can click [x| . The changeswill
be saved automatically, and the dashlet will not be displayed on the Opportunity home page.

Y ou can perform the following tasks to configure your dashboard:

= Change the Dashboard Layout

= Changethe Order of Dashlets

= AddaDashlet

= Remove aDashlet

After making changes to the dashboard, if you want to revert back to the default settings, click the Reset

Dashboard hyperlink. A message asking you for confirmation is displayed. Click Yes.
Change the Dashboard Layout

Based on the implementation of the Sterling Field Sales application, you can change the layout of the
Dashboar d panel. The changesthat you maketo thelayout are saved, and thisisthe layout that is displayed
every timeyou login.
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To change the dashboard layout:
1. Inthe Dashboard pand, click the Customize hyperlink.

2. From the layouts displayed, select the layout you want to use by selecting the corresponding radio
button.

3. Click Save Layout to save the changes.
Click Show Dashboard. The dashboard is displayed in the layout that you sel ected.

Change the Order of Dashlets

Y ou can change the order in which the dashlets are displayed in the Dashboar d panel. For example, if you
want the My Qualified Opportunities dashlet to be displayed at the top, you can configure the dashboard
accordingly.

To change the order of the dashlets, in the Dashboar d panel, click the corresponding dashlet header, drag
it, and drop it to the appropriate location.

Note: After you change the order of the dashlets, the changes are saved automatically.

Add a Dashlet

Y ou can add adashl et to the Dashboar d panel. For example, if you want the New Product Releases dashl et
to be displayed on the Dashboar d panel, you can configure the dashboard accordingly.

To add adashlet:
1. Inthe Dashboard panel, click the Customize hyperlink.

2. Inthe Dashlets panel, select the entity pertaining to the dashlet by selecting the corresponding check
box.

3. Thedashlets that are available for the selected entity are displayed. Select the dashlet you want to add
by clicking the corresponding Add <dashlet> button.

Notes:
You can add multiple dashlets at one time.
After you click the Add <dashlet> button, the changes are saved automatically.
4. Click Show Dashboard. The Dashboard displays the dashlet that you added.

Remove a Dashlet

Y ou can remove a dashlet if you no longer want it to be displayed in the Dashboar d panel. For example, if
your dashboard displaysthe My Qualified Opportunities dashlet, and you no longer feel the need for this

dashlet, you can remove it. To remove a dashlet from the Dashboard panel, click x| corresponding to the
dashlet you want to remove. The dashlet is automatically removed.
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Using the Quote Home Page

The Quote home page enables you to view certain information related to your quotes and perform tasks,
such as creating a quote, searching for a quote, searching for a product, and so on. When using the
application, if you want to navigate to the Quote home page at any point of time, click Quotesin the
application header bar.

The Quote home page comprises the following panelsthat assist you in performing certain tasks or viewing
information:

« Home
« Dashboard

Using the Home Panel

The Home panel provides hyperlinksthat enable you to perform certain tasks. The hyperlinks are available
under their related entities. For example, the New Opportunity and Find Opportunity hyperlinks, which
are available under Opportunity, enable you to create a new opportunity and search for an opportunity
respectively.

The following table describes the tasks that you can perform from the application home page:

Click... To... Refer to topic...

New Opportunity Create an opportunity. Create an Opportunity
Find Opportunity Search for an opportunity created for your enterprise. Search for an Opportunity
New Quote Create a quote. Create a Quote

Find Quote Search for a quote created for your enterprise. Search for a Quote

Find Product Browse your enterprise’s product catalog, and view the & Search for a Product

details of a product. ) )
¢ View Product Details and

Check Availability

Using the Dashboard

The Quote home page provides a Dashboar d panel that enables you to view important information about
your gquotes.

Y ou can configure the Dashboard to display the details that you want to see most often, by selecting the
dashlets that you want displayed in the Dashboar d panel. The following dashlets are provided out of the
box:

= Recently Modified: Thisdisplays a maximum of 10 of your most recently modified entities, such as
opportunities or quotes. The entities are displayed in the order of the maodification time, with the most
recently modified entity at the top of the list.
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= New Product Releases: This displays a maximum of 25 products that have been added to the product
catalog in the current month.

= Expiring Products: This displays a maximum of 25 products whose effective end date falls within the
current month.

= My Quotes Pending Approval: This displays a maximum of 25 quotes for which you have requested
approval.

= Quotes Pending My Approval: Thisdisplays a maximum of 25 quotes that are pending your approval.

= Recently Modified Quotes: This displays a maximum of 10 of your most recently modified quotes.
The quotes are displayed in the order of the modification time, with the most recently modified quote
at the top of thelist.

Customize the Dashboard

Y ou can configure your dashboard to display only those dashlets that you want to see most often. Y ou can
select the dashlets that you want displayed in the Dashboar d panel. Based on your implementation, you can
select thelayout that you want to usefor the Dashboar d panel. The changesthat you make to the dashboard
are saved, and the dashlets that you select are displayed every timeyou log in. For example, if you no longer

want the Recently M odified dashlet to be displayed on your dashboard, you can click || . The changeswill
be saved automatically, and the dashlet will not be displayed on the Quote home page.

Y ou can perform the following tasks to configure your dashboard:
= Change the Dashboard Layout

= Changethe Order of Dashlets

= AddaDashlet

= RemoveaDashlet

After making changes to the dashboard, if you want to revert back to the default settings, click the Reset
Dashboard hyperlink. A message asking you for confirmation is displayed. Click Yes.

Change the Dashboard Layout

Based on the implementation of the Sterling Field Sales application, you can change the layout of the
Dashboar d panel. The changes that you make to the layout are saved, and thisisthe layout that is displayed
every timeyou log in.

To change the dashboard layout:
1. Inthe Dashboard pand, click the Customize hyperlink.

2. From the layouts displayed, select the layout you want to use by selecting the corresponding radio
button.

3. Click Save Layout to save the changes.
4. Click Show Dashboard. The dashboard is displayed in the layout that you sel ected.

Change the Order of Dashlets
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Y ou can change the order in which the dashl ets are displayed in the Dashboar d panel. For example, if you
want the My Quotes Pending Approval dashlet to be displayed at the top, you can configure the dashboard
accordingly.

To change the order of the dashlets, in the Dashboard panel, click the corresponding dashlet header, drag
it, and drop it to the appropriate location.

Note: After you change the order of the dashlets, the changes are saved automatically.

Add a Dashlet

Y ou can add a dashlet to the Dashboar d panel. For example, if you want the Recently M odified dashlet to
be displayed in the Dashboard panel, you can configure the dashboard accordingly.

To add adashlet:
1. Inthe Dashboard pand, click the Customize hyperlink.

2. Inthe Dashlets panel, select the entity pertaining to the dashlet by selecting the corresponding check
box.

3. Thedashletsthat are available for the selected entity are displayed. Select the dashlet you want to add
by clicking the corresponding Add <dashlet> button.

Notes:
You can add multiple dashlets at one time.
After you click the Add <dashlet> button, the changes are saved automatically.
4. Click Show Dashboard. The Dashboard displays the dashlet that you added.

Remove a Dashlet

Y ou can remove a dashlet if you no longer want it to be displayed in the Dashboar d panel. For example, if
your dashboard displays the Expiring Products dashlet, and you no longer feel the need for this dashlet,
you can remove it. To remove a dashlet from the Dashboard panel, click | corresponding to the dashlet
you want to remove. The dashlet is automatically removed.
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Set User Preferences

Y ou can set your user preferences. Y ou can decide whether you want the Navigation panel to be displayed
or hidden in the application.

After you set your preferences, the changes you make will persist every time you log in to the application.
To set the user preferences:

1. Loginto Sterling Field Sales.

2. Inthe application header bar, click Preferences.

3. ThePreferences dialog box is displayed. Select the Hide Navigation Panel check box to not display
the Navigation panel.

Note: By default, the Hide Navigation Panel check box is not selected.

4. Click Save. The Preferences dialog box is closed and the application Home pageis refreshed to hide
the Navigation panel.

Notes:

If you set the user preferences from a screen other than the application Home page, after you click
Save, you will be redirected to the application Home page.

If you navigate to another screen, the Actions button is displayed if there are any related tasks that
can be performed from that screen. Click the Actions button to view the related task hyperlinks.
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View and Execute a Saved Search

Y ou can search for a saved search, and then view and execute the saved search.
To view and execute a saved search:
1. Loginto Sterling Field Sales.

2. Fromthe Saved Sear ch drop-down menu in the menu bar, click the saved search you want to view and
execute. The Saved Search drop-down menu displays a maximum of 10 saved searches, sorted in
alphabetical order. If the saved search you want to view and execute is hot displayed in the Saved
Sear ch drop-down menu, click M anage Saved Sear ches. The Manage Saved Searches dialog box is
displayed. Perform the following steps:

a. Inthe Saved Search Name Contains box, enter either the complete name or the partial name of
the saved search.

b. From the Search Type drop-down list, select the appropriate entity. For example, to search for a
saved opportunity search, select Opportunity from the drop-down list.

c. Click Search. The saved searches matching the criteria are displayed in the Search Results panel.

d. Select the check box adjacent to the saved search you want to view and execute, and click

The corresponding search screen is displayed with the search criteria populated along with the search
results.
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Rename a Saved Search

After saving a search, you can rename the saved search.

To rename a saved search:

1
2.
3.

Log into Sterling Field Sales.
From the Saved Search drop-down menu in the menu bar, click Manage Saved Sear ches.

The Manage Saved Searches dialog box is displayed. In the Search Criteria panel, search for the
saved search by performing the following steps:

a. Inthe Saved Search Name Contains box, enter either the complete name or the partial name of
the saved search.

b. From the Search Type drop-down list, select the appropriate entity. For example, to search for a
saved opportunity search, select Opportunity from the drop-down list.

c. Click Search.

The saved searches matching the criteria are displayed in the Search Results panel. Perform the
following steps:

a. Select the check box adjacent to the saved search you want to rename.

b. Click the existing saved search name and enter a new name in the Saved Search Name column.
c. Click Save.

Click Closeto close the M anage Saved Sear ches dialog box.
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Delete a Saved Search

Y ou can delete a saved search if the saved search is ho longer required.

To delete a saved search:

1
2.
3.

Log into Sterling Field Sales.
From the Saved Search drop-down menu in the menu bar, click Manage Saved Sear ches.

The Manage Saved Searches dialog box is displayed. In the Search Criteria panel, search for the
saved search by performing the following steps:

a. Inthe Saved Search Name Contains box, enter either the complete name or the partial name of
the saved search.

b. From the Search Type drop-down list, select the appropriate entity. For example, to search for a
saved opportunity search, select Opportunity from the drop-down list.

c. Click Search.

The saved searches matching the criteria are displayed in the Sear ch Results panel. Select the check
box adjacent to the saved search you want to delete, and click Delete.

A message asking you for confirmation is displayed. Click Yes.
Click Closeto close the Manage Saved Searches dialog box.
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Search for a Product

Y ou can search for aproduct that is available in the catalog. Y ou can search for a product from any of the
home pages and the Quote Details screen.

Search for a Product from the Home Page

Y ou can search for aproduct from the application home page, Quote home page, or Opportunity home page.
Y ou can also narrow down the search results by performing asearch for a product within the search results.
Note that the search results may vary depending on the keywords that are defined by your administrator. For
example, if you are looking for a particular laptop, you can search for it using computer as the keyword,

provided your administrator has configured computer as akeyword that can be used to search for the laptop.

To search for a product from the home page:

1
2.

Loginto Sterling Field Sales.

In the application home page, click the Find Product hyperlink. Alternatively, click the Find Product
hyperlink in the Opportunity home page or the Quote home page.

The Select Enterprise dialog box is displayed. From the Enterprise* drop-down list, select the
enterprise that owns the catalog containing the product you want to search for, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

The Product Search screen displays the list of available products. If aproduct is configurable, the [
Product is configurableis displayed adjacent to the product. You can perform the following steps.

To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click @ .

The Browse Categories panel displays the categories and the subcategories that the products
belong to, and the number of products available in each category. Click the <category> hyperlink
in the Browse Categories panel to view the products under that category.

Note: The Browse Categories panel displays only the categories as hyperlinks. To view the
sub-categories, click ..

The Narrow By panel displays the attributes assigned to the categories. It also displays the
attribute values that are assigned to the products in those categories, and the number of products
that have been assigned the attribute value. Click an <attribute value> hyperlink in the Narrow
By panel to view the products that have been assigned that attribute value.

Thetotal number of records retrieved by the search is displayed at the top of the page. If the search
results span across multiple pages, the page numbers of the pages that contain the search results
are displayed, with the current page highlighted. By default, a maximum of five pages are
displayed. Click the <page number> hyperlink to navigate to a page. If the search results are
spread over more than five pages, a Previous hyperlink and a Next hyperlink are displayed. Click
the Previous hyperlink to navigate to the previous page, and the Next hyperlink to navigate to the
next page.
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Note: The Previous hyperlink isdisabled if you are viewing the first page, and the Next hyperlink
isdisabled if you are viewing the last page.

Y ou can sort the products displayed in the Sear ch Results panel by selecting the sorting criteriafrom
the Sort By drop-down list. The sorting criteria are configured by your administrator.

Search for a Product from the Quote Details Screen

Y ou can search for a product from the Products tab of the Quote Details screen.

To search for a product from the Quote Details screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following steps:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.
The Quote Details screen is displayed, with the Products tab highlighted. Click Browse.

The Product Search dialog box displays the list of available products. If a product is configurable, the
% Product is configurableis displayed adjacent to the product. You can perform the following tasks:
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To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click @ .

The Browse Categories panel displays the categories and the subcategories that the products
belong to, and the number of products available in each category. Click the <category> hyperlink
in the Browse Categories panel to view the products under that category.

Note: The Browse Categories panel displays only the categories as hyperlinks. To view the
sub-categories, click ..

The Narrow By panel displays the attributes assigned to the categories. It also displays the
attribute values that are assigned to the products in those categories, and the number of products
that have been assigned the attribute value. Click an <attribute value> hyperlink in the Narrow
By panel to view the products that have been assigned that attribute value.

Thetotal number of records retrieved by the search is displayed at the top of the page. If the search
results span across multiple pages, the page numbers of the pages that contain the search results
are displayed, with the current page highlighted. By default, a maximum of five pages are
displayed. Click the <page number> hyperlink to navigate to a page. If the search results are
spread over more than five pages, a Previous hyperlink and a Next hyperlink are displayed. Click
the Previous hyperlink to navigate to the previous page, and the Next hyperlink to navigate to the
next page.

Note: The Previous hyperlink is disabled if you are viewing the first page, and the Next hyperlink
isdisabled if you are viewing the last page.

You can sort the products displayed in the Sear ch Results panel by selecting the sorting criteria from
the Sort By drop-down list. The sorting criteria are configured by your administrator.
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View Product Details and Check Availability

Using Sterling Field Sales, you can browse the product catal og and view the details of the product. Y ou can
view thedetails of aproduct and check itsavailability by searching for aproduct from any of the home pages
or from the Quote Details screen.

Using the Home Page

Y ou can view the detail s of aproduct and check itsavailability from the application home page, Quote home
page, or Opportunity home page.

To view the details of a product and check its availability from the home page:
1. Loginto Sterling Field Sales.

2.

3.

4.

In the application home page, click the Find Product hyperlink. Alternatively, click the Find Product
hyperlink in the Opportunity home page or the Quote home page.

The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise that owns the catalog containing the product you want to search for, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

The Product Search screen is displayed. The list of available productsis displayed in the Search
Results panel. If aproduct is configurable, thef% Product is configurableis displayed adjacent to the
product. You can perform the following tasks:

To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click 4, .

The Browse Categories panel displays the categories and the subcategories that the products
belong to, and the number of products available in each category. Click the <category> hyperlink
in the Browse Categories panel to view the products under that category.

Note: The Browse Categories panel displays only the categories as hyperlinks. To view the
sub-categories, click ..

The Narrow By panel displays the attributes assigned to the categories. It also displays the
attribute values that are assigned to the products in those categories, and the number of products
that have been assigned the attribute value. Click an <attribute value> hyperlink in the Narrow
By panel to view the products that have been assigned that attribute value.

Thetotal number of records retrieved by the search is displayed at the top of the page. If the search
results span across multiple pages, the page numbers of the pages that contain the search results
are displayed, with the current page highlighted. By default, a maximum of five pages are
displayed. Click the <page number> hyperlink to navigate to a page. If the search results are
spread over more than five pages, a Previous hyperlink and a Next hyperlink are displayed. Click
the Previous hyperlink to navigate to the previous page, and the Next hyperlink to navigate to the
next page.

Note: The Previous hyperlink is disabled if you are viewing the first page, and the Next hyperlink
isdisabled if you are viewing the last page.
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Click the Check Availability hyperlink to check the availability of the product. The Product
Availability dialog box is displayed. You can view the Product, Requested Quantity, and
Availability Status of the product. Click Close to close the Product Availability dialog box.

Note: The system checks whether the product is available, based on the minimum order quantity
of the product configured by your administrator.

You can sort the products displayed in the Sear ch Results panel by selecting the sorting criteria from
the Sort By drop-down list. The sorting criteria are configured by your administrator.

5. Toview the details of a product, click the corresponding <short description of product (Product 1 D)>
hyperlink. Alternatively, click the product’s image.

6. (Optional) To narrow down the search, perform one of the following tasks:

To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click @, . In the Search Results panel, click the corresponding <short
description of product (Product I D)> hyperlink to view the details of the product.

To search for a product within a category, click the <category> hyperlink in the Browse
Categories panel. In the Search Results panel, click the corresponding <short description of
product (Product I D)> hyperlink to view the details of the product.

To search for a product with a specific attribute, click the <attribute> hyperlink in the Narrow By
panel. In the Search Results panel, click the corresponding <short description of product
(Product I D)> hyperlink to view the details of the product.

Asyou narrow down the search, your navigation path is displayed as bread crumbs, each of whichisa
hyperlink. For example, if you narrow down the search by clicking the Desktop category in the
Browse Categories panel, and then the 12GB Hard Drive attribute in the Narrow By panel, the bread
crumbs will be displayed as Desktop >> 12GB Hard Drive. If you click abread crumb, the subsequent
bread crumbs are no longer displayed. In this example, if you click the Desktop bread crumb, the
12GB Hard Drive bread crumb will no longer be displayed.

7. When you click the <short description of product (Product 1 D)> hyperlink or the product’simage, the
Product Details screen is displayed. You can view the product’s description, unit of measure, unit
price, and so on. If aproduct is configurable, the £ Product is configurable is displayed.
Additionally, you can view the following information based on the type of product:

The Overview tab displays asummary of the product.

The Specificationstab displays the attributes and values associated with the attributes, and the
physical dimensions associated with the product.

The Components tab displays the components of the product.

Note: Thistab isdisplayed only if the product is a bundle, physica kit, or logical kit. However,
thistabisnot displayed for aconfigurable bundle product that does not contain any configurations.

The Variation Products tab displays the details of the variations assigned to the product. A
variation product is a product that is available in different variations. For example, a shirt may be
availablein different size variations, such as Extra Small, Small, Large, and Extra Large, and color
variations, such as Black, White, and Red.

To view the details of a product in different variations, select the appropriate attribute values
assigned to the product. For example, to view the image of a Red color shirt in Large size, you can
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10.

11

select the Red and Large attribute values. When you make your selections, only the attribute
values that are available with the combination that you have already selected are enabled.

Note: Thistab isdisplayed only if the product is avariation product.

The Cross-Sell tab displays the details of the cross-sell products associated with the product. For
example, if aDVD player has been associated with an LCD TV as a cross-sell product, the details
of the DVD player are displayed.

Note: Thistab isdisplayed only if the product has any cross-sell products associated with it.

The Up-Sell tab displays the details of the up-sell products associated with the product. For
example, if an LCD TV has been associated with a21" TV as an up-sell product, the details of the
LCD TV aredisplayed.

Note: Thistab isdisplayed only if the product has any up-sell products associated with it.

To check the availability of the product, click the Check Availability hyperlink.

The Product Availability dialog box is displayed. You can view the Product, Requested Quantity, and
Availability Status of the product. Click Close to close the Product Availability dialog box.

Note: The system checks whether the product is available, based on the minimum order quantity of the
product configured by your administrator.

To view moreimages of the product, click the M ore I mages hyperlink. The More Images dialog box is
displayed. You can view more images of the product, the long description of the image, and so on.
Click Close to close the More Images dialog box.

To view adetailed description of the product, click the M ore Details hyperlink. A new browser
window displays a detailed description of the product.

Note: * indicatesthat the field is mandatory.

Using the Quote Details Screen

Y ou can view the details of aproduct and check its availability from the Productstab of the Quote Details

screen.

To view the details of a product and check its availability using the Quote Details screen:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.
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Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the M atches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following steps:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.
The Quote Details screen is displayed, with the Products tab highlighted. Click Browse.

The Product Search dialog box displaysthe list of available products. If a product is configurable, the
f Product is configurableis displayed adjacent to the product. You can perform the following tasks:

To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click @, .

The Browse Categories panel displays the categories and the subcategories that the products
belong to, and the number of products available in each category. Click the <category> hyperlink
in the Browse Categories panel to view the products under that category.

Note: The Browse Categories panel displays only the categories as hyperlinks. To view the
sub-categories, click ..

The Narrow By panel displays the attributes assigned to the categories. It also displays the
attribute values that are assigned to the products in those categories, and the number of products
that have been assigned the attribute value. Click an <attribute value> hyperlink in the Nar row
By panel to view the products that have been assigned that attribute value.

Thetotal number of records retrieved by the search is displayed at the top of the page. If the search
results span across multiple pages, the page numbers of the pages that contain the search results
are displayed, with the current page highlighted. By default, a maximum of five pages are
displayed. Click the <page number> hyperlink to navigate to a page. If the search results are
spread over more than five pages, a Previous hyperlink and a Next hyperlink are displayed. Click
the Previous hyperlink to navigate to the previous page, and the Next hyperlink to navigate to the
next page.

Note: The Previous hyperlink isdisabled if you are viewing the first page, and the Next hyperlink
isdisabled if you are viewing the last page.

Click the Check Availability hyperlink to check the availability of the product. The Product
Availability dialog box is displayed. You can view the Product, Requested Quantity, and
Availability Status of the product. Click Close to close the Product Availability dialog box.
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Note: The system checks whether the product is available, based on the minimum order quantity
of the product configured by your administrator.

You can sort the products displayed in the Sear ch Results panel by selecting the sorting criteriafrom
the Sort By drop-down list. The sorting criteria are configured by your administrator.

8. Toview the details of a product, click the corresponding <short description of product (Product 1 D)>
hyperlink. Alternatively, click the product’s image.

9. (Optional) To narrow down the search, perform one of the following tasks:

To search for a product within the search results, click Search in Results, enter the appropriate
keyword, and then click @, . In the Search Results panel, click the corresponding <short
description of product (Product I D)> hyperlink to view the details of the product.

To search for a product within a category, click the <category> hyperlink in the Browse
Categories panel. In the Search Results panel, click the corresponding <short description of
product (Product 1D)> hyperlink to view the details of the product.

To search for aproduct with a specific attribute, click the <attribute> hyperlink in the Narrow By
panel. In the Search Results panel, click the corresponding <short description of product
(Product I D)> hyperlink to view the details of the product.

Asyou narrow down the search, your navigation path is displayed as bread crumbs, each of whichisa
hyperlink. For example, if you narrow down the search by clicking the Desktop category in the
Browse Categories panel, and then the 12GB Hard Drive attribute in the Narrow By panel, the bread
crumbs will be displayed as Desktop >> 12GB Hard Drive. If you click a bread crumb, the subsequent
bread crumbs are no longer displayed. In this example, if you click the Desktop bread crumb, the
12GB Hard Drive bread crumb will no longer be displayed.

10. When you click the <short description of product (Product I D)> hyperlink or the product’simage, the
details of the product are displayed. You can view the product’s unit of measure, unit price, and so on.
If a product is configurable, the & Product is configurableis displayed. Additionally, you can view
the following information based on the type of product:

The Overview tab displays a summary of the product.

The Specifications tab displays the attributes and values associated with the attributes, and the
physical dimensions associated with the product.

The Components tab displays the components of the product.

Note: Thistab isdisplayed only if the product is abundle, physical kit, or logical kit. However,
thistabis not displayed for a configurable bundle product that does not contain any configurations.

The Variation Products tab displays the details of the variations assigned to the product. A
variation product is a product that is available in different variations. For example, a shirt may be
availablein different size variations, such as Extra Small, Small, Large, and ExtraLarge, and color
variations, such as Black, White, and Red.

To view the details of a product in different variations, select the appropriate attribute values
assigned to the product. For example, to view the image of a Red color shirt in Large size, you can
select the Red and Large attribute values. When you make your selections, only the attribute
valuesthat are available with the combination that you have already selected are enabled.

Note: Thistab isdisplayed only if the product is a variation product.
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The Cross-Sell tab displays the details of the cross-sell products associated with the product. For
example, if aDVD player has been associated with an LCD TV as a cross-sell product, the details
of the DVD player are displayed.

Note: Thistab isdisplayed only if the product has any cross-sell products associated with it.

The Up-Sell tab displays the details of the up-sell products associated with the product. For
example, if an LCD TV has been associated with a21" TV as an up-sell product, the details of the
LCD TV aredisplayed.

Note: Thistab isdisplayed only if the product has any up-sell products associated with it.
11. To check the availability of the product, click the Check Availability hyperlink.

12. The Product Availability dialog box is displayed. You can view the Product, Requested Quantity, and
Availability Status of the product. Click Close to close the Product Availability dialog box.

Note: The system checks whether the product is available, based on the minimum order quantity of the
product configured by your administrator.

13. Toview moreimages of the product, click the M ore I mages hyperlink. The More Images dialog box is
displayed. You can view more images of the product, the long description of the image, and so on.
Click Closeto close the More Images dialog box.

14. To view a detailed description of the product, click the M ore Details hyperlink. A new browser
window displays a detailed description of the product.

15. Click Close. The Product Search dialog box is closed and the Quote Details screen is displayed.
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Create an Opportunity

An opportunity is acontainer to hold a quote or related alternative quotes that can be presented to a
customer. Related alternative quotes are a set of quotes that exist at the same time and are independent of
each other, but are associated with the same opportunity. Irrespective of the number of quotesin an
opportunity, only one can be accepted by a customer. For example, you may offer a customer three
alternative quotes: Quote-A for two desktop computers, each being offered with 5% off the list price;
Quote-B for one desktop computer and one laptop, each being offered with 5% off the list price; and
Quote-C for one desktop computer and two laptops, each being offered with 7% off thelist price. The
customer is offered the choice between Quote-A, Quote-B, and Quote-C, but the customer can accept only
one of them.

Y ou can create an opportunity for an existing customer, a new business customer, or a new consumer
customer.

To create an opportunity:

1. Loginto Sterling Field Sales.

2. Inthe application home page, perform one of the following tasks:
Click the New Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the New Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the New Opportunity hyperlink.
Under the Create panel in the Navigation panel, select Opportunity from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise for which you want to create the opportunity, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

The Create Opportunity screen is displayed. The following table describes the fields displayed in the
Create Opportunity screen:

Field Description
Opportunity Name* The name of the opportunity.
Opportunity Value The value of the opportunity. The opportunity value is the total amount that will be earned

as revenue if a quote for the opportunity is accepted by the customer. The currency for
the opportunity value is the currency defined for the enterprise for which you are creating
the opportunity.

Lead Origin A lead origin is the source from which the lead for the opportunity originated. For
example, a lead can originate from a phone conversation, trade show, Web site, and so
on.

Success % The opportunity’s probability of success (in %).
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Field Description

Owner ID The identifier of the user who is assigned as the opportunity owner. If you leave this field
blank, the user who is creating the opportunity is automatically assigned as the owner of
the opportunity.

Co-Owner ID The identifier of the user who is assigned as the co-owner of the opportunity. A co-owner

is the secondary owner of an opportunity.

Anticipated Close Date

The date by which the opportunity is expected to be closed.

Existing Customer

An existing customer is a customer whose records already exist in the system. Use this
radio button to create an opportunity for an existing customer.

New Customer

Use this radio button to create an opportunity for a new customer.

Note: * indicatesthat the field is mandatory.

Y ou can perform the following tasks:

=  Create an Opportunity for an Existing Business Customer
=  Create an Opportunity for an Existing Consumer Customer
= Create an Opportunity for a New Business Customer

=  Create an Opportunity for a New Consumer Customer
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Create an Opportunity for an Existing Business Customer

An opportunity isacontainer for holding a quote or related alternative quotes that are presented to a
customer. Y ou can create an opportunity for an existing business customer. An existing business customer
is abusiness customer whose records already exist in the system. For example, let us suppose that the
enterprise for which you are creating the opportunity has a customer, XY Z Corporation, which has been
placing an order regularly for el ectronic products, and for which opportunities have been created in the past.
You get alead that XY Z Corporation is expanding its operations for which it has to place an order for
electronic products. In such a scenario, you can create an opportunity for holding a quote or alternative
guotes that can be presented to XY Z Corporation.

To create an opportunity for an existing business customer:

1. Loginto Sterling Field Sales.

2. Inthe application home page, perform one of the following tasks:
Click the New Oppor tunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the New Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the New Opportunity hyperlink.
Under the Create panel in the Navigation panel, select Opportunity from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise for which you want to create the opportunity, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Opportunity screen is displayed. In the Create Opportunity panel, enter the appropriate
information:

In the Opportunity Name* box, enter aname for the opportunity.

From the Lead Origin drop-down list, select the lead origin for the opportunity. A lead origin is
the source from which the lead for the opportunity originated. For example, alead can originate
from a phone conversation, trade show, Web site, and so on.

In the Success % box, enter the probability of success (in %). The probability of success (in %) is
used to indicate the opportunity’s chances of being successful. For example, if the opportunity has
an equal chance of being a success or afailure, you can enter 50 in the box.

Click 2 adjacent to the Owner I D box to search for the user who has been assigned as the owner
of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User 1D column or click the corresponding User 1D hyperlink to
select the user. The User ID of the user is populated in the Owner D box.
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Click = adjacent to the Anticipated Close Date field to select the anticipated close date. Thisis
the date by which the opportunity is expected to be closed.

In the Opportunity Value box, enter the value of the opportunity. The opportunity value isthe
total amount that will be earned as revenue if a quote for the opportunity is accepted by the
customer. The currency for the opportunity valueis the currency defined for the enterprise for
which you are creating the opportunity.

Click 2 adjacent to the Co-Owner | D box to search for the user who has been assigned as the
co-owner of the opportunity. A co-owner is the secondary owner of an opportunity. The User
Search dialog box isdisplayed. Enter the appropriate search criteriaand click Search. The User ID
and User Name of the users matching the search criteriaare displayed in the Sear ch Results panel.
Select the check box adjacent to the user, and click Select. Alternatively, double-click the User ID
column or click the corresponding User ID hyperlink to select the user. The User ID of the user is
populated in the Co-Owner 1D box.

5. Inthe Customer panel, perform the following steps:

a.  Select the Existing Customer* radio button.

b. Click 2 adjacent to the Existing Customer radio button to search for the customer.

c. The Customer Search dialog box is displayed. Depending on the Customer Type you want to
search for, select either the Business radio button or the Consumer radio button.

d. Enter the other search criteriaand click Search.

e. Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer ID hyperlink to select the
customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

6. Click Save.

Note: * indicates that the field is mandatory.
The Opportunity Details screen containing the details of the newly created opportunity is displayed.

Assign a Different Contact

When creating an opportunity for an existing business customer, you can assign a different contact to this
business customer.

To assign adifferent business customer contact:

1. Inthe Create Opportunity screen, under the Customer panel, select a different contact from the
Contact* drop-down list. Alternatively, click the New hyperlink in the Contact panel. The Add New
Contact dialog box is displayed. Enter the following information, as appropriate, and click Save:

In the First Name* box, enter the first name of the contact.
In the L ast Name* box, enter the last name of the contact.
Inthe M1 box, enter the middleinitia of the contact.
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From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company box, enter the name of the company.

In the Addr ess boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.
2. Click Save.
The information pertaining to the contact is displayed under the Contact panel.

Modify Contact Details

When creating an opportunity for an existing business customer, you can modify the details of the business
customer’ s contact, such as the phone number, e-mail address, and so on.

To modify the details of a business customer’s contact:

1. Inthe Create Opportunity screen, under the Customer panel, click the Edit hyperlink in the Contact
panel.

2. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:
In the Phone No* box, enter the phone number of the contact.
In the E-mail Address* box, enter the e-mail address of the contact.

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.
In the L ast Name* box, enter the last name of the contact.
Inthe M1 box, enter the middleinitia of the contact.
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5.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.
In the Addr ess boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the contact.
- Residential: Select thisif the address is the residential address of the contact.

Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save to return to the
Create Opportunity screen.

Click Save in the Create Opportunity screen.

Note: * indicatesthat the field is mandatory.

Add a Note to an Opportunity

During the process of creating an opportunity for a customer, you can add notes, which can be used for
future reference. For example, you can add notes explaining why an opportunity has been created.

To add anote to an opportunity, in the Notes panel of the Create Opportunity screen, enter the note text and
click Save.
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Create an Opportunity for an Existing Consumer Customer

An opportunity isacontainer for holding a quote or related alternative quotes that are presented to a
customer. Y ou can create an opportunity for an existing consumer customer. An existing consumer
customer is a consumer customer whose records already exist in the system. For example, let us suppose
that the enterprise for which you are creating the opportunity has a customer ABC, who has been placing an
order regularly for products, and for which opportunities have been created in the past. Y ou get alead that
ABC wantsto place an order for some more products. In such a scenario, you can create an opportunity for
holding a quote or alternative quotes that can be presented to ABC.

To create an opportunity for an existing consumer customer:
1. Loginto Sterling Field Sales.

2.

In the application home page, perform one of the following tasks:

Click the New Oppor tunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the New Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the New Oppor tunity hyperlink.
Under the Create panel in the Navigation panel, select Opportunity from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enterprise* drop-down list, select the

4.

enterprise for which you want to create the opportunity, and click Select.
Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

The Create Opportunity screen is displayed. In the Create Opportunity panel, enter the appropriate
information:

In the Opportunity Name* box, enter aname for the opportunity.

From the Lead Origin drop-down list, select the lead origin for the opportunity. A lead origin is
the source from which the lead for the opportunity originated. For example, alead can originate
from a phone conversation, trade show, Web site, and so on.

In the Success % box, enter the probability of success (in %). The probability of success (in %) is
used to indicate the opportunity’s chances of being successful. For example, if the opportunity has
an equal chance of being a success or afailure, you can enter 50 in the box.

Click 2 adjacent to the Owner I D box to search for the user who has been assigned as the owner
of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User 1D hyperlink to
select the user. The User 1D of the user is populated in the Owner 1D box.

Click = adjacent tothe Anticipated Close Date field to select the anticipated close date. Thisis
the date by which the opportunity is expected to be closed.
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In the Opportunity Value box, enter the value of the opportunity. The opportunity value isthe
total amount that will be earned as revenue if a quote for the opportunity is accepted by the
customer. The currency for the opportunity valueis the currency defined for the enterprise for
which you are creating the opportunity.

Click 2 adjacent to the Co-Owner | D box to search for the user who has been assigned as the
co-owner of the opportunity. A co-owner is the secondary owner of an opportunity. The User
Search dialog box isdisplayed. Enter the appropriate search criteriaand click Search. The User ID
and User Name of the users matching the search criteriaare displayed in the Sear ch Results panel.
Select the check box adjacent to the user, and click Select. Alternatively, double-click the User 1D
column or click the corresponding User ID hyperlink to select the user. The User ID of the user is
populated in the Co-Owner 1D box.

5. Inthe Customer panel, perform the following steps:

a. Select the Existing Customer* radio button.

b. Click # adjacent to the Existing Customer radio button to search for the customer.

c. The Customer Search dialog box is displayed. Depending on the Customer Type you want to
search for, select either the Business radio button or the Consumer radio button.

d. Enter the other search criteriaand click Search.

e. Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer ID hyperlink to select the
customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

6. Click Save.

Note: * indicates that the field is mandatory.
The Opportunity Details screen containing the details of the newly created opportunity is displayed.

Modify Customer Details

When creating an opportunity for an existing consumer customer, you can modify the details of the
customer, such as the phone number, e-mail address, and so on.

To modify the details of a consumer customer:

1. Inthe Create Opportunity screen, under the Customer panel, click the Edit hyperlink in the Contact
panel.

2. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:

In the Phone No* box, enter the phone number of the customer.
In the E-mail Address* box, enter the e-mail address of the customer.

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.
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5.

In the Last Name* box, enter the last name of the customer.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.

Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save to return to the
Create Opportunity screen.

Click Save in the Create Opportunity screen.

Note: * indicatesthat the field is mandatory.

Add a Note to an Opportunity

During the process of creating an opportunity for a customer, you can add notes, which can be used for
future reference. For example, you can add notes explaining why an opportunity has been created.

To add anote to an opportunity, in the Notes panel of the Create Opportunity screen, enter the note text and
click Save.
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Create an Opportunity for a New Business Customer

Y ou can create an opportunity for a new business customer whose records do not exist in the system. For
example, if you learn from a source that abusiness organization islooking to purchase computerson alarge
scale for its new operationsin aregion, you can create an opportunity for that organization. Y ou can later
use that opportunity to present quotes for computers to that organization.

To create an opportunity for a new business customer:

1. Loginto Sterling Field Sales.

2. Inthe application home page, perform one of the following tasks:
Click the New Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the New Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the New Opportunity hyperlink.
Under the Create panel in the Navigation panel, select Opportunity from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise for which you want to create the opportunity, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Opportunity screen is displayed. In the Create Opportunity panel, enter the appropriate
information:

In the Opportunity Name* box, enter aname for the opportunity.

From the Lead Origin drop-down list, select the lead origin for the opportunity. A lead originis
the source from which the lead for the opportunity originated. For example, alead can originate
from a phone conversation, trade show, Web site, and so on.

In the Success % box, enter the probability of success (in %). The probability of success (in %) is
used to indicate the opportunity’s chances of being successful. For example, if the opportunity has
an equal chance of being a success or afailure, you can enter 50 in the box.

Click & adjacent to the Owner 1D box to search for the user who has been assigned as the owner

of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User 1D hyperlink to
select the user. The User ID of the user is populated in the Owner ID box.

Click = adjacent to the Anticipated Close Datefield to select the anticipated close date. Thisis
the date by which the opportunity is expected to be closed.

In the Opportunity Value box, enter the value of the opportunity. The opportunity value isthe
total amount that will be earned as revenue if a quote for the opportunity is accepted by the
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customer. The currency for the opportunity value is the currency defined for the enterprise for
which you are creating the opportunity.

Click 2 adjacent to the Co-Owner I D box to search for the user who has been assigned as the

co-owner of the opportunity. A co-owner is the secondary owner of an opportunity. The User
Search dialog box is displayed. Enter the appropriate search criteriaand click Search. The User ID
and User Name of the users matching the search criteriaare displayed in the Sear ch Results panel.
Select the check box adjacent to the user, and click Select. Alternatively, double-click the User ID
column or click the corresponding User ID hyperlink to select the user. The User ID of the user is
populated in the Co-Owner 1D box.

5. Inthe Customer panel, select the New Customer radio button, and then select the Business radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the contact.

In the Last Name* box, enter the last name of the contact.

In the M1 box, enter the middle initial of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company* box, enter the name of the company.

From the Default Currency drop-down list, select the currency to be used. By default, the
currency that is defined for the enterpriseis popul ated.

In the Web URL box, enter the URL that will be used to access the customer’s Web site, for
example, http://www.sterlingcommerce.com.

In the Address boxes, enter the sold to address information pertaining to the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter the name of the state in which the contact resides. Based ontheway it is
configured by your administrator, the State field is either displayed as a abox or a drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the addressis the commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
6. Click Save.
Note: * indicates that the field is mandatory.
The Opportunity Details screen with the details of the newly created opportunity is displayed.
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Add a Note to an Opportunity

During the process of creating an opportunity for a new business customer, you can add notes, which can
be used for future reference. For example, you can add notes explaining why an opportunity has been
created for a new customer.

To add anote to an opportunity, in the Notes panel of the Create Opportunity screen, enter the note text and
click Save.
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Create an Opportunity for a New Consumer Customer

Y ou can create an opportunity for anew consumer customer. For example, if you learn from a source that
aperson who has just moved into anew town wants to purchase furniture, you can create an opportunity for
that person and use that opportunity to present one or more quotes for furniture to that person.

To create an opportunity for a new consumer customer:
1. Loginto Sterling Field Sales.

2.

In the application home page, perform one of the following tasks:

Click the New Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the New Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the New Opportunity hyperlink.
Under the Create panel in the Navigation panel, select Opportunity from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the

4.

enterprise for which you want to create the opportunity, and click Select.
Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

The Create Opportunity screen is displayed. In the Create Opportunity panel, enter the appropriate
information:

In the Opportunity Name* box, enter a name for the opportunity.

From the L ead Origin drop-down list, select the lead origin for the opportunity. A lead origin is
the source from which the lead for the opportunity originated. For example, alead can originate
from a phone conversation, trade show, Web site, and so on.

In the Success % box, enter the probability of success (in %). The probability of success (in %) is
used to indicate the opportunity’s chances of being successful. For example, if the opportunity has
an equal chance of being a success or afailure, you can enter 50 in the box.

Click 2 adjacent to the Owner | D box to search for the user who has been assigned as the owner
of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User 1D hyperlink to
select the user. The User ID of the user is populated in the Owner 1D box.

Click [= adjacent to the Anticipated Close Datefield to select the anticipated close date. Thisis
the date by which the opportunity is expected to be closed.

In the Opportunity Value box, enter the value of the opportunity. The opportunity value isthe
total amount that will be earned as revenue if a quote for the opportunity is accepted by the
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customer. The currency for the opportunity value is the currency defined for the enterprise for
which you are creating the opportunity.

Click 2 adjacent to the Co-Owner I D box to search for the user who has been assigned as the

co-owner of the opportunity. A co-owner is the secondary owner of an opportunity. The User
Search dialog box is displayed. Enter the appropriate search criteriaand click Search. The User ID
and User Name of the users matching the search criteriaare displayed in the Sear ch Results panel.
Select the check box adjacent to the user, and click Select. Alternatively, double-click the User ID
column or click the corresponding User ID hyperlink to select the user. The User ID of the user is
populated in the Co-Owner 1D box.

5. Inthe Customer panel, select the New Customer radio button, and then select the Consumer radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the customer.

In the Last Name* box, enter the last name of the customer.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the customer.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the customer.

In the Company* box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter the name of the state in which the customer resides. Based on theway it is
configured by your administrator, the Satefield is either displayed as aabox or a drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
6. Click Save.
Note: * indicates that the field is mandatory.
The Opportunity Details screen with the details of the newly created opportunity is displayed.
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Add a Note to an Opportunity

During the process of creating an opportunity for anew consumer customer, you can add notes, which can
be used for future reference. For example, you can add notes explaining why an opportunity has been
created for a new customer.

To add anote to an opportunity, in the Notes panel of the Create Opportunity screen, enter the note text and
click Save.
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Search for an Opportunity

Y ou can search for an opportunity and view the details of the opportunity. As afield sales representative,

you may want to see the details of an opportunity, such as the status, the date on which the opportunity is
expected to be closed, the notes added to the opportunity, and so on. To view the details of an opportunity,
you must first search for the corresponding opportunity.

To search for an opportunity:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the search criteria, as appropriate:

From the Enter prise drop-down list, select the enterprise for which the opportunity was created.
This drop-down list displays all the enterprises that you have access to.

Note: Thisfieldis displayed only if you have access to multiple enterprises.

In the Opportunity Namefield, select the appropriate operator from the drop-down list, and enter
the appropriate value in the corresponding box. For example, to search for an opportunity whose
nameis ComputerSystems, you can select star tswith from the drop-down list and enter Computer
in the corresponding box.

In the Opportunity ID Starts With box, enter the complete identifier of the opportunity or the
initials of the opportunity identifier. If you are searching for an opportunity with
opportunity123abc as the Opportunity 1D, you can enter opportunity123 in the box.

In the Success % field, select the appropriate operator from the drop-down list, and enter the
appropriate value in the corresponding box. For example, to search for an opportunity that has
equal chances of being a success and afailure, you can select is from the drop-down list, and enter
50 in the corresponding box.
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Click 2 adjacent to the Customer ID field to search for the customer for whom the opportunity
was created. The Customer Search dialog box is displayed. Perform the following tasks:

- From the Enter prise drop-down list, select the appropriate enterprise. This drop-down list
displays all the enterprises to which you have access.

- Depending on the Customer Type you want to search for, select either the Business radio button
or the Consumer radio button.

- Enter the other search criteria as appropriate and click Sear ch.

Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the customer, and click Select. Alternatively, double-click the row
containing the Customer ID or click the corresponding Customer 1D hyperlink to select the
customer. The Customer ID of the customer is populated in the Customer 1D box.

In the Opportunity Value field, select the appropriate operator from the drop-down list, and enter
the appropriate value in the corresponding box. For example, to search for an opportunity whose
valueis less than $50,000, you can select is less than from the drop-down list and enter 50,000 in
the corresponding box.

Click ~ adjacent to the Owner 1D field to search for the user who has been assigned as the owner

of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User 1D hyperlink to
select the user. The User ID of the user is populated in the Owner 1D box.

In the Anticipated Close Date field, select the appropriate operator from the drop-down list and
click | to select the appropriate date. Thisisthe date by which the opportunity is expected to be
closed.

4. Click Search.
If only one opportunity matches the search criteria, the Opportunity Details screen is displayed.

If multiple opportunities match the search criteria, the list of opportunitiesis displayed in the
Sear ch Results panel. Click the corresponding Opportunity Name hyperlink. Alternatively,
double-click the corresponding row. The Opportunity Details screen is displayed.
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Save an Opportunity Search

Y ou can save an opportunity search to avoid entering the corresponding search criteria every time you
search for opportunities. For example, while performing a search for the opportunities that have been
assigned to a particular owner, you can save the search so that you do not have to enter the search criteria
every time you want to search for opportunities owned by that user.

To save an opportunity search:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the search criteria, as appropriate:

From the Enter prise drop-down list, select the enterprise for which the opportunity was created.
This drop-down list displays all the enterprises that you have access to.

Note: Thisfieldis displayed only if you have access to multiple enterprises.

In the Opportunity Namefield, select the appropriate operator from the drop-down list, and enter
the appropriate value in the corresponding box. For example, to search for an opportunity whose
nameis ComputerSystems, you can select star tswith from the drop-down list and enter Computer
in the corresponding box.

In the Opportunity ID Starts With box, enter the complete identifier of the opportunity or the
initials of the opportunity identifier. If you are searching for an opportunity with
opportunity123abc as the Opportunity 1D, you can enter opportunity123 in the box.

In the Success % field, select the appropriate operator from the drop-down list, and enter the
appropriate value in the corresponding box. For example, to search for an opportunity that has
equal chances of being a success and afailure, you can select is from the drop-down list, and enter
50 in the corresponding box.

© IBM Corporation 2011 53



Click 2 adjacent to the Customer ID field to search for the customer for whom the opportunity
was created. The Customer Search dialog box is displayed. Perform the following tasks:

- From the Enter prise drop-down list, select the appropriate enterprise. This drop-down list
displays all the enterprises to which you have access.

- Depending on the Customer Type you want to search for, select either the Business radio button
or the Consumer radio button.

- Enter the other search criteria as appropriate and click Sear ch.

Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the customer, and click Select. Alternatively, double-click the row
containing the Customer ID or click the corresponding Customer 1D hyperlink to select the
customer. The Customer ID of the customer is populated in the Customer 1D box.

In the Opportunity Value field, select the appropriate operator from the drop-down list, and enter
the appropriate value in the corresponding box. For example, to search for an opportunity whose
valueis less than $50,000, you can select is less than from the drop-down list and enter 50,000 in
the corresponding box.

Click ~ adjacent to the Owner 1D field to search for the user who has been assigned as the owner

of the opportunity. The User Search dialog box is displayed. Enter the appropriate search criteria
and click Search. The User ID and User Name of the users matching the search criteriaare
displayed in the Search Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User 1D hyperlink to
select the user. The User ID of the user is populated in the Owner 1D box.

In the Anticipated Close Date field, select the appropriate operator from the drop-down list and
click | to select the appropriate date. Thisisthe date by which the opportunity is expected to be
closed.

Click Create Saved Search.

5. The Saved Search dialog box is displayed. Perform the following steps.
a Inthe Saved Search Name* box, enter a name for the search that is to be saved.
b. Click Save.

Note: * indicates that the field is mandatory.
The saved search is created and the Saved Search dialog box is closed.
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Modify Opportunity Details

After an opportunity is created for a customer, you can modify the details of the opportunity. For example,
if the opportunity is expected to be closed at a date later than the one you had earlier projected, you can
change the opportunity’ s Anticipated Close Date by selecting a new date.

To modify the details of an opportunity:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. Modify the following fields, as required:
Opportunity Name*: Modify this field by entering a new name for the opportunity.

Lead Origin: Modify thisfield by selecting alead origin from the drop-down list. A lead originis
the source from which the lead for the opportunity originated. For example, alead can originate
from a phone conversation, trade show, Web site, and so on.

Success % : Modify thisfield by entering anew value. The probability of success (in %) is used to
indicate the opportunity’s chances of being successful.

Owner ID: Click 2 to search for the user you want to assign as the owner of the opportunity. The
User Search dialog box is displayed. Enter the appropriate search criteriaand click Search. The
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User ID and User Name of the users matching the search criteria are displayed in the Search
Results panel. Select the check box adjacent to the user, and click Select. Alternatively,
double-click the User I D column or click the corresponding User ID hyperlink to select the user.
The User ID of the user is populated in the Owner 1D box.

Anticipated Close Date: Modify thisfield by clicking [= and selecting the appropriate date.
Thisisthe date by which the opportunity is expected to be closed.

Opportunity Value: Modify thisfield by entering anew opportunity value. The opportunity value
isthe total amount that will be earned as revenue if a quote for the opportunity is accepted by the

customer.

Co-Owner ID: Click 2 to search for the user you want to assign as the co-owner of the
opportunity. The User Search dialog box is displayed. Enter the appropriate search criteriaand
click Search. The User ID and User Name of the users matching the search criteria are displayed
in the Sear ch Results panel. Select the check box adjacent to the user, and click Select.
Alternatively, double-click the User ID column or click the corresponding User ID hyperlink to
select the user. The User ID of the user is populated in the Co-Owner 1D box.

Note: After assigning an owner or a co-owner to an opportunity, you cannot unassign them. In such a
scenario, you can only change the owner or co-owner of the opportunity.

6. Click Save.
Note: * indicates that the field is mandatory.

Y ou can also perform the following tasks from the Opportunity Details screen:

¢ Modify the Owner and Co-Owner of an Opportunity ¢

¢ Modify Consumer Customer Details in an .
Opportunity
¢ Create an Alternative Quote in an Opportunity .

¢ Create a Quote and an Opportunity for an Existing ¢
Customer Using an Existing Quote

¢ Create a Quote and an Opportunity for a New .
Consumer Customer Using an Existing Quote

¢ Document the Lessons Learnt for an Opportunity
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Add a Note to an Opportunity

Create a Quote for an Opportunity

Create a Quote and an Opportunity for a New
Business Customer Using an Existing Quote

Reject a Quote on Behalf of a Customer
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Modify the Owner and Co-Owner of an Opportunity

Y ou can assign an opportunity to an owner and co-owner who are different than the ones to whom you had
assigned the opportunity earlier. An opportunity owner isafield sales representative who has been assigned
primary ownership of an opportunity. When an opportunity is created, the user who created the opportunity
is assigned as the owner by default. After the opportunity is created, you can reassign the opportunity to a
different user. Similarly, you can modify the co-owner of an opportunity if you had defined the co-owner
for the opportunity when you created it.

Note: After assigning an owner or a co-owner to an opportunity, you cannot unassign them. In such a
scenario, you can only change the owner or co-owner of the opportunity.

To modify the owner and co-owner of an opportunity:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click @,. The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. To modify the owner of the opportunity, click = adjacent

to the Owner I D field. To modify the co-owner of the opportunity, click 2 adjacent to the Co-Owner
ID field.

6. The User Search dialog box is displayed. Perform the following tasks:
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From the Enter prise drop-down list, select the appropriate enterprise. This drop-down list
displays all the enterprises to which you have access.

Note: Thisfield isdisplayed only if you are searching for a user without an enterprise in context.

Inthe User ID Sarts With box, enter either the complete identifier or the initials of the identifier
of the user. For example, if you are searching for auser whose User ID is jcameronl123, you can
enter jcam as the search criteria.

In the User Name Contains box, enter either the complete user name or the partial user name of
the user. For example, if you are searching for auser whose User Nameislucelew, you can enter e
as the search criteria

From the Team drop-down list, select the team to which the user is assigned.
Click Search.

Thelist of users matching the search criteriais displayed in the Sear ch Results panel. Select the check
box adjacent to the user you want to assign as the owner or the co-owner, and click Select.

9. The User Search dialog box is closed and the Opportunity Details screen is displayed. Click Save.
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Modify Business Customer Details in an Opportunity

After an opportunity is created for a business customer, you can modify the customer information in the
opportunity. For example, you can modify the address of abusiness customer’ s contact in the corresponding
opportunity, or assign a new customer contact to the business customer.

Note: If you modify the address of abusiness customer’s contact in an opportunity, the addressinformation
does not get updated in the quotes that are associated with that opportunity.

Y ou can modify the following details pertaining to a business customer:

= Assign aDifferent Contact to a Business Customer
= Maodify the Details of a Business Customer's Contact

Assign a Different Contact to a Business Customer

In abusiness-to-business scenario, acustomer can be assigned multiple contacts. Y ou can change abusiness
customer’ s contact, who is already defined for an opportunity, by either selecting a different contact from
the existing contacts for the customer, or adding a new contact for the customer.

To assign adifferent contact to a business customer:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.
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4. The opportunities matching the search criteria are displayed in the Sear ch Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. In the Contact panel, perform either of the following
tasks:

= Toassign an existing contact to the customer, select the contact from the Contact* drop-down list.

= Toassign anew contact to the customer, click the New hyperlink in the Contact panel. The Add New
Contact dialog box is displayed. Enter the following information:

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either asabox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.

6. Click Save.

Note: * indicatesthat the field is mandatory.

Modify the Details of a Business Customer's Contact

Y ou can modify the details of a business customer’s contact for an opportunity. For example, you can
modify the customer contact’ s phone number, e-mail address, and so on.

To modify the details of a business customer’s contact:
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1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. In the Contact panel, click the Edit hyperlink.
6. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:

In the Phone No* box, enter the phone number of the contact.

In the E-mail Address* box, enter the e-mail address of the contact.

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.

In the Last Name* box, enter the last name of the contact.

In the M| box, enter the middle initial of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Addr ess boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.

© IBM Corporation 2011 61



In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:

- Commercial: Select thisif the addressis the commercial address of the contact.

- Residential: Select thisif the addressis the residential address of the contact.
Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save to return to the
Opportunity Details screen.

9. Click Savein the Opportunity Details screen.
Note: * indicatesthat the field is mandatory.
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Modify Consumer Customer Details in an Opportunity
After an opportunity is created for a consumer customer, you can modify the details of the customer. For
example, you can modify the phone number, e-mail address, or the address of the customer.

Note: If you modify the address of the consumer customer for an opportunity, the addressinformation does
not get updated in all the quotes that are associated with that opportunity.

To modify the details of a consumer customer for an opportunity:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

The Opportunity Details screen is displayed. In the Contact panel, click the Edit hyperlink.
6. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:
In the Phone No* box, enter the phone number of the customer.
In the E-mail Address* box, enter the e-mail address of the customer.

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.
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0.

In the Last Name* box, enter the last name of the customer.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.

Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save to return to the
Opportunity Details screen.

Click Save in the Opportunity Details screen.

Note: * indicatesthat the field is mandatory.
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Add a Note to an Opportunity

Notes are auseful means of keeping track of actionsthat have taken placein an opportunity, and can be used
for future reference. After an opportunity is created, you can add notes to the opportunity. For example, you
can add notes to document all the actions that have been taken on the opportunity.

To add a note to an opportunity:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. In the Notes panel, click View/Add Notes.
6. TheNotesdialog box is displayed. Perform the following steps:

In the Note Text box, enter appropriate notes.

From the Note Type drop-down list, select the note type for the note.

Select the For internal use only check box to indicate that the note is meant for internal viewing
only. If you select this check box, the note will be displayed only to internal users, and not to
customers.

Select the Mark priority as high check box if the note is of high priority.
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7. Click Add Note.
Note: It is mandatory that you enter the note text.
8. Click Closeto close the Notes dialog box and return to the Opportunity Details screen.
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Document the Lessons Learnt for an Opportunity

Y ou can mark an opportunity as Lost if the opportunity no longer serves the necessary purpose, and
document the lessons learnt in the context of this opportunity. For example, when an opportunity isstill in
the I nquiry status, a customer may have purchased the products from another seller. In such ascenario, you
may want to mark the opportunity as L ost. When you mark an opportunity as Lost, it is mandatory that you
provide areason for losing the opportunity.

Note: When an opportunity moves to the L ost status, you cannot perform any maodifications on the
opportunity.

To mark an opportunity as Lost, and record the reasons for the loss:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Sear ch..., enter the name of the opportunity as the search

criteria, and then click @, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

The Opportunity Details screen is displayed. Under the Tasks panel, click Mark as L ost.
The Mark as Lost screen is displayed. Perform the following steps:

From the L oss Reason* drop-down list, select the reason code you want to use. The reason codeis
used to determine the reason why the opportunity is being marked as L ost, for example, Project
Canceled, Project Delayed, Competitor Price, and so on.

© IBM Corporation 2011 67



Inthe Note Text* box, anoteis displayed by default. Modify the note or enter additional notes, as
required. For example, you can enter notes to elaborate on why you lost the opportunity, whether
you lost the opportunity to a market competitor, and so on.

Note: * indicates that the field is mandatory.
7. Click Confirm.
The Opportunity Details screen is displayed, with the status of the opportunity changed to L ost.
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Create a Quote for an Opportunity

After an opportunity is created, you can create aquote for the opportunity. Y ou can then define the products
and pricing adjustments, and the shipment and payment terms for the quote. When aquoteis created for an
existing opportunity, the customer who is assigned to the opportunity isautomatically assigned to the quote.

Note: By default, the first quote created for an opportunity is marked as the primary quote.
To create a quote for an opportunity:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed. In the Quotes panel, click New.
Note: The New button is displayed only if there are no quotes associated with the opportunity.
6. The Enter Quote Name dialog box is displayed. In the Quote Name* box, enter a name for the quote.

The quote is created for the opportunity and the Quote Details screen pertaining to the newly created
guote is displayed.

Note: * indicatesthat the field is mandatory.
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Create a Quote Without a Pre-existing Opportunity

A quote isacommercial document that allows a prospective buyer to see a predetermined set of products

and quantities at a predetermined price to be delivered on aspecific date. A quote is always associated with
an opportunity. Y ou can either create aquote for an existing opportunity or create a quote even without the
existence of an opportunity for it. If you create a quote without a pre-existing opportunity, the opportunity
is automatically created when the quote is created.

Y ou can create a quote for an existing customer, a new business customer, or a new consumer customer.
Note: By default, the first quote created for an opportunity is marked as the primary quote.
The quote creation process involves the following tasks:

= Associating an opportunity to the quote. An opportunity can be associated to a quote either explicitly
or implicitly. You can associate an opportunity to a quote by creating a quote for the opportunity. An
opportunity can also be associated to a quote when the quote is created without an opportunity in
context. In such a scenario, the opportunity is automatically created for the quote.

= Defining the details of the customer for whom you are creating the quote.
To create a quote without a pre-existing opportunity:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:
Click the New Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the New Quote hyperlink.
Click the Quotestab. In the Quote home page, click the New Quote hyperlink.
Under the Create panel in the Navigation panel, select Quote from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enterprise* drop-down list, select the
enterprise for which you want to create the quote, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.
4. The Create Quote screen is displayed.
The following table describes the fields displayed in the Create Quote screen:

Field Desc ription

Name* The name of the quote.

Expiration Date The expiration date is the date by which the quote will expire. If the expiration date is not
defined at the time of creating the quote, the date will be defaulted based on the
configuration.

Existing Customer Use this radio button to select a customer from the list of existing customers. An existing

customer is a customer whose records already exist in the system.
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Field Desc ription

New Customer

consumer customer.

Use this radio button to define the customer details of a new business customer or

Note: * indicatesthat the field is mandatory.

Y ou can perform the following tasks:

=

Create a Quote for an Existing Business Customer
Create a Quote for an Existing Consumer Customer
Create a Quote for a New Business Customer
Create a Quote for aNew Consumer Customer
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Create a Quote for an Existing Business Customer

Y ou can create a quote for an existing business customer when an opportunity is not yet created for the
quote. When you create the quote, the opportunity for the quote is automatically created. An existing
customer is a customer whose records already exist in the system.

The quote creation process involves the following tasks:

= Associating an opportunity to the quote. When you create a quote without an opportunity in context,
the opportunity is automatically created for the quote.

= Defining the details of the customer such as the addresses and so on.
To create a quote for an existing business customer:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following tasks:
Click the New Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the New Quote hyperlink.
Click the Quotestab. In the Quote home page, click the New Quote hyperlink.
Under the Create panel in the Navigation panel, select Quote from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise for which you want to create the quote, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Quote screen is displayed. In the Primary Infor mation panel, perform the following
tasks:

In the Name* box, enter a name for the quote.
Click (=7 adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

5. Inthe Customer panel, perform the following steps:
a. Select the Existing Customer* radio button.

b. Click 2 adjacent to the Existing Customer radio button to search for the customer.
c. The Customer Search dialog box is displayed. Select the Business radio button.
Enter the other search criteriaand click Search.

e. Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer |D hyperlink to select the
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customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

6. Click Save.
Note: * indicates that the field is mandatory.
The Quote Details screen with the details of the newly created quote is displayed.

After defining the customer details, you can add products to the quote, define the quantity and adjust the
price of the products, and define the payment and shipment terms.

Assign a Different Contact

When creating a quote for an existing business customer, you can assign a different contact to this business
customer.

To assign adifferent business customer contact:

1. Inthe Create Quote screen, under the Customer panel, select a different contact from the Contact*
drop-down list. Alternatively, click the New hyperlink in the Contact panel. The Add New Contact
dialog box is displayed. Enter the following information, as appropriate, and click Save:

In the First Name* box, enter the first name of the contact.

In the Last Name* box, enter the last name of the contact.

In the M| box, enter the middle initial of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:

- Commercial: Select thisif the address isthe commercial address of the contact.

- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.
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2. Click Save.
The information pertaining to the contact is displayed under the Contact panel.

Modify Contact Details

When creating a quote for an existing business customer, you can modify the details of the business
customer’ s contact, such as the phone number or the e-mail address.

To modify the details of abusiness customer’ s contact:
1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink in the Contact panel.
2. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:
In the Phone No* box, enter the phone number of the contact.
In the E-mail Address* box, enter the e-mail address of the contact.
Note: * indicates that the field is mandatory.
3. Click Save. The Edit Contact dialog box is closed and the Create Quote screen is displayed.
Click Save in the Create Quote screen.

Modify Ship To Address

When creating aquote for an existing business customer, you can modify the default Ship To address of that
customer.

To modify the Ship To address:

1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink in the Shipping
Address panel.

2. TheEdit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.

In the Last Name* box, enter the last name of the contact.

In the M| box, enter the middle initial of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Addr ess boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.
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In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the addressis the commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.
3. Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

5. Click Save in the Create Quote screen.

Modify Bill To Address

When creating a quote for an existing business customer, you can modify the default Bill To address of the
customer.

To modify the Bill To address:

1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink inthe Billing Address
panel.

2. The Edit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the Sate field is displayed either as abox or a
drop-down list.
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Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:

- Commercial: Select thisif the addressis the commercial address of the contact.

- Residential: Select thisif the address is the residential address of the contact.
Note: * indicates that the field is mandatory.

Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

Click Save in the Create Quote screen.
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Create a Quote for an Existing Consumer Customer

Y ou can create a quote for an existing consumer customer when an opportunity is not yet created for the
quote. When you create the quote, the opportunity for the quote is automatically created. An existing
consumer customer is aconsumer customer whose records already exist in the system.

The quote creation process involves the following tasks:

= Associating an opportunity to the quote. When you create a quote without an opportunity in context,
the opportunity is automatically created for the quote.

= Defining the details of the customer such as the addresses and so on.
To create a quote for an existing consumer customer:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following tasks:
Click the New Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the New Quote hyperlink.
Click the Quotestab. In the Quote home page, click the New Quote hyperlink.
Under the Create panel in the Navigation panel, select Quote from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enter prise* drop-down list, select the
enterprise for which you want to create the quote, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Quote screen is displayed. In the Primary Infor mation panel, perform the following
tasks:

In the Name* box, enter a name for the quote.
Click (=7 adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

5. Inthe Customer panel, perform the following steps:
a. Select the Existing Customer* radio button.

b. Click 2 adjacent to the Existing Customer radio button to search for the customer.
C. The Customer Search dialog box is displayed. Select the Consumer radio button.
Enter the other search criteriaand click Search.

e. Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer |D hyperlink to select the
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customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

6. Click Save.
Note: * indicates that the field is mandatory.
The Quote Details screen of the newly created quote is displayed.

After defining the customer details, you can add products to the quote, define the quantity and adjust the
price of the products, and define the payment terms and shipment terms.

Modify Consumer Customer Details

When creating a quote for an existing consumer customer, you can modify the details of the customer.
To modify the details of a consumer customer:
1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink in the Contact panel.
2. TheEdit Contact dialog box is displayed. Modify the following fields, as appropriate:
In the Phone No* box, enter the phone number of the customer.
In the E-mail Address* box, enter the e-mail address of the customer.
Note: * indicates that the field is mandatory.
3. Click Save. The Edit Contact dialog box is closed and the Create Quote screen is displayed.
Click Save in the Create Quote screen.

Modify Ship To Address

When creating a quote for an existing consumer customer, you can modify the default Ship To address of
the customer.

To modify the Ship To address:

1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink in the Shipping
Address panel.

2. TheEdit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.

In the L ast Name* box, enter the last name of the customer.

Inthe M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select thetitle for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.
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From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
Note: * indicates that the field is mandatory.
3. Click Save.

4. If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

5. Click Save in the Create Quote screen.

Modify Bill To Address

When creating aquote for an existing consumer customer, you can modify the default Bill To address of the
customer.

To define the Bill To address:

1. Inthe Create Quote screen, under the Customer panel, click the Edit hyperlink inthe Billing Address
panel.

2. TheEdit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.

In the Last Name* box, enter the last name of the customer.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
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In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
Note: * indicates that the field is mandatory.
3. Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

5. Click Save in the Create Quote screen.
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Create a Quote for a New Business Customer

Y ou can create a quote for a new business customer when an opportunity is not yet created for the quote.
When you create the quote, the opportunity for the quote is automatically created.

The quote creation process involves the following tasks:

= Associating an opportunity to the quote. When you create a quote without an opportunity in context,
the opportunity is automatically created for the quote.

= Defining the details of the customer such as the addresses and so on.
To create a quote for a new business customer:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:
Click the New Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the New Quote hyperlink.
Click the Quotestab. In the Quote home page, click the New Quote hyperlink.
Under the Create panel in the Navigation panel, select Quote from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enterprise* drop-down list, select the
enterprise for which you want to create the quote, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Quote screen is displayed. In the Primary Infor mation panel, perform the following
tasks:

In the Name* box, enter a name for the quote.
Click /= adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

5. Inthe Customer panel, select the New Customer radio button, and then select the Business radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.
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In the Company* box, enter the name of the company.

From the Default Currency drop-down list, select the currency to be used. By default, the
currency that is defined for the enterprise is populated.

In the Web URL box, enter the URL that will be used to access the customer’s Web site, for
example, http://www.sterlingcommerce.com.

In the Address boxes, enter the sold to address information pertaining to the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Satefield, enter the name of the state in which the contact resides. Based on the way it is
configured by your administrator, the Satefield is either displayed as aabox or adrop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
6. Click Save.
Note: * indicates that the field is mandatory.
The Quote Details screen of the newly created quote is displayed.

After defining the customer details, you can add products to the quote, define the quantity and adjust the
price of the products, and define the payment terms and shipment terms.
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Create a Quote for a New Consumer Customer

Y ou can create a quote for a new consumer customer when an opportunity is not yet created for the quote.
When you create the quote, the opportunity for the quote is automatically created.

The quote creation process involves the following tasks:

= Associating an opportunity to the quote. When you create a quote without an opportunity in context,
the opportunity is automatically created for the quote.

= Defining the details of the customer such as the addresses and so on.
To create a quote for anew consumer customer:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:
Click the New Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the New Quote hyperlink.
Click the Quotestab. In the Quote home page, click the New Quote hyperlink.
Under the Create panel in the Navigation panel, select Quote from the drop-down list.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

3. The Select Enterprise dialog box is displayed. From the Enterprise* drop-down list, select the
enterprise for which you want to create the quote, and click Select.

Note: The Select Enterprise dialog box is displayed only if you have access to multiple enterprises.

4. The Create Quote screen is displayed. In the Primary Infor mation panel, perform the following
tasks:

In the Name* box, enter a name for the quote.
Click /= adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

5. Inthe Customer panel, select the New Customer radio button, and then select the Consumer radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the customer.

In the L ast Name* box, enter the last name of the customer.

Inthe M| box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the customer.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the customer.
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In the Company* box, enter the name of the company.
In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

Inthe Statefield, enter the name of the state in which the customer resides. Based on the way it is
configured by your administrator, the State field is either displayed as aabox or adrop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
6. Click Save.
Note: * indicates that the field is mandatory.
The Quote Details screen of the newly created quote is displayed.

After defining the customer details, you can add products to the quote, define the quantity and adjust the
price of the products, and define the payment terms and shipment terms.
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Create an Alternative Quote in an Opportunity

Y ou can create an aternative quote within an opportunity by copying an existing quote. Alternative quotes
are quotesthat exist simultaneously and are associated with asingle opportunity. After copying aquote, you
can modify the product information, and the shipment and payment terms for the new quote. For example,
let us suppose that you have a quote, Quote-A, for two desktop computers on which you have offered a
discount of 5%. To provide another option to your customer, you can create an alternative quote, Quote-B,
for one desktop computer and one laptop, on which you offer a discount of 6%. Y ou can create Quote-B by
copying Quote-A and modifying the product information accordingly.

Y ou can create an alternative quote by copying an existing quote from either the Opportunity Detail s screen
or the Quote Summary screen.

Create an Alternative Quote from the Opportunity Details Screen

To create an aternative quote from the Opportunity Details screen:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Sear ch..., enter the name of the opportunity as the search

criteria, and then click ©,. The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

4. The opportunities matching the search criteria are displayed in the Sear ch Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.
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5. The Opportunity Details screen is displayed. In the Quotes panel, select the check box corresponding
to the quote you want to copy, and click Copy as Alter native.

Notes:

The Copy as Alternative button is displayed only if thereis at |east one quote associated with the
opportunity.

You can copy only one gquote at atime.

6. The Enter Quote Name dialog box is displayed. In the Quote Name* box, enter a name for the new
quote.

Note: * indicates that the field is mandatory.

7. Click Save. The Enter Quote Name dialog box is closed and the Quote Details screen of the newly
created quote is displayed.

Create an Alternative Quote from the Quote Summary Screen

To create an aternative quote from the Quote Summary screen:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click .. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Copy as Alter native Quote.
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6. The Enter Quote Name dialog box is displayed. In the Quote Name* box, enter a name for the new
quote.

Note: * indicates that the field is mandatory.

7. Click Save. The Enter Quote Name dialog box is closed and the Quote Details screen of the newly
created quoteis displayed.

After the alternative quote is created, you can perform the following tasks:

L 4

¢ Add aProduct to a Quote Modify the Price of a Product in a Quote
+ Adjust the Price of a Product in a Quote ¢ Adjust the Quote Price

+ View the Quote Price for aDifferent Pricing ¢ Modify a Product’s Quantity in a Quote
Date

+ View the Notes Added to a Product inaQuote ¢ Add aNoteto a Product in a Quote

+ Add aReated Product of aProduct to aQuote ¢ Add a Related Product of a Product as a
Recommended Product

+ Adjust the Price of aBundle Componentina ¢ Configure or Reconfigure a Product in a Quote
Quote

+ Delete a Product from a Quote ¢ Define the Payment Terms and Shipment Terms
for a Quote
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Create a Quote and an Opportunity for an Existing Customer
Using an Existing Quote

Y ou can copy aquote and create anew guote and anew opportunity for an existing customer. For example,
you may want to use an existing quote, which you had created for a customer, for a different customer. In
such a scenario, you can copy the quote along with the product information, and payment and shipment
terms, and then define the customer information to create anew quote and opportunity for the new customer.

Y ou can create a quote and an opportunity for an existing customer using an existing quote from either the
Opportunity Details screen or the Quote Summary screen.

Create a Copy of a Quote from the Opportunity Details Screen

To create a copy of a quote from the Opportunity Details screen:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:

Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click @, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

4. The opportunities matching the search criteria are displayed in the Sear ch Results panel. Click the

5.

corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

The Opportunity Details screen is displayed. In the Quotes panel, select the check box adjacent to the
guote you want to copy, and click Copy as New.

Notes:
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The Copy as New button is displayed only if thereis at least one quote associated with the
opportunity.

You can only copy one quote at atime.

6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.

7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

8. Inthe Customer panel, perform the following steps:

a

b.

C.

Select the Existing Customer* radio button.

Click 2 adjacent to the Existing Customer radio button to search for the customer.

The Customer Search dialog box is displayed. Depending on the Customer Type you want to
search for, select either the Business radio button or the Consumer radio button.

Enter the other search criteriaand click Sear ch.

Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer |D hyperlink to select the
customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

9. Click Save to create the new quote.
Note: * indicates that the field is mandatory.

Create a Copy of a Quote from the Quote Summary Screen

To create a copy of a quote from the Quote Summary screen:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following steps.

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @,. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.
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If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Copy as New Quote.

6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.

7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.
Note: If you do not select a date, the expiration date of the quote will be defaulted based on the
configuration.

8. Inthe Customer panel, perform the following steps:

a.  Select the Existing Customer* radio button.

b. Click 2 adjacent to the Existing Customer radio button to search for the customer.

c. The Customer Search dialog box is displayed. Depending on the Customer Type you want to
search for, select either the Business radio button or the Consumer radio button.

d. Enter the other search criteria and click Sear ch.

e. Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the relevant customer, and click Select. Alternatively, double-click the
row containing the Customer 1D or click the corresponding Customer ID hyperlink to select the
customer. The Customer ID of the customer is populated in the box adjacent to the Existing
Customer radio button.

9. Click Saveto create the new quote.
Note: * indicates that the field is mandatory.
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Create a Quote and an Opportunity for a New Business
Customer Using an Existing Quote

Y ou can copy a quote and create a new quote and a new opportunity for a new business customer. For
example, you may want to copy an existing quote to create anew quote for anew business customer. In such
ascenario, you can copy the quote along with the product information, and payment and shipment terms,
and then define the customer information to create a new quote and opportunity for a new customer.

Y ou can create aquote and an opportunity for anew business customer using an existing quote from either
the Opportunity Details screen or the Quote Summary screen.

Create a Copy of a Quote from the Opportunity Details Screen

To create a copy of a quote from the Opportunity Details screen:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following tasks:

Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click @, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

4. The opportunities matching the search criteria are displayed in the Sear ch Results panel. Click the

5.

corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

The Opportunity Details screen is displayed. In the Quotes panel, select the check box adjacent to the
guote you want to copy, and click Copy as New.

Notes:
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The Copy as New button is displayed only if thereis at least one quote associated with the
opportunity.

You can only copy one quote at atime.
6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.
7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.
Note: If you do not select adate, the expiration date of the quote will be defaulted based on the

configuration.

8. Inthe Customer panel, select the New Customer radio button, and then select the Business radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company* box, enter the name of the company.

From the Default Currency drop-down list, select the currency to be used. By default, the
currency that is defined for the enterprise is popul ated.

In the Web URL box, enter the URL that will be used to access the customer’s Web site, for
example, http://www.sterlingcommerce.com.

In the Address boxes, enter the sold to address information pertaining to the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the State field, enter the name of the state in which the contact resides. Based on the way it is
configured by your administrator, the Satefield is either displayed as aabox or adrop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the addressis the commercial address of the contact.
- Residential: Select thisif the address is the residential address of the contact.
9. Click Saveto create the new guote.
Note: * indicates that the field is mandatory.
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Create a Copy of a Quote from the Quote Summary Screen

To create a copy of a quote from the Quote Summary screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Copy as New Quote.
6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.

7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

8. Inthe Customer panel, select the New Customer radio button, and then select the Business radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the contact.

In the Last Name* box, enter the last name of the contact.

In the M1 box, enter the middle initial of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.
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In the E-mail Address* box, enter the e-mail address of the contact.
In the Company* box, enter the name of the company.

From the Default Currency drop-down list, select the currency to be used. By default, the
currency that is defined for the enterprise is populated.

In the Web URL box, enter the URL that will be used to access the customer’s Web site, for
example, http://www.sterlingcommerce.com.

In the Address boxes, enter the sold to address information pertaining to the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Satefield, enter the name of the state in which the contact resides. Based on the way it is
configured by your administrator, the Satefield is either displayed as aabox or adrop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
9. Click Saveto create the new quote.
Note: * indicates that the field is mandatory.
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Create a Quote and an Opportunity for a New Consumer
Customer Using an Existing Quote

Y ou can copy aquote from an existing opportunity and create a new quote and anew opportunity for anew
consumer customer. For example, you may want to copy an existing quote to create a new quote for anew
consumer customer. In such a scenario, you can copy the quote along with the product information, and
payment and shipment terms, and then define the customer information to create a new quote and
opportunity for the new customer.

Y ou can create a quote and an opportunity for anew consumer customer using an existing quote from either
the Opportunity Details screen or the Quote Summary screen.

Create a Copy of a Quote from the Opportunity Details Screen

To create a copy of a quote from the Opportunity Details screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotes tab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

4. The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.
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5. The Opportunity Details screen is displayed. In the Quotes panel, select the check box adjacent to the
quote you want to copy, and click Copy as New.

Notes:

The Copy as New button is displayed only if there is at |east one quote associated with the
opportunity.

You can only copy one quote at atime.
6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.
7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.
Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

8. Inthe Customer panel, select the New Customer radio button, and then select the Consumer radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the customer.

In the L ast Name* box, enter the last name of the customer.

Inthe M| box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the customer.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the customer.

In the Company* box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the State field, enter the name of the state in which the customer resides. Based on theway it is
configured by your administrator, the Satefield is either displayed as aabox or a drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercia address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
9. Click Saveto create the new quote.
Note: * indicates that the field is mandatory.
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Create a Copy of a Quote from the Quote Summary Screen

To create a copy of a quote from the Quote Summary screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Copy as New Quote.
6. The Create Quote screen is displayed. In the Name* box, enter a name for the quote.

7. Click = adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be defaulted based on the
configuration.

8. Inthe Customer panel, select the New Customer radio button, and then select the Consumer radio
button. Enter the following information, as appropriate:

In the First Name* box, enter the first name of the customer.

In the Last Name* box, enter the last name of the customer.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the customer.

Note: The format for the phone number is based on your locale.
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In the E-mail Address* box, enter the e-mail address of the customer.
In the Company* box, enter the name of the company.
In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

Inthe Statefield, enter the name of the state in which the customer resides. Based on theway it is
configured by your administrator, the State field is either displayed as aabox or adrop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
9. Click Saveto create the new quote.
Note: * indicates that the field is mandatory.
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Search for a Quote

Y ou can search for a quote and view the details of the quote. As afield sales representative, you may want
to seethe details of aquote, such asthe expiration date of the quote, the products added to the quote, and so
on.

To search for aquote:

1. Loginto Sterling Field Sales.

2. Inthe application home page, perform one of the following tasks:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ighore steps 3 and 4.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the search criteria, as appropriate:

From the Enter prise drop-down list, select the enterprise for which the quote was created. This
drop-down list displays al the enterprises that you have access to.

Note: Thisfieldis displayed only if you have access to multiple enterprises.

Select the Show only unfinished quotes check box to search only for the quotes that have neither
been abandoned nor converted to an order.

In the Quote Name field, select the appropriate operator from the drop-down list, and enter the
appropriate value in the corresponding box. For example, to search for a quote whose nameis
ComputerSystems, you can select startswith from the drop-down list and enter Computer in the
corresponding box.

Click 2 adjacent to the Customer ID field to search for the customer for whom the quote was
created. The Customer Search dialog box is displayed. Perform the following tasks:

- From the Enter prise drop-down list, select the appropriate enterprise. This drop-down list
displays all the enterprises to which you have access.

- Depending on the Customer Type you want to search for, select either the Business radio button
or the Consumer radio button.

- Enter the other search criteria as appropriate and click Sear ch.
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Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the customer, and click Select. Alternatively, double-click the row
containing the Customer 1D or click the corresponding Customer ID hyperlink to select the
customer. The Customer ID of the customer is populated in the Customer 1D box.

Inthe Quote ID Starts With box, enter the complete identifier of the quote or the initials of the
guote identifier. If you are searching for a quote with quote123abc as the Quote 1D, you can enter
guotel23 in the box.

In the E-mail Sarts With box, enter the complete e-mail address or the initials of the e-mail
address of the customer contact for the quote.

In the First Name Starts With box, enter the complete first name or the initials of the first name
of the customer contact for the quote.

In the Day Phone field, select an operator from the drop-down list and enter the compl ete phone
number or the partial phone number of the customer contact in the corresponding box.

Inthe Last Name Sarts With box, enter the complete last name or the initials of the last name of
the customer contact for the quote. For example, if the last name of the customer contact is
Thomas, you can enter Thom in the box.

Inthe Expiration Datefield, select an operator from the drop-down list and click [= to select the
appropriate date. The expiration date is the date by which the quote will expire.

Note: If the expiration date of a quote is not specified before the quote is presented to the
customer, the expiration date is computed by the system. The computed expiration date is not
considered when you search for a quote with that expiration date as the criteria.

4. Click Search.
If only one quote matches the search criteria, the Quote Summary screen is displayed.

If multiple quotes match the search criteria, the list of quotesis displayed in the Search Results
panel. Click the corresponding Quote Name hyperlink or double-click the corresponding row. The
Quote Summary screen is displayed.
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Save a Quote Search

Y ou can save a quote search to avoid entering the corresponding search criteria every time you search for
quotes. For example, while performing a search for the quotes created for a particular customer, you can
save the search so that you do not have to enter the same search criteria every time you want to search for
guotes created for that customer.

To save a quote search:

1. Loginto Sterling Field Sales.

2. Inthe application home page, perform one of the following tasks:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and
then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the search criteria, as appropriate:

From the Enter prise drop-down list, select the enterprise for which the quote was created. This
drop-down list displays all the enterprises that you have access to.

Note: Thisfieldis displayed only if you have access to multiple enterprises.

Select the Show only unfinished quotes check box to search only for the quotes that have neither
been abandoned nor converted to an order.

In the Quote Name field, select the appropriate operator from the drop-down list, and enter the
appropriate value in the corresponding box. For example, to search for a quote whose nameis
ComputerSystems, you can select starts with from the drop-down list and enter Computer in the
corresponding box.

Click 2 adjacent to the Customer ID field to search for the customer for whom the quote was
created. The Customer Search dialog box is displayed. Perform the following tasks:

- From the Enter prise drop-down list, select the appropriate enterprise. This drop-down list
displays all the enterprises to which you have access.

- Depending on the Customer Type you want to search for, select either the Business radio button
or the Consumer radio button.
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- Enter the other search criteria as appropriate and click Sear ch.

Thelist of customers matching the search criteriais displayed in the Search Results panel. Select
the check box adjacent to the customer, and click Select. Alternatively, double-click the row
containing the Customer 1D or click the corresponding Customer ID hyperlink to select the
customer. The Customer ID of the customer is populated in the Customer 1D box.

Inthe Quote ID Starts With box, enter the complete identifier of the quote or the initials of the
guote identifier. If you are searching for a quote with quote123abc as the Quote 1D, you can enter
guotel23 in the box.

In the E-mail Sarts With box, enter the complete e-mail address or the initials of the e-mail
address of the customer contact for the quote.

In the First Name Starts With box, enter the complete first name or the initials of the first name
of the customer contact for the quote.

In the Day Phone field, select an operator from the drop-down list and enter the compl ete phone
number or the partial phone number of the customer contact in the corresponding box.

Inthe Last Name Sarts With box, enter the complete last name or the initials of the last name of
the customer contact for the quote. For example, if the last name of the customer contact is
Thomas, you can enter Thom in the box.

Inthe Expiration Datefield, select an operator from the drop-down list and click [= to select the
appropriate date. The expiration date is the date by which the quote will expire.

Note: If the expiration date of a quote is not specified before the quote is presented to the
customer, the expiration date is computed by the system. The computed expiration date is not
considered when you search for a quote with that expiration date as the criteria.

. Click Create Saved Search.
5. The Saved Search dialog box is displayed. Perform the following steps:
a. Inthe Saved Search Name* box, enter aname for the search that is to be saved.
b. Click Save.
Note: * indicates that the field is mandatory.
The saved search is created and the Saved Search dialog box is closed.
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Perform Quick Search

Y ou can perform a quick search for an opportunity or a quote using the Navigation panel.

Note: The Navigation panel is displayed only if you have not selected the Hide Navigation Panel user

preference.

To perform a quick search:

1
2.

Loginto Sterling Field Sales.

Under the Navigation panel, click Search..., enter the name of the opportunity or the quote as the
search criteria, and then click &,

The Quick Search Results screen displays a maximum of 10 quotes and 10 opportunities matching the
search criteria. Perform one of the following steps:

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed.

If the opportunity that you are searching for is not displayed in the Matches on Opportunities
panel, click Advanced Opportunity Search. The Opportunity Search screen is displayed. Enter
the appropriate search criteriaand click Search. If only one opportunity matches the search
criteria, the Opportunity Details screen is displayed. If multiple opportunities match the search
criteria, thelist of opportunitiesis displayed in the Search Results panel. Click the corresponding
Opportunity Name hyperlink. Alternatively, double-click the corresponding row. The Opportunity
Details screen is displayed.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed.

If the quote that you are searching for is not displayed in the Matches on Quotes panel, click
Advanced Quote Search. The Quote Search screen is displayed. Enter the appropriate search
criteriaand click Search. If only one quote matches the search criteria, the Quote Summary screen
is displayed. If multiple quotes match the search criteria, the list of quotesis displayed in the
Search Results panel. Click the corresponding Quote Name hyperlink. Alternatively, double-click
the corresponding row. The Quote Summary screen is displayed.
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Mark a Quote as the Primary Quote

An opportunity can contain multiple quotes. In such a scenario, you can define one of the quotes within an
opportunity as the primary quote. The primary quote is a quote that is most likely to be accepted by the
customer and get converted to an order. Y ou can, however, mark only one quote as the primary quote for
an opportunity. The details of the primary quote is used for analysis and reporting, such as revenue
forecasting.

Note: By default, the first quote created for an opportunity is marked as the primary quote.

Y ou can mark a gquote as the primary quote from the Quote Summary screen, or from the Opportunity
Details screen, or from the View Alternative Quotes screen.

Mark a Quote as the Primary Quote from the Quote Summary Screen

To mark aquote as a primary quote from the Quote Summary screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.
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5. The Quote Summary screen is displayed. Under the Tasks panel, click Mark as Primary Quote.

The Quote Summary screen is refreshed, with the @ icon displayed to indicate that the quote is the
primary quote.

Note: Onceaquoteismarked asthe primary quote, you cannot changeit to anon-primary quote. To change
aprimary quote to a non-primary quote, you must mark another quote as the primary quote.

Mark a Quote as the Primary Quote from the Opportunity Details
Screen

To mark a quote as a primary quote from the Opportunity Detais screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following tasks:
Click the Find Opportunity hyperlink.

Click the Opportunities tab. In the Opportunity home page, click the Find Opportunity
hyperlink.

Click the Quotestab. In the Quote home page, click the Find Opportunity hyperlink.

Navigate to the Quote Summary screen or the Quote Details screen, and then click the Opportunity
Name hyperlink. In this scenario, ignore steps 3 and 4.

Under the Navigation panel, click Search..., enter the name of the opportunity as the search

criteria, and then click &, . The Quick Search Results screen displays a maximum of 10 quotes and
10 opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the opportunity that you are searching for is displayed in the M atches on Opportunities panel,
click the corresponding Opportunity Name hyperlink or double-click the corresponding row. The
Opportunity Details screen is displayed. In this scenario, ignore steps 3 and 4.

However, if the opportunity that you are searching for is not displayed in the Matches on
Opportunities panel, click Advanced Opportunity Search.

3. The Opportunity Search screen is displayed. Enter the appropriate search criteriaand click Search.

The opportunities matching the search criteria are displayed in the Search Results panel. Click the
corresponding Opportunity Name hyperlink or double-click the corresponding row.

Note: If only one opportunity matches the search criteria, the details of the corresponding opportunity
are automatically displayed.

5. The Opportunity Details screen is displayed with the list of Quotes. From the list of quotes, you can
mark any one of the quotes as the primary quote. By default, the quote that was created first for the
opportunity is marked as the Primary Quote. To mark a quote as a Primary Quote, select theradio
button in the Primary column.

6. Click Save.
The Opportunity Details screen is refreshed to display the selected quote as the primary quote.
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Note: Onceaquoteismarked asthe primary quote, you cannot changeit to anon-primary quote. To change
aprimary quote to anon-primary quote, you must mark another quote as the primary quote.

Mark a Quote as the Primary Quote from the View Alternative Quotes
Screen

To mark a quote as the primary quote from the View Alternative Quotes screen:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click View Alter native Quotes.

6. TheView Alternative Quotes screen displaysthelist of alternative quotes availablefor the quote. From
the list of quotes, you can mark any one of the quotes as the primary quote. To mark aguote as a
Primary Quote, select the radio button in the Primary column.

7. Click Save.
The View Alternative Quotes screen is refreshed to display the selected quote as the primary quote.

Note: Onceaquoteismarked asthe primary quote, you cannot changeit to anon-primary quote. To change
aprimary quote to a non-primary quote, you must mark another quote as the primary quote.
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Modify Quote Details

Y ou can modify the details of a quote. For example, you can modify the customer information in aquote by
assigning anew contact to the customer, add or delete products from the quote, choose a different payment
term, and so on.

Note: If aquoteis pending approval or has aready been presented to a customer, you may need to rework

the quote to perform any modifications.

Y ou can perform the following tasks to modify a quote:

=

Modify Customer Details

Modify Product Details

Modify the Payment Terms and Shipment Terms
Add aNoteto a Quote

Modify Opportunity Details

To modify the details of a quote:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the

corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.
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5. The Quote Summary screen is displayed. Under the Tasks panel, click M odify Quote.
The Quote Details screen is displayed.
The following table describes the fields displayed in the Quote Details screen:

Field Description

<Customer information The details of the consumer customer or the business customer contact are displayed,
or customer contact including the name, phone number, and e-mail address.

information, including

name, phone number,

and e-mail address>

Status The status of the quote. A quote can be in one of the following statuses:

¢ Created - This indicates that the quote has been created.

Note: If a quote is pending approval, the 5‘@, icon is displayed to indicate that the
guote has been put on hold. If the request for approval of a quote has been rejected

by an approver, the €3 icon is displayed.
¢ Approved - This indicates that the quote has been approved.
¢ Presented - This indicates that the quote has been presented to the customer.
¢ Accepted - This indicates that the quote has been accepted by the customer.
¢ Rejected - This indicates that the quote has been rejected by the customer.
¢ Ordered - This indicates that the quote has been converted to an order.

¢ Abandoned - This indicates that the quote has been abandoned.

Quote ID The unique identifier of the quote.

An icon along with a text  Identifies whether the quote is a primary quote or not.
indicator for the primary
quote

Opportunity Name The name of the opportunity with which the quote is associated.

Modify Customer Details

Y ou can modify the details pertaining to a customer by clicking the Customer tab in the Quote Details
screen. The following table describes the fields displayed under the Customer tab:

Field Description

Primary Information Panel

Name The name of the quote.
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Field Description

Expiration Date The date by which the quote will expire. If the expiration date is not specified before the
quote is presented to the customer, the Ay icon is displayed. When you move the
pointer over this icon, the following message is displayed:

"If sent to the customer today, this date will be <current date + Default Expiration Period
(Number Of Days) rule>"

Contact Panel

<Name of the consumer The name of the customer in the case of a consumer customer or the name of the

customer or the company in the case of a business customer.
company>
Contact The name of the business customer contact.

Note: This field is displayed only if the customer is a business customer.

Phone No The phone number of the business customer contact or the consumer customer.
E-mail Address The e-mail address of the business customer contact or the consumer customer.'
Address The sold to address of the customer.

Shipping Address Panel

This panel displays the Ship To address of the customer.

Billing Address Panel

This panel displays the Bill To address of the customer.

Y ou can perform the following tasks:

= Modify Quote Name and Expiration Date
= Modify the Consumer Customer Detailsin a Quote
= Modify the Business Customer Details in a Quote

Modify Product Details

Y ou can modify the details of the productsin the quote by clicking the Products tab in the Quote Details
screen.

The Productstab displays information about the products added to the quote, such as the identifier of the
product, quantity, unit price, adjustment, line total, and so on. The total number of lines on apageis
displayed at the bottom of that page. By default, thefirst 100 lines are displayed. Click Get M ore Records
to retrieve the next set of lines, and click Get All Recordsto retrieve al thelinesin the quote. Y ou can sort
thelines by the Line #, Product, and Quantity in either an ascending order or a descending order. For
example, to sort the lines by Quantity in an ascending order, move the pointer over the Quantity column,
click =, and then select Sort Ascending.

Note: When you sort the lines, the sorting takes place on the server side. Therefore, when you sort thelines,
al the products that are added to the quote are considered for sorting. If there are any unsaved changesin
the lines, and you try to sort the lines, a warning message is displayed.
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The following table describes the fields displayed under the Products tab:

Field Description

Pricing Date The pricing date of the quote. The prices of the products in the quote are calculated
based on this date.

Adjustments The adjustments applied to the quote. To view the adjustment breakdown for the quote,
move the pointer over this field. The Price Breakdown dialog box displays the profit
margin, manual adjustments, and the automatic adjustments applied to the quote.

Total The quote total.

Line # The line number.

Image The image of the product.

Product The identifier of the product is displayed as a hyperlink. Clicking this hyperlink will display
the Product Details screen.
¢ Use ,_-L,'ﬁ to manage the notes for a product.

* Use [ to adjust the component pricing of a bundle product.
¢ Use Fgf? to configure a product.
¢ Use EE?‘ to reconfigure a product.

Quantity The quantity of the product is displayed along with the product’s unit of measure (UOM).

Unit Price The unit price of the product.

Adjustment The adjustments applied to the line. To view the adjustment breakdown for a line, move
the pointer over this field. The Price Breakdown dialog box displays the profit margin,
manual adjustments, and the automatic adjustments applied to the line.

Line Total The line total. This is the total price for the line that is calculated after taking into

consideration the unit price, quantity, and the adjustments applied to the line.

Y ou can perform the following tasks:

¢ Add a Product to a Quote ¢ Modify the Price of a Product in a Quote

¢ Adjust the Price of a Product in a Quote ¢ Adjust the Quote Price

¢ Move a Product to the Recommended Lines in a ¢ View the Quote Price for a Different Pricing Date
Quote

¢ Modify a Product’s Quantity in a Quote ¢ View the Notes Added to a Product in a Quote

¢ Add a Note to a Product in a Quote ¢ Add a Related Product of a Product to a Quote

¢ Add a Related Product of a Product as a ¢ Modify the Price of a Bundle Component in a Quote

Recommended Product
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¢ Add a Product to a Quote ¢ Modify the Price of a Product in a Quote

¢ Adjust the Price of a Bundle Component in a Quote ¢ View the Notes Added to a Bundle Component in a

Quote

¢ Add a Note to a Bundle Component in a Quote ¢ Configure or Reconfigure a Product in a Quote

¢ Delete a Product from a Quote

Modify the Payment Terms and Shipment Terms

Y ou can modify the payment terms and shipment terms in a quote by clicking the Termstab in the Quote
Details screen. The following table describes the fields displayed under the Ter ms tab:

Field

Description

Payment Terms

The payment term to be applied on the quote, for example, Net 30, Net 10, and so on.
The payment term is used to specify the time frame a customer is entitled to for paying
the amount due if the quote is converted to an order.

Carrier

The carrier service that is to be used for the quote, for example, FedEx, UPS, and so on.
The carrier service is the transportation service provider that will be used to deliver the
products in the quote if the quote is converted to an order.

Level of Service

The level of service determines the way in which the order will be fulfilled if the quote is
converted to an order. For example, you may choose to either have the products
delivered using a normal speed carrier service or an express carrier service. Note that
the shipping charges may differ based on the level of service you select.

Requested Delivery Date

The requested delivery date is the date on which the products in the quote have been
requested for delivery. For example, a customer may want a certain product in the quote
to be delivered on Christmas eve.

Shipment Instruction

The instructions to be followed when the products in the quote are being shipped. For
example, if the product is a fragile product, you can provide specific shipping instructions,
stating that the container in which the product is being shipped must have a label reading
FRAGILE, DO NOT DROP.

Y ou can madify the payment terms and shipment termsfor a quote. For more information about modifying
the payment terms and shipment terms, refer to the topic "Define the Payment Terms and Shipment Terms

for a Quote".
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Modify Quote Name and Expiration Date
After aquoteis created, you can modify the quote name and the expiration date of the quote, which isthe
date on which the quote will expire.
To modify the quote name and expiration date:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click Modify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

6. InthePrimary Information panel under the Customer tab, perform the following tasks:
In the Name* box, enter a name for the quote.

Click = adjacent to the Expiration Date box to select the date by which the quote will expire.

Note: If you do not select adate, the expiration date of the quote will be computed based on the
configuration.
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7. Click Save.
Note: * indicates that the field is mandatory.
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Modify the Consumer Customer Details in a Quote
After aquote is created for a consumer customer, you can modify the customer information in the quote.
For example, you can modify the Ship To address of the customer in the quote.

Note: Evenif you modify the address of the customer for a quote, the address does not get updated on the
opportunity with which the quote is associated.

Y ou can perform the following tasks as part of consumer customer details modification process:
= Maodify the Details of a Consumer Customer

= Modify the Ship To Address of a Consumer Customer

= Modify the Bill To Address of a Consumer Customer

Modify the Details of a Consumer Customer

Y ou can modify the details of a consumer customer for a quote. For example, you can modify the phone
number or the e-mail address of a consumer customer.

To modify the details of a consumer customer:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.
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5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click M odify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

In the Contact panel under the Customer tab, click the Edit hyperlink.

The Edit Contact dialog box is displayed. Modify the following fields, as appropriate:
In the Phone No* box, enter the phone number of the customer.
In the E-mail Address* box, enter the e-mail address of the customer.

Note: * indicates that the field is mandatory.

Click Save.

9. The Edit Contact dialog box is closed and the Quote Details screen is displayed. Click Save in the
Quote Details screen.

Modify the Ship To Address of a Consumer Customer

Y ou can modify the Ship To address of a consumer customer for a quote by either selecting a different
address from the list of existing addresses defined for the customer or adding a new address for the
customer.

To modify the Ship To address of a consumer customer:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click M odify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

In the Shipping Address panel under the Customer tab, click the Edit hyperlink.
The Edit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.

Inthe Last Name* box, enter the last name of the customer.

Inthe M| box, enter the middieinitia of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Sate field, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.
Note: * indicates that the field is mandatory.
Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

10. Click Savein the Quote Details screen.

© IBM Corporation 2011 116



Modify the Bill To Address of a Consumer Customer

Y ou can modify the Bill To address of aconsumer customer in aquote by either selecting adifferent address
from the list of existing addresses defined for the customer or adding a new address for the customer.

To modify the Bill To address of a consumer customer:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @,. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click M odify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

In the Billing Address panel under the Customer tab, click the Edit hyperlink.
The Edit Address dialog box is displayed. Modify the following fields, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the customer.
In the Last Name* box, enter the last name of the customer.
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10.

In the M1 box, enter the middleinitial of the customer.

From the Title drop-down list, select the title for the customer, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the customer.

From the Country or Region* drop-down list, select the country or region in which the customer
resides.

In the Postal Code box, enter the postal code of the city in which the customer resides.
In the City box, enter the name of the city in which the customer resides.

In the Satefield, enter or select the name of the state in which the customer resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address is the commercial address of the customer.
- Residential: Select thisif the addressis the residential address of the customer.

Note: * indicates that the field is mandatory.
Click Save.

If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

Click Save in the Quote Details screen.
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Modify the Business Customer Details in a Quote

After aquoteiscreated for abusiness customer, you can modify the customer information in the quote. For
example, you can modify the Ship To address of the business customer’ s contact in the quote, or assign a
new customer contact to the business customer.

Note: Evenif you modify the address of the business customer’s contact in a quote, the address does not
get updated in the opportunity with which the quote is associated.

Y ou can perform the following tasks as part of the business customer details modification process:
= Assign aDifferent Contact to a Business Customer

= Modify the Details of a Business Customer’s Contact

= Modify the Ship To Address of a Business Customer's Contact

= Modify the Bill To Address of a Business Customer's Contact

Assign a Different Contact to a Business Customer

In abusiness-to-business scenario, acustomer can have multiple contacts. Y ou can assign adifferent contact
to abusiness customer in aquote by either selecting a different contact from the list of existing contacts for
the customer, or adding a new contact for the customer.

To assign adifferent contact to a business customer:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click 2, . The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Search.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click M odify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

6. Inthe Contact panel under the Customer tab, perform either of the following tasks:

= Toassign an existing contact to the customer, select the corresponding contact from the Contact*
drop-down list.

= Toassign anew contact to the customer, click the New hyperlink in the Contact panel. The Add New
Contact dialog box is displayed. Enter the following information, as appropriate, and click Save:

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Phone No* box, enter the phone number of the contact.

Note: The format for the phone number is based on your locale.

In the E-mail Address* box, enter the e-mail address of the contact.

In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the Sate field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.
7. Click Save.
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8. If the addressthat you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

9. Click Savein the Quote Details screen.

Modify the Details of a Business Customer’s Contact

Y ou can modify the business customer contact’s information in a quote. For example, you can modify the
phone number or the e-mail address of a business customer’ s contact

To modify the details of abusiness customer’ s contact:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click M odify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

In the Contact panel under the Customer tab, click the Edit hyperlink.
The Edit Contact dialog box is displayed. Modify the following fields, as appropriate:
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In the Phone No* box, enter the phone number of the contact.
In the E-mail Address* box, enter the e-mail address of the contact.
8. Click Save.

9. The Edit Contact dialog box is closed and the Quote Details screen is displayed. Click Savein the
Quote Details screen.

Modify the Ship To Address of a Business Customer's Contact

Y ou can modify the Ship To address of a business customer’s contact in aquote by either selecting a
different address from thelist of existing Ship To addresses defined for the customer, or adding anew Ship
To address for the customer.

To modify the Ship To address of a business customer’ s contact:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click .. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click Modify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.
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6. Inthe Shipping Address panel under the Customer tab, click the Edit hyperlink.
7. The Edit Address dialog box is displayed. Modify the following information, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.

In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and State fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:
- Commercial: Select thisif the address isthe commercial address of the contact.
- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.
Click Save.

9. If the addressthat you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

10. Click Savein the Quote Details screen.

Modify the Bill To Address of a Business Customer's Contact

Y ou can modify the Bill To address of a business customer’s contact for a quote by either selecting a
different address from thelist of existing addresses defined for the customer or adding anew addressfor the
customer.

To modify the Bill To address of a business customer’s contact:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
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Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click Modify Quote. The Quote Details screen is displayed. Click the
Customer tab.

Click the Edit hyperlink in the Customer panel. The Quote Details screen is displayed, with the
Customer tab highlighted.

In the Billing Address panel under the Customer tab, click the Edit hyperlink.
The Edit Address dialog box is displayed. Modify the following information, as appropriate:

To choose an address from the existing list of addresses, select an address from the Existing
Addresses drop-down list.

In the First Name* box, enter the first name of the contact.

In the L ast Name* box, enter the last name of the contact.

Inthe M1 box, enter the middleinitia of the contact.

From the Title drop-down list, select the title for the contact, for example, Mrs, Dr, and so on.
In the Company box, enter the name of the company.

In the Address boxes, enter the address of the contact.

From the Country or Region* drop-down list, select the country or region in which the contact
resides.

In the Postal Code box, enter the postal code of the city in which the contact resides.
In the City box, enter the name of the city in which the contact resides.
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In the Sate field, enter or select the name of the state in which the contact resides. Based on the
way it is configured by your administrator, the State field is displayed either as abox or a
drop-down list.

Note: Based on the configuration, the City and Sate fields are automatically populated based on
the country or region that you select and the postal code that you enter.

Select either of the following radio buttons:

- Commercial: Select thisif the addressis the commercial address of the contact.

- Residential: Select thisif the addressis the residential address of the contact.
Note: * indicates that the field is mandatory.

Click Save.

9. If the address that you entered is not valid, the Select Address dialog box displays the valid addresses
that are closest to the one that you entered. Select the appropriate option and click Save.

10. Click Savein the Quote Details screen.

© IBM Corporation 2011 125



Add a Note to a Quote

Notes in a quote can be used as an information repository to track a quote through itslife cycle, and can be
used for future references. Y ou can add new notes to a quote.

Y ou can add a note to a quote when performing any of the following tasks:

=

Viewing the quote summary
Modifying the quote details
Viewing the approval summary
Presenting a quote to a customer
Viewing alternative quotes
Generating a Proposal
Reworking a quote

Converting a quote to an order
Abandoning a quote

Thistopic describes how to add anote to a quote when viewing the quote summary or modifying the details
of aquote.

To add a note to a quote:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform one of the following:
Click the View/Add Notes hyperlink.

Under the Tasks panel, click M odify Quote. In the Quote Details screen, click the View/Add
Notes hyperlink.

6. The Notesdialog box is displayed. Perform the following steps:
In the Note Text box, enter appropriate notes.
From the Note Type drop-down list, select the note type for the note.

Select the For internal use only check box to indicate that the note is meant for internal viewing
only. If you select this check box, the note will be displayed only to internal users, and not to
customers.

Select the Mark priority as high check box if the note is of high priority.
7. Click Add Note.
Note: It is mandatory that you enter the note text.
8. Click Closeto close the Notes dialog box.
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View the Notes Added to a Quote

Notes in a quote can be used as an information repository to track a quote through itslife cycle, and can be
used for future references. If notes have already been added to a quote, you can view those notes.

Y ou can view the notes added to a quote when performing any of the following tasks:

=

Viewing the quote summary
Modifying the quote details
Viewing the approval summary
Presenting a quote to a customer
Viewing alternative quotes
Generating a Proposal
Reworking a quote

Converting a quote to an order
Abandoning a quote

Thistopic describes how to view the notes added to a quote when viewing the quote summary or modifying
the details of a quote.

To view the notes added to a quote:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform one of the following:
Click the View/Add Notes hyperlink.

Under the Tasks panel, click M odify Quote. In the Quote Details screen, click the View/Add
Notes hyperlink.

6. TheNotesdiaog box displaysthe notes that have been added so far. To filter the notes that you want to
view, perform the following steps:

Select the note type from the Filter by Note Type* drop-down list to display only the notes of a
particular note type. For example, select All from the drop-down list to view all the notes.

Select the Show System Gener ated Notes check box to display the notes that are automatically
generated by the system.

7. Click Closeto close the Notes dialog box.
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Add a Product to a Quote

Y ou can add a product to a quote as either aquote line or arecommended line. Recommended products are
products that you recommend to a customer in addition to the list of products the customer has requested
for. When recommended products are added to aquote, these products are not taken into consideration when
the quote’s profit margin and the quote total are calculated.

After adding the products, you can adjust the price of the products and define the quantity of the products
before presenting the quote to a customer.

Notes:

= You can only add the products that are available in the catal og of the enterprise for which the quote is
created.

= You canonly add productsto aquote. You cannot add provided services or delivery servicesto aquote.

Before you add a product to a quote, you can check the product’ s availability. For more information about
checking the product’ s availability, refer to the topic "View Product Details and Check Availability".

To add a product to a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
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Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Lines tab to add a product as a quote line.
Click the Recommended Linestab to add a product as a recommended line.

7. Perform either of the following tasks:
Click Enter the Product 1D, enter the complete Product ID of the product you want to add to the
guote, and then click =~.
Note: If multiple products exist with the same Product 1D you enter in the box, an error messageis
displayed.
Search for the product that you want to add to the quote by clicking Browse. The Product Search
dialog box displaysthe list of available products. If a product is configurable, the E}; Product is

configurableis displayed adjacent to the product. To add a product to the quote, perform one of
the following tasks and click Close:

- Click Add to Quote to add a product to the quote.

- Click Select Variation Product to select avariation product and add it to the quote. Click the
Variation Productstab. Select the appropriate options and click Add to Quote.

- To view the product details and add the product to the quote, click the <short description of
product (Product I D)> hyperlink. Click Add to Quote.

8. The product isdisplayed in the list of products displayed under the Products tab. In the box under the
Quantity column, enter the appropriate quantity.

Note: If the product is a bundle product, the unit price of the product is displayed based on the bundle
pricing strategy that has been configured for that product.

9. Click Save.

The product is added to the quote and the unit of measure (UOM), unit price, adjustments, and line
total are automatically populated.

Note: An error message isthrown if the product is a configurable product and the product has not been
configured. To add the product to the quote, you must first configure the product.
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Adjust the Price of a Product in a Quote

Y ou can adjust the price of the productsin a quote by specifying new pricing rules for the products. For
example, you might want to offer adiscount of 5% on all the productsin the quote as part of a promotional
offer.

When performing adjustments to the price of the products in a quote, you can view the customer’s rating
and the metrics used to calculate the rating. Thisinformation can help you determine the adjustmentsto be
applied to the price of theitemsin a gquote.

To arrive at an appropriate price for a product line in a quote, you can refer to the Discount Advisor. The
Discount Advisor provides agraphical representation of the minimum, maximum, and average adjustments
provided to the product line in the past.

Notes:

Y ou can use the Discount Advisor only for asingle product linein a quote.

When you adjust the price of multiple productsin a quote, you can neither view nor remove any of
the pricing rules that were applied to the products earlier.

To adjust the price of multiple productsin a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.
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5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Linestab to adjust the price of multiple quote product lines.
Click the Recommended Linestab to adjust the price of multiple recommended product lines.

7. Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID as the search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

The total number of lines displayed on the pageis displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recordsto retrieve all the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

8. (Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

9. Select the check boxes corresponding to the products for which you want to adjust the price. Click
Add Line Adjustment.

10. The Add Line Adjustment dialog box is displayed. Perform the following steps:

a. Toview the metrics used to calculate the customer’srating, click the View Details hyperlink
displayed adjacent to the Customer Rating field. The Customer Rating Details dialog box is
displayed. You can view the metrics such as the customer’s lifetime revenue, the average customer
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lifetime revenue, the customer’s revenue in the previous year, the average customer revenuein the
previous year, and so on. Click Close to close the Customer Rating Details dialog box.

Notes:
- The View Details hyperlink is displayed based on the configuration.
- The View Details hyperlink is disabled if there is no information available to display the metrics.

b. Tousethe Discount Advisor to view the adjustments provided to the product in quotes on earlier
occasions, click Discount Advisor. The Discount Advisor dialog box is displayed. Perform either
of the following tasks, and click Close:

- Click the Industry tab to view the minimum, maximum, and average adjustments provided to
customers who belonged to the same industry as the customer in context.

- Click the Category tab to view the minimum, maximum, and average adjustments provided to
products that belong to the same category as the product you have selected.

Note: If you select multiple product lines, the Discount Advisor button is disabled, with the
tooltip indicating that you can use the Discount Advisor only for asingle line and not multiple
lines.

c. Fromthe Adjustment drop-down list, select the manual pricing rule, and click Add.
Note: You can add amanual pricing rule only once.

d. Inthebox under the Adjustment column, enter the absolute adjustment or percentage adjustment
to be applied to the products.

e. Click Save.

The Add Line Adjustment dialog box is closed and the Quote Details screen is displayed with the
updated pricing adjustments.
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Modify the Price of a Product in a Quote

Y ou can modify the price of aproduct in aquote by adding anew pricing rule, removing an existing pricing
rule, or modifying the amount to be discounted from the price as part of a pricing rule. For example, let us
suppose that you have applied a pricing rule to a product under which a customer gets a discount of $100 if
the customer buys three of those products. If you want to increase the discount to $110, you can adjust the
price of the product accordingly. Y ou can adjust the price of a quote line and a recommended line.

When modifying the price of a product in aquote, you can view the customer’ srating and the metrics used
to calculate the rating. Thisinformation can help you determine the adjustments to be applied to the price
of theitemsin aquote. Additionally, to arrive at an appropriate price when modifying the price of aproduct
in aquote, you can refer to the Discount Advisor. The Discount Advisor provides agraphical representation
of the minimum, maximum, and average adjustments provided to the product in the past.

To modify the price of aproduct in aquote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click 2, . The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Search.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.
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6.

10.

The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Linestab to adjust the price of a quote product line.
Click the Recommended Linestab to adjust the price of arecommended product line.

Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

C. (Optional) Enter the Product ID as the search criteriain the Find Products Within Quote box,
and click @,

Thelist of products that match the search criteriais displayed.

The total number of lines displayed on the pageis displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Click the M odify hyperlink displayed under the Adjustment column to adjust the price for a product
line.

Note: The M odify hyperlink is displayed only if amanual pricing rule has been added to the product
line.

The Adjust Line Price dialog box displays the list of manual pricing rules applied to the product line.

Note: If amanual pricing rule has not been applied to the product line, the [, icon is displayed under

the corresponding Rule 1D column. When you move the pointer over thisicon, the reason for the
adjustments not being applied is displayed.

Perform any of the following steps:

To view the metrics used to calculate the customer’s rating, click the View Details hyperlink
displayed adjacent to the Customer Rating field. The Customer Rating Details dialog box is
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displayed. You can view the metrics such as the customer’s lifetime revenue, the average customer
lifetime revenue, the customer’s revenue in the previous year, the average customer revenue in the
previous year, and so on. Click Close to close the Customer Rating Details dialog box.

Notes:
- The View Details hyperlink is displayed based on the configuration.
- The View Details hyperlink is disabled if there is no information available to display the metrics.

To use the Discount Advisor to view the adjustments provided to the product in quotes on earlier
occasions, click Discount Advisor. The Discount Advisor dialog box is displayed. Perform either
of the following tasks, and click Close:

- Click the Industry tab to view the minimum, maximum, and average adjustments provided to
customers who belonged to the same industry as the customer in context.

- Click the Category tab to view the minimum, maximum, and average adjustments provided to
products that belong to the same category as the product you have selected.

To add a different pricing rule, select the manual pricing rule from the Adjustment drop-down list
and click Add. The pricing ruleisdisplayed in the list of pricing rules. In the box under the
Adjustment column, enter the absol ute adjustment or percentage adjustment to be applied under
the pricing rule.

Note: You can add amanual pricing rule only once.

To delete a pricing rule from the list of pricing rules, click & adjacent to the corresponding
pricing rule.

To modify the adjustment that isto be applied under a pricing rule, enter the appropriate absolute
adjustment or percentage adjustment in the corresponding box under the Adjustment column.

11. Click Saveinthe Adjust Line Price dialog box to save your changes.
The Quote Details screen is displayed with the updated pricing adjustments.
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Adjust the Quote Price

Y ou can perform header-level pricing adjustments for a quote. For example, as part of the holiday season
sale, you may want to offer aflat discount of $1,000 on a quote.

Additionally, when adjusting the quote price, you can view the customer’ s rating and the metrics used to
calculate the rating. This information can help you determine the adjustments to be applied to the quote
price.

To adjust the quote price:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.
6. The Quote Details screen is displayed, with the Products tab highlighted. Click Adjust Price.
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7. TheAdjust Price dialog box displays the list of manual pricing rules, if any, applied to the quote.

Note: If amanual pricing rule has not been applied to the quote, the [ icon is displayed under the

corresponding Rule I D column. When you move the pointer over thisicon, the reason for the
adjustments not being applied is displayed.

Perform the following tasks:

To view the metrics used to calculate the customer’s rating, click the View Details hyperlink
displayed adjacent to the Customer Rating field. The Customer Rating Details dialog box is
displayed. You can view the metrics such as the customer’s lifetime revenue, the average customer
lifetime revenue, the customer’s revenue in the previous year, the average customer revenuein the
previous year, and so on. Click Close to close the Customer Rating Details dialog box.

Notes:
- The View Details hyperlink is displayed based on the configuration.
- The View Details hyperlink is disabled if thereis no information available to display the metrics.

To add adifferent pricing rule, select the manual pricing rule from the Adjustment drop-down list
and click Add. The pricing ruleis displayed in the list of pricing rules. In the box under the
Adjustment column, enter the absol ute adjustment or percentage adjustment to be applied under
the pricing rule.

Note: You can add a manual pricing rule only once.

To delete a pricing rule from the list of pricing rules, click & adjacent to the corresponding
pricing rule.

To modify the adjustment that isto be applied under a pricing rule, enter the appropriate absolute
adjustment or percentage adjustment in the corresponding box under the Adjustment column.

8. Click Save.
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Move a Product to the Recommended Lines in a Quote

A quote can have quote products and recommended products. Recommended products are productsthat you
recommend to a customer in addition to the list of products a customer has requested. Y ou can move a
product in a quote to the list of products you want to recommend to the customer.

To move a product to the list of recommended products:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.
The Quote Details screen is displayed, with the Products tab highlighted. Click the Quote Lines tab.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.
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Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @ .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, a warning message is displayed.

8. (Optional) To clear thefilter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

9. Select the check boxes adjacent to the products that you want to move to the list of recommended
products. Click More and then click M ove To Recommended Lines.

The selected product is automatically moved to the list of recommended products, and is no longer
displayed in thelist of products under the Quote Linestab.

10. Click Save.
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Move a Recommended Product to a Quote

A quote can have quote products and recommended products. Recommended products are productsthat you
recommend to a customer in addition to the list of products a customer has requested. Y ou can move a
recommended product to aquote. For example, after adding atelevision to aquote, you recommend ahome
theater to the customer. If the customer accepts the recommendation, you can move the home theater to the
quote.

To move arecommended product to a quote:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Click the Recommended
Linestab.
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7. Thelist of recommended productsis displayed. To narrow down the list of products displayed,
perform the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

8. (Optional) To clear thefilter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

9. Select the check boxes adjacent to the products you want to move to the quote. Click M ore and then
click Move To Quote Lines.

The selected product is moved to the quote, and is no longer displayed in the list of products under the
Recommended Lines tab.

10. Click Save.
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View the Quote Price for a Different Pricing Date

The pricing date of a quote is the date on which the quote is created. The quote price and the pricing
adjustments applied to the quote may differ based on the pricing date. Y ou can view the quote price and
adjustments that are valid for a particular date by modifying the pricing date of the corresponding quote.

To view the quote price for a different pricing date by modifying the pricing date of the quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Click = adjacent to the

Pricing Date field and select a different pricing date. The initial pricing date of a quote is the date on
which the quote is created.

7. Click Save.
The Quote Details screen is refreshed with the updated pricing information.
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Modify a Product’s Quantity in a Quote
After adding a product to a quote, you can modify the quantity of the product. For example, you may want
to either increase or decrease the quantity of the product based on the requirements of the customer.
To modify a product’ s quantity in a quote:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click Modify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Lines tab to modify the quantity of a quote product line.
Click the Recommended L inestab to modify the quantity of arecommended product line.
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7.

10.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.

Click No to close the message box and return to the Quote Details screen.
In the box under the Quantity column, enter the appropriate quantity for the corresponding product.
Click Save.

The Quote Details screen is refreshed, and the modified quantity is displayed along with the modified
adjustments and quote total.
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Add a Note to a Product in a Quote

Notes in aguote can be used as an information repository to track a quote through itslife cycle, and for
future references. Y ou can add new notes to a product in aquote. For example, you can add an internal note
describing a customer’ s feedback about the discounts offered on a product.

To add anoteto a product in a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Lines tab to add notes to a quote product line.
Click the Recommended L ines tab to add notes to a recommended product line.
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7.

10.

11.

12.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Select the check box adjacent to the corresponding product, click M ore, and then click View/Add
Notes. Alternatively, click i3 adjacent to the corresponding product to which you want to add a note.

Note: The [ i iconisdisplayed only if there are any notes added to the product.
The Notes dialog box is displayed. Perform the following steps:

In the Note Text box, enter appropriate notes.

From the Note Type drop-down list, select the note type for the note.

Select the For internal use only check box to indicate that the note is meant for internal viewing
only. If you select this check box, the note will be displayed only to internal users, and not to
customers.

Select the Mark priority as high check box if the note is of high priority.
Click Add Note.
Note: It is mandatory that you enter the note text.
Click Close to close the Notes dialog box and return to the Quote Details screen.
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View the Notes Added to a Product in a Quote
Notes in aguote can be used as an information repository to track a quote through itslife cycle, and for
future references. Y ou can view the notes that have been added to a product in a quote.
To view the notes that have been added to a product in a quote:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click Modify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Lines tab to view the notes added to a quote product line.
Click the Recommended L inestab to view the notes added to a recommended product line.
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7.

10.

11

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .
Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Select the check box adjacent to the corresponding product, click More, and then click View/Add
Notes. Alternatively, click [i5 adjacent to the corresponding product for which you want to view the

notes.
Note: The [ i iconisdisplayed only if there are any notes added to the product.

The Notes dialog box displays the notes that have been added to the product so far. To filter the notes
you want to view, perform the following steps:

Select the note type from the Filter by Note Type* drop-down list to display only the notes of a
particular note type. For example, select All from the drop-down list to view all the notes.

Select the Show System Generated Notes check box to display the notes that are automatically
generated by the system.

Click Close to close the Notes dialog box.
The Quote Details screen is displayed.
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Add a Related Product of a Product to a Quote

A related product is a product that is associated with another product by way of a predefined relationship.
For example, a desktop computer can have a printer asarelated product , with the printer defined as a
cross-sell product for the desktop computer.

If aproduct in aquote hasrelated products, you can add them to the quote as separate products. For example,
if you have aquotewithan LCD TV that hastwo related products, aDV D player and two speakers, you can
add the DV D player as a separate product in the quote.

Note: A related product in a quote is always associated to a parent product. Therefore, if you delete the
parent product from the quote or from the list of recommended products, the related product is also
deleted.

To add arelated product of a product to a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

© IBM Corporation 2011 151



6.

10.

11
12.

The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Lines tab to add related products of a quote product line to the quote.

Click the Recommended Linestab to add related products of arecommended product line to the
quote.

Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select this to display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID as the search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

The total number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recor dsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or a recommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Select the check box adjacent to the corresponding product whose related product you want to add to
the quote, click M ore, and then click View Related Products.

The Related Products dialog box, containing the list of related products associated with the product, is
displayed. Select the check box adjacent to the corresponding product and click Add As QuoteLine.

Click Close to close the Related Products dialog box and return to the Quote Details screen.
Click Save in the Quote Details screen.
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Add a Related Product of a Product as a Recommended
Product

A related product is a product that is associated with another product by way of a predefined relationship.
For example, a desktop computer can have a printer as arelated product, with the printer defined asa
cross-sell product for the desktop computer.

If aproduct in a quote has related products, you can view those related products and add them to the list of
recommended products. For example, let us suppose that you have a quote with an LCD TV that has two
related products, a DV D player, and two speakers. If you want to recommend the DV D player to the
customer, you can add the DVD player to the list of recommended products.

Note: A related product in a quote is always associated to a parent product. Therefore, if you delete the
parent product from the quote or from the list of recommended products, the related product is also
deleted.

To add arelated product of a product as a recommended product:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
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6.

10.

11.
12.

Click the Edit hyperlink in the Lines panel.

The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Linestab to add related products of a quote product line as a recommended
product line.

Click the Recommended Linestab to add related products of arecommended product line as a
new recommended product line.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, a warning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or a recommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Select the check box adjacent to the corresponding product whose related product you want to add asa
recommended product, click M ore, and then click View Related Products.

The Related Products dialog box, containing the list of related products associated with the product, is
displayed. Select the check box adjacent to the corresponding product and click Add As
Recommended Line.

Click Close to close the Related Products dialog box and return to the Quote Details screen.
Click Save in the Quote Details screen.
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Adjust the Price of a Bundle Component in a Quote

A bundle product is a product comprising multiple products. A bundle comprises a parent product and one
or more component products. Y ou can view the components of a bundle product in a quote and adjust the
price of the components.

When performing adjustmentsto the price of the bundle componentsin aquote, you can view the customer’s
rating and the metrics used to calcul ate the rating. Thisinformation can help you determine the adjustments
to be applied to the price of the bundle componentsin the quote.

To arrive at an appropriate price for abundle line in aguote, you can refer to the Discount Advisor. The
Discount Advisor providesagraphical representation of the minimum, maximum, and average adjustments
provided to the bundle line in the past.

Notes:
Y ou can use the Discount Advisor only for asingle bundle line in a quote.

When you adjust the price of multiple bundle components in a quote, you can neither view nor
remove any of the pricing rules that were applied to the products earlier.

To adjust the price of the bundle components in a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.
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5.

6.

10.

The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Linestab to adjust the price of the bundle components of a quote product line.

Click the Recommended Lines tab to adjust the price of the bundle components of a
recommended product line.

Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select this to display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID as the search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

The total number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recor dsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or a recommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Click [ adjacent to the product for which you want to adjust the price of component products.

Note: The EH iconisdisplayed only if the product is a bundle product.

The Component Pricing dialog box displays the details of the parent product and its components, such
as the quantity, line total, unit price, and so on. Select the check boxes corresponding to the products
for which you want to adjust the price, and click Add Line Adjustment.

Notes:
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The unit price of the parent product and its components is displayed based on the bundle pricing
strategy that has been configured for the product. The unit priceis displayed as follows:

- If the bundle pricing strategy has been configured such that the price of the bundle product is
calculated based on both the parent product and its component products, the unit price of the
parent product is displayed along with the sum of the unit price of the componentsin the Parent
panel.

- If the bundle pricing strategy has been configured such that the price of the bundle product is
calculated based only on the parent product, only the unit price of the parent product is displayed
in the Parent panel. In this scenario, the unit price and the line total of the product lines are not

displayed.
The Add Line Adjustment button is enabled only if the bundle pricing strategy for the parent

product has been configured such that the price of the bundle product is calculated based only on
the component products or both the parent product and its component products.

11. The Add Line Adjustment dialog box is displayed. Perform the following steps:

a. Toview the metrics used to calculate the customer’srating, click the View Details hyperlink
displayed adjacent to the Customer Rating field. The Customer Rating Details dialog box is
displayed. You can view the metrics such asthe customer’s lifetime revenue, the average customer
lifetime revenue, the customer’s revenue in the previous year, the average customer revenuein the
previous year, and so on. Click Close to close the Customer Rating Details dialog box.

Notes:
- The View Details hyperlink is displayed based on the configuration.
- The View Details hyperlink is disabled if there is no information available to display the metrics.

b. To usethe Discount Advisor to view the adjustments provided to the product in quotes on earlier
occasions, click Discount Advisor. The Discount Advisor dialog box is displayed. Perform either
of the following tasks, and click Close:

- Click the Industry tab to view the minimum, maximum, and average adjustments provided to
customers who belonged to the same industry as the customer in context.

- Click the Category tab to view the minimum, maximum, and average adjustments provided to
products that belong to the same category as the product you have selected.

Note: If you select multiple product lines, the Discount Advisor button is disabled, with the
tooltip indicating that you can use the Discount Advisor only for asingle line and not multiple
lines.

c. Fromthe Adjustment drop-down list, select the manual pricing rule, and click Add.
Note: You can add amanual pricing rule only once.

d. Inthebox under the Adjustment column, enter the absolute adjustment or percentage adjustment
to be applied to the products.

e. Click Save.

The Add Line Adjustment dialog box is closed and the Component Pricing dialog box is displayed
with the updated pricing adjustments.

12. Click Closeto close the Component Pricing dialog box.
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Modify the Price of a Bundle Component in a Quote

A bundle product is a product comprising multiple products. A bundle comprises a parent product and one
or more component products. Y ou can view the components of a bundle product in a quote and modify the
price of the component products. For example, let us suppose that you have a home theater system
comprising aDVD player, awoofer, and two speakers. If you want to increase the discount offered on the
speakers by 5% because the customer has insisted that the quote will not be accepted unless you increase
the discount, you can adjust the price of the speakers accordingly.

When modifying the price of a bundle component in a quote, you can view the customer’ s rating and the
metrics used to calculate the rating. Thisinformation can help you determine the adjustments to be applied
to the price of the bundle component in the quote. Additionally, to arrive at an appropriate price when
modifying the price of abundle component in aquote, you can refer to the Discount Advisor. The Discount
Advisor provides agraphical representation of the minimum, maximum, and average adjustments provided
to the product in the past.

To modify the price of a bundle component in a quote:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
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6.

10.

Click the Edit hyperlink in the Lines panel.

The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:

Click the Quote Linestab to adjust the price of the bundle components of a quote product line.

Click the Recommended Lines tab to adjust the price of the bundle components of a
recommended product line.

Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select this to display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID as the search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

The total number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin thelines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or a recommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Click [ adjacent to the product for which you want to adjust the price of component products.

Note: The [ iconisdisplayed only if the product is a bundle product.

The Component Pricing dialog box displays the details of the parent product and its components, such
as the quantity, line total, unit price, and so on. Click the M odify hyperlink displayed under the
Adjustment column to adjust the price of a product line.

Notes:

The unit price of the parent product and its components is displayed based on the bundle pricing
strategy that has been configured for the product. The unit priceis displayed as follows:
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- If the bundle pricing strategy has been configured such that the price of the bundle product is
calculated based on both the parent product and its component products, the unit price of the
parent product is displayed along with the sum of the unit price of the componentsin the Parent
panel.

- If the bundle pricing strategy has been configured such that the price of the bundle product is
calculated based only on the parent product, only the unit price of the parent product is displayed
in the Parent panel. In this scenario, the unit price and the line total of the product lines are not
displayed.

The Modify hyperlink is displayed only if amanual pricing rule has been added to the product
line.

11. The Adjust Line Price dialog box is displayed, showing the list of manual pricing rules applied to the
product line.
Note: If amanual pricing rule has not been applied to the product line, the [ icon is displayed under

the corresponding Rule I D column. When you move the pointer over thisicon, the reason for the

adjustments not being applied is displayed.

Perform any of the following steps:
To view the metrics used to calculate the customer’s rating, click the View Details hyperlink
displayed adjacent to the Customer Rating field. The Customer Rating Details dialog box is
displayed. You can view the metrics such asthe customer’s lifetime revenue, the average customer

lifetime revenue, the customer’s revenue in the previous year, the average customer revenuein the
previous year, and so on. Click Close to close the Customer Rating Details dialog box.

Notes:
- The View Details hyperlink is displayed based on the configuration.
- The View Details hyperlink isdisabled if there is no information available to display the metrics.

To use the Discount Advisor to view the adjustments provided to the product in quotes on earlier
occasions, click Discount Advisor. The Discount Advisor dialog box is displayed. Perform either
of the following tasks, and click Close:

- Click the Industry tab to view the minimum, maximum, and average adjustments provided to
customers who belonged to the same industry as the customer in context.

- Click the Category tab to view the minimum, maximum, and average adjustments provided to
products that belong to the same category as the product you have selected.

To add adifferent pricing rule, select the manual pricing rule from the Adjustment drop-down list
and click Add. The pricing ruleis displayed in the list of pricing rules. In the box under the
Adjustment column, enter the absol ute adjustment or percentage adjustment to be applied under
the pricing rule.

Note: You can add a manual pricing rule only once.

To delete a pricing rule from the list of pricing rules, click && adjacent to the corresponding
pricing rule.

To modify the adjustment that isto be applied under a pricing rule, enter the appropriate absolute
adjustment or percentage adjustment in the corresponding box under the Adjustment column.
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12. Click Saveinthe Adjust Line Price dialog box to save your changes.
13. Click Close to close the Component Pricing dialog box.
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Add a Note to a Bundle Component in a Quote
A bundle product is a product comprising multiple products. A bundle comprises a parent product and one
or more component products. Y ou can add notes to the components of a bundle product in a quote.
To add a note to a bundle component in a quote:
1. Loginto Sterling Field Sales.
2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click Modify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following steps:

Click the Quote Lines tab to add notes to the bundle components of a quote product line.

Click the Recommended L ines tab to add notes to the bundle components of a recommended
product line.
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7.

10.

11

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Click H adjacent to the product to whose bundle component you want to add notes.

Note: The E icon isdisplayed only if the product is abundle product.

The Component Pricing dialog box displays the details of the product, which is the bundle parent, and
its components, such as the quantity, line total, unit price, and so on. Select the check box adjacent to
the corresponding component product, click More, and then click View/Add Notes. Alternatively,

click |5 adjacent to the corresponding component product to which you want to add a note.

Note: The g icon isdisplayed only if there are any notes added to the component product.
The Notes dialog box is displayed. Perform the following tasks:

In the Note Text box, enter appropriate notes.

From the Note Type drop-down list, select the note type for the note.

Select the For internal use only check box to indicate that the note is meant for internal viewing
only. If you select this check box, the note will be displayed only to internal users, and not to
customers.

Select the Mark priority as high check box if the noteis of high priority.
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12. Click Add Note.
Note: It is mandatory that you enter the note text.
13. Click Closeto close the Notes dialog box and return to the Component Pricing dialog box.
14. Click Close to close the Component Pricing dialog box and return to the Quote Details screen.
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View the Notes Added to a Bundle Component in a Quote

A bundle product is a product comprising multiple products. A bundle comprises a parent product and one
or more component products. Y ou can view the notes added to the components of a bundle product in a
quote.

To view the notes added to a bundle component in a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following steps:

Click the Quote Lines tab to view the notes added to the bundle components of a quote product
line.

Click the Recommended L inestab to view the notes added to the bundle components of a
recommended product line.
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7.

10.

11

12.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

Click EH adjacent to the product to whose component you want to add notes.

Note: The EH icon is displayed only if the product is a bundle product.

The Component Pricing dialog box displays the details of the product and its components, such as the
quantity, line total, unit price, and so on. Select the check box adjacent to the corresponding

component product, click More, and then click View/Add Notes. Alternatively, click [ adjacent to
the corresponding component product to which you want to add a note.

Note: The |} icon isdisplayed only if there are any notes added to the component product.

The Notes dialog box displays the notes that have been added so far. To filter the notes you want to
view, perform the following tasks:

Select the note type from the Filter by Note Type* drop-down list to display only the notes of a
particular note type. For example, select All from the drop-down list to view all the notes.

Select the Show System Generated Notes check box to display the notes that are automatically
generated by the system.

Click Closeto close the Notes dialog box.

© IBM Corporation 2011 166



13. Click Close to close the Component Pricing dialog box and return to the Quote Details screen.

© IBM Corporation 2011 167



Configure or Reconfigure a Product in a Quote

A configurable product is a product that is available with different options. Y ou can choose the options
based on a customer’ s requirements. For example, a bicycle may be available with the following options:
four types of frames and three types of wheels. A preconfigured product is a configurable product that has
one or more options already configured for it. For example, abicyclethat isavailable with a particular type
of frame and whedl. If a quote contains either a configurable product or a preconfigured product, you can
either configure the product or change the configuration of the preconfigured product respectively. For
example, if acustomer islooking for abicyclewith aparticular type of frame, you can configure the bicycle
according to the customer’ s requirements before presenting the quote to the customer.

To configure or reconfigure a product:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click Modify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following tasks:
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7.

10.

Click the Quote Lines tab to configure or reconfigure a quote product line.
Click the Recommended L inestab to configure or reconfigure a recommended product line.

Thelist of productsin the quoteis displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor ds to retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

(Optional) To clear the filter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.
Perform either of the following tasks:

Click [% adjacent to the product that you want to configure.

Click % adjacent to the product that you want to reconfigure.

The Product Configurator dialog box, containing the available options, is displayed. Perform one of
the following tasks:

Select the appropriate options and click Save.
Select the appropriate options. Click Review And Buy and then click Save.

Note: Either the Save button or the Review And Buy button is displayed based on the
configuration.

The Product Configurator dialog box is closed.
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Delete a Product from a Quote

Y ou can delete a product from a quote. For example, a customer may have had a change of mind and may
not want to purchase a particular product in which the customer had shown interest earlier. In such a
scenario, you can delete the product from the quote before presenting the quote to the customer.

To delete a product from a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:
Under the Tasks panel, click M odify Quote.
Click the Edit hyperlink in the Lines panel.

6. The Quote Details screen is displayed, with the Products tab highlighted. Perform either of the
following steps:

Click the Quote Linestab to delete a quote product line.
Click the Recommended L ines tab to delete arecommended product line.
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7. Thelist of productsin the quote is displayed. To narrow down the list of products displayed, perform
the following steps:

a. Click the Show Filter Options hyperlink.
b. Select either of the following radio buttons:
All Lines: Select thisto display all the products that match the search criteria.

Lines Pending Approval: Select thisto display only the products that match the search criteria
and are pending approval.

c. (Optional) Enter the Product ID asthe search criteriain the Find Products Within Quote box,
and click @, .

Thelist of products that match the search criteriais displayed.

Thetotal number of lines displayed on the page is displayed at the bottom of the page. By default, the
first 100 lines are displayed. Click Get M ore Recor dsto retrieve the next set of lines, and click Get
All Recordsto retrieve al the lines that match the search criteria. Y ou can sort the lines by the Line #,
Product 1D, and Quantity in either an ascending order or a descending order. For example, to sort the
lines by Quantity in an ascending order, move the pointer over the Quantity column, click -, and
select Sort Ascending.

Note: When you sort the lines, sorting is performed on the server side. Therefore, when you sort the
lines, al the lines that match the search criteria are considered for sorting. If there are any unsaved
changesin the lines, and you try to sort the lines, awarning message is displayed.

8. (Optional) To clear thefilter options, click the Hide And Clear Filter hyperlink. If there are any
unsaved changes in a quote product line or arecommended product line, a message asking you for
confirmation is displayed. Perform either of the following tasks:

Click Yesto proceed without saving the changes.
Click No to close the message box and return to the Quote Details screen.

9. Click &2 adjacent to the product that you want to delete. Alternatively, perform the following steps:
a.  Select the check box adjacent to the products you want to delete.
b. Click Moreand then click Delete.

10. A message asking you for confirmation is displayed. Click Yes.

11. The product is no longer displayed in thelist of products displayed under the Products tab. Click
Save.

Note: If you do not click Save, the product will not be deleted from the quote.
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Define the Payment Terms and Shipment Terms for a Quote

After aquote is created, you can define the payment terms and shipment terms that are bound to the quote.
For example, you can specify the period within which the payment is to be made by the customer or the
carrier service that will be used for fulfilling the products in the quote if the quoteis converted to an order.

To define the payment terms and shipment terms for a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following tasks:

Under the Tasks panel, click Modify Quote. The Quote Details screen is displayed. Click the
Termstab.

Click the Edit hyperlink in the Terms panel. The Quote Details screen is displayed, with the
Termstab highlighted.

6. Perform the following tasks:

From the Payment Term drop-down list, select the payment term to be applied to the quote, for
example, Net 30, Net 10, and so on. The payment term is used to specify the time frame a
customer is entitled to for paying the amount due if the quote is converted to an order.
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From the Carrier Service drop-down list, select the carrier service to be used for the quote, for
example, FedEx, UPS, and so on. The carrier service isthe transportation service provider that will
be used to deliver the products in the quote if the quote is converted to an order.

From the L evel of Service drop-down list, select the level of service to be used for the quote. The
level of service determines the way in which the order will be fulfilled if the quote is converted to
an order. For example, you may choose to either have the products delivered using a normal speed
carrier service or an express carrier service. Note that the shipping charges may differ based on the
level of service you select.

Click = adjacent tothe Requested Delivery Date field to select the requested delivery date for

the quote. The requested delivery date is the date on which the products in the quote have been
requested for delivery. For example, a customer may want a certain product in the quote to be
delivered on Christmas eve.

In the Shipment I nstruction box, enter the appropriate shipment instructions. For example, if the
product is afragile product, you can provide specific shipping instructions, saying that the
container in which the product is being shipped must have alabel reading FRAGILE, DO NOT
DROP.

7. Click Save.
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View Quote Summary

Y ou can search for a quote and view the quote details.

Y ou can view the following information in the Quote Summary screen:

=

Quote header-level information
Customer details

Pricing summary

Payment and shipment terms
Quotelines

Notes

To view aquote summary:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and
then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. The following table describes the fields displayed in the
Quote Summary screen:

Field

Description

<Customer information
or customer contact
information, including
name, phone number,
and e-mail address>

The details of the consumer customer or the business customer contact are displayed,
including the name, phone number, and e-mail address.

Status

The status of the quote. A quote can be in one of the following statuses:
¢ Created - This indicates that the quote has been created.

Note: If a quote is pending approval, the I:é icon is displayed to indicate that the
quote has been put on hold. If the reques't for approval of a quote has been rejected
by an approver, the €3 icon is displayed.

¢ Approved - This indicates that the quote has been approved.

¢ Presented - This indicates that the quote has been presented to the customer.
¢ Accepted - This indicates that the quote has been accepted by the customer.
¢ Rejected - This indicates that the quote has been rejected by the customer.

¢ Ordered - This indicates that the quote has been converted to an order.

¢ Abandoned - This indicates that the quote has been abandoned.

Quote ID

The unique identifier of the quote.

An icon along with a text
indicator for the primary
guote

Identifies whether the quote is a primary quote or not.

Opportunity Name

The name of the opportunity with which the quote is associated. Click the opportunity
name hyperlink to view the details of the opportunity.

Expiration Date

The date by which the quote will expire. If the expiration date is not specified before the
quote is presented to the customer, the /1, icon is displayed. When you move the
pointer over this icon, the following message is displayed:

"If sent to the customer today, this date will be <current date + Default Expiration Period
(Number Of Days) rule>"

Pricing Date

The pricing date of the quote. The prices of the products in the quote are calculated
based on this date.

Anticipated Close Date

The date on which the quote is closed. This is the date by which the opportunity, which
the quote is associated with, is expected to be closed.

Owner ID

The identifier of the owner of the opportunity with which the quote is associated.
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Field Description

Co-Owner ID The identifier of the co-owner of the opportunity with which the quote is associated. A
co-owner is the secondary owner of an opportunity.

An icon along with a text Identifies whether the quote is a primary quote or not.
indicator for the primary
quote

Additionally, you can view the following information:

= Inthe Customer panel, you can view the following information:

Billing Address: The bill to address of the business customer contact or the consumer customer for
which the quote has been created.

Shipping Address: The ship to address of the business customer contact or the consumer customer
for which the quote has been created.

Additionally, if the customer is a business customer, the name of the company is displayed.
= InthePricing Summary panel, you can view the following information:
Line Sub Total: The quote’s line subtotal.
Adjustments: The adjustments applied to the quote.
Shipping: The shipping costs of the quote.
Taxes: The tax amount applied to the quote.

Total: The quote'stotal. Thisisthe total amount that will be charged to the customer after taking
into account all the adjustments, charges, and taxes applied to the quote.

Profit Margin: The profit margin that will be earned from the quote if the quote is converted to an
order. Thisis displayed as a percentage. For example, a profit margin of 20% means a profit of $20
from every $100 that is earned from the quote.

= Inthe Terms panel, you can view the following information:

Payment Term: The payment term to be used for the quote. The payment term is used to specify
the time frame a customer is entitled to for paying the amount due if the quote is converted to an
order.

Requested Delivery Date: The requested delivery date for the quote. The requested delivery dateis
the date on which the products in the quote have been requested for delivery. For example, a
customer may want a certain product in the quote to be delivered on Christmas eve.

Carrier: The carrier service to be used for the quote. The carrier service is the transportation
service provider that will be used to deliver the productsin the quote if the quote is converted to an
order.

Level of Service: Thelevel of service for the quote. The level of service determines the way in
which the order will befulfilled if the quote is converted to an order. For example, you may choose
to either have the products delivered using a normal speed carrier service or an express carrier
service. Note that the shipping charges may differ based on the level of service you select.

= IntheLines panel, you can view al the productsin the quote along with the quantity and line total.
= Inthe Notes panel, you can view the notes added to the quote.
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Request Approval for a Quote

Y ou can present a quote to acustomer only if the quoteisin the Approved status. Y ou can place arequest
for a quote to be approved. However, you can place the request for approval only if all the productsin the
guote have been validated. If any of the products in the quote fails validation, you must modify the quote
appropriately before you request approval for the quote.

After you place arequest for approval of aquote, the quote will be automatically approved if the quote does
not require any approval. If the quote requires approval, the quote must be approved by al the approvers
before it can be presented to a customer.

An approval isrequired for aquoteif any or al of the following conditions are met:

= Any of the productsin a quote violates an approval rule. For example, let us suppose that an approval
rule has been configured such that the quote requires approval every time the expiration date of the
guoteis modified. In such ascenario, if you modify the expiration date of the quote, the quote must be
approved by an approver before you can present it to a customer.

= Theadjustments applied to a quote or any of the productsin a quote under a manual pricing rule
exceed the maximum discount limit configured for arule. For example, if the maximum discount limit
configured for a32" LCD television under amanual pricing ruleis 5%, and you offer a discount of 7%
to a customer, the quote must be approved before you can present it to the customer.

If any of the productsin a quote requires approval, the [fZ; icon is displayed under the Product columnin

the Quote Details screen, with the tooltip indicating the reason why approval isrequired for the line. For
example, let us suppose that the maximum discount that can be applied to an LCD television under apricing
rule is 5%. During the process of negotiations with a customer, you may offer a 7% discount. In such a
scenario, you must send the quote for approval to your approver.

Note: Ensurethat you have made all the necessary modifications to the quote before sending the quote for
approval. After aquoteis sent for approval, you cannot perform any modifications to the quote.

To request approva for aquote:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.
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If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Request Approval.

If the quote has any product lines that have failed validation, the Validate Quote screenis
displayed. You can view the quote lines and recommended lines that have failed validation. You
must modify the quote appropriately before you can request approval of the quote.

If the quote does not require approval, the status of the quote is changed to Approved.

If the quote requires approval, the Approvals screen is displayed. The 55 iconis displayed
adjacent to the Statusfield to indicate that the quote is pending approval.

See also:
Validate a Quote
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View the Approval Summary of a Quote

Y ou can view the approval summary for a quote that is pending approval, or for aquote that is approved or
rejected. The approval summary displaysthelist of violations that require your approval. Additionally, if a
guote requires approval from multiple approvers, you can view the approval status against each approver.
For example, if a quote requires approval from the Sales Lead and the Sales Manager in the Sales
department, and the head of the Legal department, you can view the status of the approval against each of
these three users.

When viewing the approval summary of a quote, you can also view the customer’ s rating and the metrics
based on which the rating has been arrived at.

To view the quote approval summary:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following steps:
For aquote that is either approved or rejected: under the Tasks panel, click View Approvals.
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For aquote that is pending approval: under the Tasks panel, click Approvals.

The Approvals screen is displayed. The following table describes the fields displayed in the Approvals
screen:

Field Description

<Customer information The details of the consumer customer or the business customer contact are displayed,
or customer contact including the name, phone number, and e-mail address.

information, including

name, phone number,

and e-mail address>

Status The status of the quote. A quote can be in one of the following statuses:
¢ Created - This indicates that the quote has been created.

Note: If a quote is pending approval, the L‘é icon is displayed to indicate that the
guote has been put on hold. If the request for approval of a quote has been rejected
by an approver, the €3 icon is displayed.

¢ Approved - This indicates that the quote has been approved.

¢ Presented - This indicates that the quote has been presented to the customer.
¢ Accepted - This indicates that the quote has been accepted by the customer.
¢ Rejected - This indicates that the quote has been rejected by the customer.

¢ Ordered - This indicates that the quote has been converted to an order.

¢ Abandoned - This indicates that the quote has been abandoned.

Quote ID The unique identifier of the quote.

An icon along with a text  Identifies whether the quote is a primary quote or not.
indicator for the primary
guote

Opportunity Name The name of the opportunity with which the quote is associated.

Additionally, you can view the following information:

= Inthe Adjustment Considerations panel, you can view the customer’ s rating. To view the metrics
used to cal culate the customer’s rating, perform the following steps:

a. Click the View Details hyperlink.

The Customer Rating Details dialog box is displayed. You can view the metrics such as the
customer’s lifetime revenue, the average customer lifetime revenue, the customer’s revenuein the
previous year, the average customer revenue in the previous year, and so on.

Notes:

- The View Details hyperlink is displayed based on the configuration.

- The View Details hyperlink is disabled if thereis no information available to display the metrics.
b. Click Closeto close the Customer Rating Details dialog box.

= IntheApproval Trail panel, you can view the list of approvers who are involved in the approval
process and the status of the approval for each approver. If you are an approver for the quote, the row
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containing your name and team is automatically selected, and a panel is displayed with the list of
violations that you have already approved or have to approve.

= InthePricing Summary panel, you can view the following information:
Line Sub Total: The quote’s line subtotal.
Adjustments: The price adjustments applied to the quote.
Shipping: The shipping costs of the quote.
Taxes: The tax amount applied to the quote.

Total: The quote'stotal. Thisisthe total amount that will be charged from the customer after
taking into account all the adjustments, charges, and taxes applied to the quote.

Profit Margin: The profit margin that will be earned from the quote if the quote is converted to an
order. Thisisdisplayed as a percentage. For example, aprofit margin of 20% means a profit of $20
from every $100 that is earned from the quote.

= Inthe Notes panel, you can view the notes that have been added to the quote.
Y ou can perform the following tasks from the Approvals screen:

= View the Details of aLine Violating a Manual Pricing Rule

= Accept an Approval Reguest for a Quote

= Regect an Approval Request for a Quote

= Add aNoteto aQuote

= View the Notes Added to a Quote

= Modify Opportunity Details
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View the Details of a Line Violating a Manual Pricing Rule

Y ou can view the details of the line-level violations for a quote. For example, if you are an approver, you
may want to see the details of the violations before approving or rejecting the quote because you want to
verify whether the discount that has been offered isjustified or not.

To view the details of aline violating a pricing rule:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Perform either of the following steps:
For aquote that is either approved or rejected: under the Tasks panel, click View Approvals.
For aquote that is pending approval: under the Tasks panel, click Approvals.

6. The Approvals screenis displayed, with the Approval Trail panel displaying thelist of approversfor
the quote. Perform the following steps:

a. Toview the details of the violations that have to be approved by a user, click the corresponding
row.

b. A Violations That Require Approval pand is displayed to the right, displaying the list of
header-level and line-level rule violations that have to be approved by the corresponding user.
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Click the <line-level rule violation> hyperlink to view the details of all the lines for the
corresponding violation.

The Violations That Require Approval dialog box displays the details of the rule and the lines that
have violated that rule. You can view the following information:

- TheLinesViolating Rule panel displays the details of the lines that have violated the rule, such
as the unit price of the products, the adjustments applied to the products, and so on.

- The Other Violations panel displays the other rule violations that have to be approved by the
user. Click the <line-level rule violation> hyperlink to view the details of the rule and the lines
that have violated that rule.

- TheLine Pricing Summary panel displays the price summary of aline that you select in the
LinesViolating Rule panel. You can view the adjustments applied to the line, line total, profit
margin, and so on.

c. Click Closeto close the Violations That Require Approval dialog box and return to the Approvals
screen.
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Accept an Approval Request for a Quote

If aquoteis pending your approval, you must accept the approval request so that it be can presented to a
customer. A quote can be presented to a customer only after it has been approved by all the approvers
defined in the approval plan.

To accept an approval request for a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Approvals.

The Approvals screen is displayed. The 5 icon is displayed adjacent to the Statusfield to indicate

that the quote is pending approval. Click Approve. Alternatively, click Approve under the Tasks
panel.

The Approvals screen is refreshed. If the quote does not require any other approval, the statusis
changed to Approved.
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Reject an Approval Request for a Quote

If aquote is pending your approval, you can reject the request for approval if you do not want the quote to
be presented to a customer in its current form. For example, if the discount offered for a product exceeds
the maximum discount allowed for that product by more than 50%, and you do not want to approve the
discount offered, you can reject the approval request.

To regject an approval request for a quote:

1. Loginto Sterling Field Sales.

2. The application home page is displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click .. The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Search.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one quote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Approvals.

6. The Approvals screenisdisplayed. The % icon is displayed adjacent to the Status field to indicate
that the quote is pending approval. Cli cthej ect. Alternatively, click Reject under the Tasks panel.

7. The Reject Reason dialog box is displayed. In the Provide areject reason* box, enter appropriate
notes. For example, you can enter notes to explain why you are rejecting the quote.

8. Click Confirm.

The Reject Reason dialog box is closed and the Approvals screen is displayed. The € isdisplayed
adjacent to the Status field to indicate that the request for approval of the quote has been rejected.

Note: * indicates that the field is mandatory.

© IBM Corporation 2011 185



View Alternative Quotes

Alternative quotes are quotes that are independent of each other, but are associated with asingle
opportunity. Alternative quotes are used to present different options to a customer. A customer can,
however, accept only one option. For example, if a customer islooking at purchasing kitchen appliances,
you can present the following quotes as alternatives:

= Quotel: One microwave oven at 5% discount and one coffee maker at 10% discount

= Quote2: One microwave oven at 10% discount, one dishwasher at 5% discount, and one sandwich
toaster and one coffee maker at 5% discount each

To view the alternative quotes for an opportunity:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click View Alter native Quotes.

6. The View Alternative Quotes screen displays the list of alternative quotes available for the quote. In
the Quotes panel, click the Quote Name hyperlink to view the details of a quote.

The Quote Summary screen pertaining to the quote you selected is displayed.
Additionally, you can perform the following tasksin the View Alternative Quotes screen:
= Add aNoteto aQuote
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= View the Notes Added to a Quote
= Modify Opportunity Details
= Mark aQuote as the Primary Quote
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Validate a Quote

Inthelife cycle of aquote, validations are performed at different stagesto verify whether the products or
the product quantity in the quote are valid for the quote. If a quote contains product lines that have failed
validation, the quote must be modified appropriately to enable auser to perform any of the following tasks:

= Request approval of aquote
= Present aquote to a customer
= Convert aquoteto an order

For example, if aquote contains a product whose effective end date is earlier than the current date, the quote
cannot be presented to a customer until the product is removed from the quote.

To view and modify the lines that fail quote validation:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Validate Quote.
The Validate Quote screen is displayed.

If none of the linesin the quote have failed validation, a message is displayed to indicate that the
guote does not contain any lines failing validation.
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If there are any quote linesfailing validation, the Problem Quote Lines panel displaysthoselines.
The Problem column displays the reason why a quote line has failed validation.

If there are any recommended lines failing validation, the Problem Recommended L ines panel
displaysthose lines. The Problem column displays the reason why arecommended line hasfailed
validation.

7. Click the corresponding Line # hyperlink to modify the line details. The Quote Details screenis
displayed, with the Products tab highlighted and the list of products filtered by the Product ID of the

selected product.
See also:
= Maodify Product Details
=« Add aNoteto aQuote
= View the Notes Added to a Quote
= Modify Opportunity Details
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Generate a Proposal

Y ou can generate a proposal from aquote and present it to a customer. For example, you may want to print
aquote as aproposal in PDF and e-mail it to the customer as an attachment. Y ou can also choose the quote
attributes to be included in the proposal.

To generate a proposal:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Generate Proposal.
Alternatively, if the quoteisin the Approved status, perform the following steps:

a.  Under the Tasks pandl, click Send to Customer.
b. The Send To Customer screen is displayed. Click the Generate Proposal hyperlink.
6. The Generate Proposal screen is displayed. Perform the following tasks:

From the Choose a print template* drop-down list, select the template to be used for generating
the proposal.

From the Choose a print format* drop-down list, select the format in which the proposal isto be
printed.

Inthe Proposal Title box, enter atitle for the proposal.
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In the Salutation box, enter the salutation that you want to use to address the customer contact, for
example, Mr, Miss, and so on. When the proposal is generated, the salutation is followed by the
customer contact’s first name and last name.

In the Opening Comments box, enter the opening comments, for example, afew words
explaining the purpose of the proposal.

In the Closing Comments box, enter the closing comments, for example, Thank you, L ooking
forward to hearing from you, and so on.

In the Complimentary Closing box, enter the words you want to end the proposal with, for
example, Sincerely, Truly, and so on.

Select the Show minor linesin quote check box to include the components of a bundle product in
the proposal.

IntheInclude In Print panel, select the attributes that you want included in the proposal by
selecting the corresponding check boxes.

Note: * indicates that the field is mandatory.
Click Generate.
A new and empty browser window is displayed. Close the empty browser window.

Based on the configuration performed by your administrator, you can perform one of the following
tasks:

Print the proposal directly from the printer.
View the proposal in the format that has been configured.
Save the proposal to a specific location.
Additionally, you can perform the following tasks in the Generate Proposal screen:
= Add aNoteto aQuote
= View the Notes Added to a Quote
= Modify Opportunity Details
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Present a Quote to a Customer

Y ou can present a quote to a customer after you have defined the quote details, such as the products and
their quantity, the price of the products, the pricing adjustments, and so on.

Y ou can present a quote to a customer only if the following conditions are met:

=

The quoteisin the Approved status.
All the products in the quote have been validated.

If any of the productsin the quote fails validation, you must modify the quote appropriately before you
present the quote to a customer.

To present a quote to a customer:
1. Loginto Sterling Field Sales.
2. The application home pageis displayed. Perform one of the following steps:

Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

The Quote Search screen is displayed. Enter the appropriate search criteriaand click Search.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Send to Customer.

If the quote has any product lines that have failed validation, the Validate Quote screenis
displayed. You can view the quote lines and recommended lines that have failed validation. You
must modify the quote appropriately before you can present the quote to a customer.

If the quote does not have any product lines that have failed validation, the Send To Customer
screen is displayed. Perform the following tasks:
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- Inthe Note Text* box, anoteis displayed by default. Modify the note or enter additional notes,
as required.

- Click Confirm.
The Quote Summary screen is refreshed, with the status of the quote displayed as Presented.

After aquote is presented to a customer, the customer may either accept the quote or reject the quote. Y ou
can accept the quote or reject the quote on the customer’ s behalf.

See also:

= Validate a Quote

= Generate a Proposal

= AddaNoteto aQuote

= View the Notes Added to a Quote
= Modify Opportunity Details
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Accept a Quote on Behalf of a Customer

Y ou can accept a quote on behalf of a customer. For example, a customer may agree to al the conditions
laid down in a quote, and may want the quote to be processed so that the customer can place an order for
the products in the quote.

To accept a quote on behalf of a customer:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Accept.

6. The Accept For Customer screen is displayed. In the Note Text* box, anoteis displayed by default.
Modify the note or enter additional notes, as required.

Note: * indicates that the field is mandatory.

7. Click Confirm. The Quote Summary screen is refreshed, with the status of the quote displayed as
Accepted.

After aquote is accepted, you can convert the quote to an order so that an order can be placed for the
products in the quote and the order can be fulfilled.
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Reject a Quote on Behalf of a Customer

After aquote has been presented to a customer, you can reject the quote on behalf of the customer. For
example, if a customer wants to reject a quote based on the quote price, you can reject the quote on the
customer’s behalf.

To regject aquote on behalf of a customer:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Reject.

6. The Reject For Customer screen is displayed. In the Note Text* box, anote is displayed by default.
Modify the note or enter additional notes, as required.

Note: * indicates that the field is mandatory.

7. Click Confirm. The Quote Summary screen is refreshed, with the status of the quote displayed as
Rejected.

After aquoteis rejected, you must rework the quote if you want to work on the quote again. For example,
you may want to modify the quote price in order to present a customer with a better price for the products
in the quote.
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Convert a Quote to an Order

After aquote has been accepted by a customer, you can convert the quote to an order so that the order can
be fulfilled.

Y ou can convert a quote to an order only if the following conditions are met:

= The quote has been accepted by the customer.

= All the productsin the quote have been validated.

If any of the productsin the quote fails validation, you must modify the quote appropriately before you
convert the quote to an order.

Before converting a quote to an order, you can perform only the following modifications:

To... Click...
Add a new payment method Add a New Payment Method
Delete a payment method Delete a Payment Method

Modify the amount to be charged Modify the Amount to be Charged to Credit Card or Customer Account

Add a note Add a Note

To convert aquote to an order:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotes tab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Search..., enter the name of the quote as the search criteria, and

then click . The Quick Search Results screen displays a maximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the Matches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.
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4. The quotes matching the search criteriaare displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one guote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Convert to Order.

If the quote has any product lines that have failed validation, the Validate Quote screen is
displayed. You can view the quote lines and recommended lines that have failed validation. You
must modify the quote appropriately before you can convert the quote to an order.

If the quote does not have any product lines that have failed validation, the Convert to Order
screen is displayed with the following information:

- The header panel displays the quote header information, such as the quote name, expiration date,
and so on.

- The Payment Information panel displays the quote'stotal and the remaining amount due from
the customer.

- The Pricing Summary panel displays the quote’s line subtotal, adjustments applied to the quote,
shipping costs, and so on.

- The Billing Address panel displaysthe Bill To address for the quote.
- The Shipping Address pandl displays the Ship To address for the quote.
6. Inthe Convert to Order screen, review the guote details. You can perform either of the following tasks:

Convert the quote to an order without making any changes to the quote details, by clicking
Confirm.

Modify the quote detail s before converting the quote to an order.

7. If any amount is due from the customer, and a payment method has not been specified for this, a
message asking for confirmation is displayed. Click Yes.

The Quote Summary screen is displayed, with the status of the quote displayed as Order ed.
Notes:

If the address information in the quote is not valid, the Quote Details screen is displayed. An error
message is displayed, indicating that you must provide a valid address to convert the quote to an
order.

If any pending amount is due from the customer, and a payment method has not been specified for
this, the order will be created in the Awaiting Payment I nfor mation status.

Add a New Payment Method

Y ou can add adifferent payment method to a quote before converting the quote to an order. Y ou can either
select an existing payment method or create anew payment method. For example, you can add a credit card
payment method and specify that $500 be charged to the credit card.

To add a new payment method:
1. Inthe Convert to Order screen, under the Payment M ethods panel, click Add.
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2. The Payment Method dialog box is displayed. Perform either of the following steps:

From the Existing M ethod drop-down list, select apayment method from the drop-down list. This
drop-down list displays the payment methods available for the customer. After the payment
method is selected, the details of the payment method are automatically populated.

Select the payment type from the Payment Type* drop-down list. Enter the details of the payment
method, as appropriate, based on the payment type selected, as described in the following table:

Payment Type Description

Credit Card ¢ From the Credit Card Type* drop-down list, select the type of credit card, for
example, VISA, MasterCard, and so on.
¢ In the Name On Card* box, perform either of the following steps:

- If a single box is displayed, enter the name of the credit card holder as displayed on
the credit card.
- If two boxes are displayed, enter the first name and the last name of the credit card
holder as displayed on the credit card.

¢ |n the Credit Card No* box, enter the credit card number.

¢ From the Expiration Date* drop-down lists, select the expiration month and
expiration year of the credit card.

¢ To define a different billing address for the credit card, click the Edit hyperlink in the
Billing Address panel.

Customer Account In the Customer Account No* box, enter the account number of the customer to which
the amount will be charged.

Other In the Payment Reference1*, Payment Reference2, and Payment Reference3 boxes,
enter the payment reference number information.

Gift Card * |n the SVC Card #* box, enter the stored value card number.

In the Payment Reference1, Payment Reference2, and Payment Reference3 boxes,
enter the payment reference number information.

Store Value Card * |nthe SVC Card #* box, enter the stored value card number.

In the Payment Reference1, Payment Reference2, and Payment Reference3 boxes,
enter the payment reference number information.

Note: * indicatesthat the field is mandatory.
3. Click Confirm.

Delete a Payment Method

When converting a quote to an order, you can delete a payment method that has been added to the quote.
For example, after specifying that $500 be charged to the customer’s credit card, if the customer has a
change of mind and wantsto provide a check to pay, you can delete the credit card.

To delete a payment method:
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1. Inthe Convert to Order screen, under the Payment M ethods panel, click £ corresponding to the
payment method you want to delete. The payment method is no longer displayed in the list of payment
methods.

2. Click Confirm.

Modify the Amount to be Charged to Credit Card or Customer Account

When converting a guote to an order, you can modify the amount that will be charged to the customer’s
credit card or customer account. That is, if you want to increase or decrease the amount to be charged to the
customer’s credit card or customer account, you can modify the amount accordingly.

To modify the amount to be charged:

1. Inthe Convert to Order screen, under the Payment M ethods panel, modify the amount to be charged
to the corresponding credit card or customer account, as appropriate.

2. Click Confirm.

Add a Note

Notes can be used as an information repository to track a quote through itslife cycle, and can be used for
future references. When converting a quote to an order, you can add a note to the quote and the order. For
example, you can add a note, explaining the actions that have taken place in the quote. The note that you
add will be added to the order.

To add anote:
1. Inthe Convert to Order screen, click the View/Add Notes hyperlink.
2. TheNotesdiaog box is displayed. Perform the following tasks:
In the Note Text box, enter appropriate notes.
From the Note Type drop-down list, select the note type for the note.

Select the For internal use only check box to indicate that the note is meant for internal viewing
only. If you select this check box, the note will be displayed only to internal users, and not to
customers.

Select the Mark priority as high check box if the note is of high priority.

3. Click Add Note.

Note: It is mandatory that you enter the note text.
4. Click Closeto close the Notes dialog box and return to the Convert to Order screen.
See also:
= Validate a Quote
= View the Notes Added to a Quote
= Modify Opportunity Details
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Abandon a Quote

If you feel that a quote no longer serves a purpose, you can abandon the quote. For example, if you create a
quote by mistake, you can abandon the quote.

Note: After aquote has been abandoned, you cannot perform any modifications to the quote.

To abandon a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

The Quote Summary screen is displayed. Under the Tasks panel, click Abandon Quote.
6. The Abandon Quote screen is displayed. Perform the following tasks:

From the Abandon Reason* drop-down list, select the reason code you want to use. The reason
code is used to determine the reason why you want to abandon the quote. For example, you can
select the Duplicate reason code if the quote has been duplicated by mistake.

Inthe Note Text* box, anoteis displayed by default. Modify the note or enter additional notes, as
required. For example, you can enter notes to elaborate on the events that led to the quote being
abandoned.

Note: * indicates that the field is mandatory.
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7. Click Confirm.

The Quote Summary screen is displayed, with the status of the quote changed to Abandoned.
Additionally, you can perform the following tasks in the Abandon Quote screen:
= Add aNoteto aQuote

= View the Notes Added to a Quote
= Modify Opportunity Details
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Rework a Quote

After aquote is presented to a customer, the customer can either accept or reject the quote. The customer
may reject the quote because the customer does not agree to the price of some of the products. After a
customer rejects a quote, you can rework the quote, modify its details, and then present it to the customer.

To rework a quote:

1. Loginto Sterling Field Sales.

2. The application home pageis displayed. Perform one of the following steps:
Click the Find Quote hyperlink.
Click the Opportunities tab. In the Opportunity home page, click the Find Quote hyperlink.
Click the Quotestab. In the Quote home page, click the Find Quote hyperlink.

Navigate to the Opportunity Details screen, and then click the Quote Name hyperlink in the
Quotes panel. In this scenario, ignore steps 3 and 4, and proceed to step 5.

Under the Navigation panel, click Sear ch..., enter the name of the quote as the search criteria, and

then click @.. The Quick Search Results screen displays amaximum of 10 quotes and 10
opportunities matching the search criteria.

Note: The Navigation panel isdisplayed only if you have not selected the Hide Navigation Panel
user preference.

If the quote that you are searching for is displayed in the Matches on Quotes panel, click the
corresponding Quote Name hyperlink or double-click the corresponding row. The Quote Summary
screen is displayed. In this scenario, ignore steps 3 and 4, and proceed to step 5.

However, if the quote that you are searching for is not displayed in the M atches on Quotes panel,
click Advanced Quote Search.

3. The Quote Search screen is displayed. Enter the appropriate search criteriaand click Sear ch.

The quotes matching the search criteria are displayed in the Search Results panel. Click the
corresponding Quote Name hyperlink or double-click the corresponding row.

Note: If only one gquote matches the search criteria, the details of the corresponding quote are
automatically displayed.

5. The Quote Summary screen is displayed. Under the Tasks panel, click Rework Quote.

The Rework Quote screen is displayed. In the Additional Notes box, enter appropriate notes.
7. Click Confirm.

The Quote Summary screen is refreshed, with the status of the quote displayed as Created.
Additionally, you can perform the following tasks in the Rework Quote screen:
=« Add aNoteto aQuote
= View the Notes Added to a Quote
= Modify Opportunity Details
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Log Out of the Sterling Field Sales Application

L og out of the application when you want to end your current session.

Tolog out of the application, click Sign Out in the application header bar. Y ou will be logged out and the
application will close.
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Notices

This information was devel oped for products and services offered in the U.S.A.

IBM may not offer the products, services, or features discussed in this document in other
countries. Consult your local IBM representative for information on the products and services
currently available in your area. Any reference to an IBM product, program, or service is not
intended to state or imply that only that IBM product, program, or service may be used. Any
functionally equivalent product, program, or service that does not infringe any IBM intellectual
property right may be used instead. However, it is the user's responsibility to evaluate and verify
the operation of any non-IBM product, program, or service.

IBM may have patents or pending patent applications covering subject matter described in this
document. The furnishing of this document does not grant you any license to these patents. You
can send license inquiries, in writing, to:

IBM Director of Licensing
IBM Corporation

North Castle Drive
Armonk, NY 10504-1785
U.SA.

For license inquiries regarding double-byte character set (DBCS) information, contact the IBM
Intellectual

Property Department in your country or send inquiries, in writing, to:
Intellectual Property Licensing

Legal and Intellectual Property Law

IBM Japan Ltd.

1623-14, Shimotsuruma, Yamato-shi

Kanagawa 242-8502 Japan

Thefollowing paragraph does not apply to the United Kingdom or any other country where
such provisions areinconsistent with local law: INTERNATIONAL BUSINESS MACHINES
CORPORATION PROVIDES THIS PUBLICATION "ASIS" WITHOUT WARRANTY OF
ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE
IMPLIED WARRANTIES OF NON-INFRINGEMENT, MERCHANTABILITY OR FITNESS
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FOR A PARTICULAR PURPOSE. Some states do not allow disclaimer of express or implied
warranties in certain transactions, therefore, this statement may not apply to you.

Thisinformation could include technical inaccuracies or typographical errors. Changes are
periodically made to the information herein; these changes will be incorporated in new editions of
the publication. IBM may make improvements and/or changes in the product(s) and/or the
program(s) described in this publication at any time without notice.

Any references in thisinformation to non-IBM Web sites are provided for convenience only and
do not in any manner serve as an endorsement of those Web sites. The materials at those Web sites
are not part of the materials for this IBM product and use of those Web sitesis at your own risk.

IBM may use or distribute any of the information you supply in any way it believes appropriate
without incurring any obligation to you.

Licensees of this program who wish to have information about it for the purpose of enabling: (i)
the exchange of information between independently created programs and other programs
(including this one) and (ii) the mutual use of the information which has been exchanged, should
contact:

IBM Corporation

JI6A/GA

555 Bailey Avenue

San Jose, CA__95141-1003
U.SA.

Such information may be available, subject to appropriate terms and conditions, including in some
cases, payment of afee.

The licensed program described in this document and all licensed material available for it are
provided by IBM under terms of the IBM Customer Agreement, IBM International Program
License Agreement or any equivalent agreement between us.

Any performance data contained herein was determined in a controlled environment. Therefore,
the results obtained in other operating environments may vary significantly. Some measurements
may have been made on devel opment-level systems and there is no guarantee that these
measurements will be the same on generally available systems. Furthermore, some measurements
may have been estimated through extrapolation. Actual results may vary. Users of this document
should verify the applicable data for their specific environment.

Information concerning non-1BM products was obtained from the suppliers of those products,
their published announcements or other publicly available sources. IBM has not tested those
products and cannot confirm the accuracy of performance, compatibility or any other claims
related to non-1BM products. Questions on the capabilities of non-IBM products should be
addressed to the suppliers of those products.

All statements regarding IBM's future direction or intent are subject to change or withdrawal
without notice, and represent goals and objectives only.

Thisinformation isfor planning purposes only. The information herein is subject to change before
the products described become available. This information contains examples of data and reports
used in daily business operations. To illustrate them as completely as possible, the examples
include the names of individuals, companies, brands, and products. All of these names are
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ficticious and any similarity to the names and addresses used by an actual business enterpriseis
entirely coincidental.

COPYRIGHT LICENSE:

Thisinformation contains sample application programs in source language, which illustrate
programming techniques on various operating platforms. You may copy, modify, and distribute
these sample programs in any form without payment to IBM, for the purposes of developing,
using, marketing or distributing application programs conforming to the application programming
interface for the operating platform for which the sample programs are written. These examples
have not been thoroughly tested under all conditions. IBM, therefore, cannot guarantee or imply
reliability, serviceahility, or function of these programs. The sample programs are provided "AS
IS", without warranty of any kind. IBM shall not be liable for any damages arising out of your use
of the sample programs.

Each copy or any portion of these sample programs or any derivative work, must include a
copyright notice as follows:

© IBM 2011. Portions of this code are derived from IBM Corp. Sample Programs.
© Copyright IBM Corp. 2011.

If you are viewing this information softcopy, the photographs and color illustrations may not
appear.

Trademarks

IBM, the IBM logo, and ibm.com are trademarks or registered trademarks of International
Business Machines Corp., registered in many jurisdictions worldwide. Other product and service
names might be trademarks of IBM or other companies. A current list of IBM trademarksis
available on the Web at “ Copyright and trademark information” at
www.ibm.com/legal/copytrade.shtml.

Adobe, the Adobe logo, PostScript, and the PostScript logo are either registered trademarks or
trademarks of Adobe Systems Incorporated in the United States, and/or other countries.

IT Infrastructure Library is aregistered trademark of the Central Computer and
Telecommunications Agency which is now part of the Office of Government Commerce.

Intel, Intel logo, Intel Inside, Intel Inside logo, Intel Centrino, Intel Centrino logo, Celeron, Intel
Xeon, Intel SpeedStep, Itanium, and Pentium are trademarks or registered trademarks of Intel
Corporation or its subsidiaries in the United States and other countries.

Linux is aregistered trademark of Linus Torvalds in the United States, other countries, or bath.

Microsoft, Windows, Windows NT, and the Windows logo are trademarks of Microsoft
Corporation in the United States, other countries, or both.

ITIL isaregistered trademark, and a registered community trademark of the Office of Government
Commerce, and isregistered in the U.S. Patent and Trademark Office.

UNIX isaregistered trademark of The Open Group in the United States and other countries.

Javaand all Java-based trademarks and logos are trademarks or registered trademarks of Oracle
and/or its affiliates.Cell Broadband Engineisatrademark of Sony Computer Entertainment, Inc. in
the United States, other countries, or both and is used under license therefrom.

© IBM Corporation 2011 206


www.ibm.com/legal/copytrade.shtml

Linear Tape-Open, LTO, the LTO Logo, Ultrium and the Ultrium Logo are trademarks of HP, IBM
Corp. and Quantum in the U.S. and other countries.

Connect Control Center®, Connect:Direct®, Connect:Enterprise, Gentran®, Gentran:Basic®,
Gentran:Control®, Gentran:Director®, Gentran: Plus®, Gentran:Realtime®, Gentran: Server®,
Gentran:Viewpoint®, Sterling Commerce™, Sterling Information Broker®, and Sterling
Integrator® are trademarks or registered trademarks of Sterling Commerce, Inc., an IBM
Company.

Other company, product, and service names may be trademarks or service marks of others.

© IBM Corporation 2011 207



aternative quote
creating 85

alternative quotes
viewing 186

application Home page
customizing Dashboard 15
using Dashboard 14

application home page 14
using home panel 14

application layout
understanding 11

approval request
accepting 184
rejecting 185

B

bundle component
adjusting line price 155, 158

business customer contact
modifying details 60

business customer quote
assigning different contact 73
modifying Bill To address 75, 123
modifying contact details 74
modifying Ship To address 122
modifying shipping address 74

C

consumer customer details
modifying 63

consumer customer quote
modifying Bill To address 117
modifying details 114

© IBM Corporation 2011

Index

D

dashboard appearance
changing for quote 21

Dashboard panel
opportunity 17
guote 20

Home panel
opportunity 17
quote 20

linesfailing validation
viewing 188

logging in 10
logging out 203

opportunity
adding anote 65
creating 36
creating quote 69
modifying 55
modifying business customer contact 59, 119
modifying business customer information 59
reassigning owner and co-owner 57
searching 51

opportunity creation
for existing business customer 38
for existing consumer customer 42
for new business customer 45
for new consumer 48

opportunity creation for existing business customer
adding notes 41
assigning different contact 39
modifying contact details 40

208



opportunity creation for existing consumer
adding notes 44
modifying customer details 43

opportunity creation for new business customer
adding notes 47

opportunity creation for new consumer
adding notes 50

Opportunity Home page
customizing Dashboard 18

Opportunity home page 17
opportunity owner 57

opportunity search
saving 53

product
configuring 168
searching 27

product details
viewing 30
viewing using home page 30
viewing using Quote Details screen 32

product search
using home page 27
using Quote Details screen 28

quick search
performing 103

quote
abandoning 200
accepting for customer 194
adding products 130
adjusting line price 132
adjusting price 138
changing pricing date 144
changing to order 196
creating 70
creating for existing business customer 72
creating for existing consumer 77
creating for new business customer 81
creating for new consumer 83
defining payment and shipment terms 172
deleting product 170

© IBM Corporation 2011 209



generating aproposal 190
marking as primary quote 104
modifying details 107
modifying product price 135
presenting to customer 192
rejecting 195

requesting approval 177
reworking 202

searching 99

viewing summary 174

quote approval
viewing details 179

guote bundle component
adding notes 162
viewing notes 165

guote conversion to order
adding anote 199
adding new payment method 197
changing amount to be charged 199
deleting a payment method 198

guote creation
defining Bill To address for business customer 79
defining Ship To address for business customer 78

guote expiration date
modifying 112

guote for business customer
modifying customer details 119

Quote home page 20

quoteline
adding notes 147

adding related product as recommended product 153

adding related productsto quote 151
modifying quantity 145

moving to recommended lines 140
viewing notes 149

guote modification
changing customer details 108
changing product details 109
changing terms 111

quote name
modifying 112

guote note
adding 126
viewing 128

guote search

© IBM Corporation 2011

210



saving 101

recommended line
moving to quote lines 142

ruleviolation
viewing details 182

saved search
deleting 26
renaming 25
viewing and executing 24
Sterling Field Sales
introducing 7

user preferences
defining 23

© IBM Corporation 2011

211



	Contents
	Overview of IBM Sterling Field Sales
	Logging In to the Sterling Field Sales Application
	Understanding the Sterling Field Sales Application User Interface
	Using the Sterling Field Sales Application Home Page
	Using the Home Panel
	Using the Dashboard
	Customize the Dashboard
	Change the Dashboard Layout
	Change the Order of Dashlets
	Add a Dashlet
	Remove a Dashlet


	Using the Opportunity Home Page
	Using the Home Panel
	Using the Dashboard
	Customize the Dashboard
	Change the Dashboard Layout
	Change the Order of Dashlets
	Add a Dashlet
	Remove a Dashlet


	Using the Quote Home Page
	Using the Home Panel
	Using the Dashboard
	Customize the Dashboard
	Change the Dashboard Layout
	Change the Order of Dashlets
	Add a Dashlet
	Remove a Dashlet


	Set User Preferences
	View and Execute a Saved Search
	Rename a Saved Search
	Delete a Saved Search
	Search for a Product
	Search for a Product from the Home Page
	Search for a Product from the Quote Details Screen

	View Product Details and Check Availability
	Using the Home Page
	Using the Quote Details Screen

	Create an Opportunity
	Create an Opportunity for an Existing Business Customer
	Assign a Different Contact
	Modify Contact Details
	Add a Note to an Opportunity

	Create an Opportunity for an Existing Consumer Customer
	Modify Customer Details
	Add a Note to an Opportunity

	Create an Opportunity for a New Business Customer
	Add a Note to an Opportunity

	Create an Opportunity for a New Consumer Customer
	Add a Note to an Opportunity

	Search for an Opportunity
	Save an Opportunity Search
	Modify Opportunity Details
	Modify the Owner and Co-Owner of an Opportunity
	Modify Business Customer Details in an Opportunity
	Assign a Different Contact to a Business Customer
	Modify the Details of a Business Customer's Contact

	Modify Consumer Customer Details in an Opportunity
	Add a Note to an Opportunity
	Document the Lessons Learnt for an Opportunity
	Create a Quote for an Opportunity
	Create a Quote Without a Pre-existing Opportunity
	Create a Quote for an Existing Business Customer
	Assign a Different Contact
	Modify Contact Details
	Modify Ship To Address
	Modify Bill To Address

	Create a Quote for an Existing Consumer Customer
	Modify Consumer Customer Details
	Modify Ship To Address
	Modify Bill To Address

	Create a Quote for a New Business Customer
	Create a Quote for a New Consumer Customer
	Create an Alternative Quote in an Opportunity
	Create an Alternative Quote from the Opportunity Details Screen
	Create an Alternative Quote from the Quote Summary Screen

	Create a Quote and an Opportunity for an Existing Customer Using an Existing Quote
	Create a Copy of a Quote from the Opportunity Details Screen
	Create a Copy of a Quote from the Quote Summary Screen

	Create a Quote and an Opportunity for a New Business Customer Using an Existing Quote
	Create a Copy of a Quote from the Opportunity Details Screen
	Create a Copy of a Quote from the Quote Summary Screen

	Create a Quote and an Opportunity for a New Consumer Customer Using an Existing Quote
	Create a Copy of a Quote from the Opportunity Details Screen
	Create a Copy of a Quote from the Quote Summary Screen

	Search for a Quote
	Save a Quote Search
	Perform Quick Search
	Mark a Quote as the Primary Quote
	Mark a Quote as the Primary Quote from the Quote Summary Screen
	Mark a Quote as the Primary Quote from the Opportunity Details Screen
	Mark a Quote as the Primary Quote from the View Alternative Quotes Screen

	Modify Quote Details
	Modify Customer Details
	Modify Product Details
	Modify the Payment Terms and Shipment Terms

	Modify Quote Name and Expiration Date
	Modify the Consumer Customer Details in a Quote
	Modify the Details of a Consumer Customer
	Modify the Ship To Address of a Consumer Customer
	Modify the Bill To Address of a Consumer Customer

	Modify the Business Customer Details in a Quote
	Assign a Different Contact to a Business Customer
	Modify the Details of a Business Customer’s Contact
	Modify the Ship To Address of a Business Customer's Contact
	Modify the Bill To Address of a Business Customer's Contact

	Add a Note to a Quote
	View the Notes Added to a Quote
	Add a Product to a Quote
	Adjust the Price of a Product in a Quote
	Modify the Price of a Product in a Quote
	Adjust the Quote Price
	Move a Product to the Recommended Lines in a Quote
	Move a Recommended Product to a Quote
	View the Quote Price for a Different Pricing Date
	Modify a Product’s Quantity in a Quote
	Add a Note to a Product in a Quote
	View the Notes Added to a Product in a Quote
	Add a Related Product of a Product to a Quote
	Add a Related Product of a Product as a Recommended Product
	Adjust the Price of a Bundle Component in a Quote
	Modify the Price of a Bundle Component in a Quote
	Add a Note to a Bundle Component in a Quote
	View the Notes Added to a Bundle Component in a Quote
	Configure or Reconfigure a Product in a Quote
	Delete a Product from a Quote
	Define the Payment Terms and Shipment Terms for a Quote
	View Quote Summary
	Request Approval for a Quote
	View the Approval Summary of a Quote
	View the Details of a Line Violating a Manual Pricing Rule
	Accept an Approval Request for a Quote
	Reject an Approval Request for a Quote
	View Alternative Quotes
	Validate a Quote
	Generate a Proposal
	Present a Quote to a Customer
	Accept a Quote on Behalf of a Customer
	Reject a Quote on Behalf of a Customer
	Convert a Quote to an Order
	Add a New Payment Method
	Delete a Payment Method
	Modify the Amount to be Charged to Credit Card or Customer Account
	Add a Note

	Abandon a Quote
	Rework a Quote
	Log Out of the Sterling Field Sales Application
	Notices
	Trademarks

	Index

