WAUDENA

Waudena Configurator

User Reference Guide
(Version 4.0)

August 2021

www.waudena.com



http://www.waudena.com/

WAUDENA

Table of Contents

Subject Page

Requesting a Configurator Log In

D=t | = USROS 4
Gaining CoNtracCtor ACCESS........coiiiiiiiiie e . 5
Contractor Access Request FOrM......cccooiiiiiiiiniiennieeee e 6

Creating a Desktop Shortcut

GOOGIE CRIOME.... i . 8

WINAOWS......eeice ettt e e e e e re e e s e e nneaens . 13

] =T 1RSSR . 18
Logging in to Configurator...................ccc oo 23
Recovering Forgotten Password ... e 25

Entering a Quote

Creating @ New QUOEE......cooo i . 26
Quick Quote vs Detailed Quote Line.......ccocveiiiieiiiiecieeece e 30
Information ReferenCes........ccvvioie e 31
Copying Quote/Order Lines...............coooiiiie e 34
Copying @ QUOLE/OIAEN............oo o e . 35
Creating Multiple Versions of aQuote.................ccccoeoiiiiiin s 37

Named Configurations
Creating Named Configurations.........cccceceiviieeiie e 39
Using a Named Configuration........cccccevee i .41

Setting Sell Price
Pricing at Order LeVel.........ov o 44
Pricing @t LiN@ LeVEeL......ooo it 48



WAUDENA

Table of Contents

Subject Page
My Items
Creating New My TEemS......coo e . 49
Using My Items in @ QUOLE........ccciiirii e, 51
W@ -IN [EEMIS ..o e et e e sneeeanees 53
EXPIr€@d QUOTES.....c et e e aeen 55
View/Print/Share QUOLES..........coo e 57

Placing an Order

EXISEING QUOTE.....oiie e 61
NO EXiStiNng QUOTE....ccmiiiiieieee e 63
Why don’t I see the Place Order Option?........ccooviiiiiiiiiiiinnnnnns 63
Managing QUOtES /Orders.........cooiiiiiiie e e 64

Creating a Customer Record

NEW CUSTOMIET ... i e e s snneee 68
Customer Ship-TO AdAreSSES.......cccvevueeiiiieeie e see e .69
Setting Customer Default TermsS.....ccccoce i 70
Creating Customer CoNtactS........ccceviiiiiiee i 71



WAUDENA

Requesting a Configurator Log In

Objective: Requesting a dealer or contractor log in for the Configurator.

Dealer Access (Refer to page 3 for contractor access)

1. Navigate to www.waudena.com.

2. Hover over “For Pros” in the upper right-hand corner and select "Request
Configurator Account.”

PIRATION EXPLORE PRODUCTS LEARN FOR PROS

DEALER CENTER

REQUEST CONFIGURATOR AC@UI\T

PRODUCT CONFIGURATOR

3. Complete all required fields (marked with an asterisk), check the boxes for each
item you require access to and select "Submit”.

4. The request will be sent to Waudena for the user account to be created.

5. A Waudena representative may reach out to the dealer or Waudena/Wausau
Supply Company Territory Manager to confirm that the requester is a current
employee and whether they have security for quote/view only or to be able to
place orders on behalf of the dealer.

6. User accounts are typically activated within 24 hours of being submitted.
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Requesting a Configurator Log In

Objective: Requesting a dealer or contractor log in for the Configurator.

Contractor Access

Note: Contractor access allows the customer of a Waudena dealer to enter their own quotes and
view in list price. All orders must be placed with Waudena by the dealer. A contractor cannot place
orders directly with Waudena.

1. Dealer fills out the Contractor or Builder Access Request Form (see following
pages for form).

2. Send completed form to CPQWebRequests@wausausupply.com or to your
Waudena/Wausau Supply Company Representative to be placed on our Help Desk.

3. Contractor/Builder Access will typically be activated within 24 hours of submittal.
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Contractor or Builder Access Request Form

Requesting Dealer Information

Company Name

Customer Number

Who at Requesting Dealer will need access to see
the contractor/builder quote?

Contractor or Builder Information

Company Name

Address

City

State

Zip Code

Phone

Mobile Phone

Fax

User Information

User 1

Last Name, First Name

Email Address
(This will be used as a Username)

Password

Phone

Mobile Phone

Fax

User 2

Last Name, First Name

Email Address
(This will be used as a Username)

Password

Phone

Mobile Phone

Fax
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User 3

Last Name, First Name

Email Address
(This will be used as a Username)

Password

Phone

Mobile Phone

Fax

User 4

Last Name, First Name

Email Address
(This will be used as a Username)

Password

Phone

Mobile Phone

Fax

User 5

Last Name, First Name

Email Address
(This will be used as a Username)

Password

Phone

Mobile Phone

Fax
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Creating Desktop Shortcut for Configurator

Objective: Create a desktop shortcut for Product Configurator to increase visibility and
ease of access.

Google Chrome (see Windows starting on page 13, iPad on page 18)

1. Create a folder on the user’s desktop and label it “Icons”.

2. Copy the attached Waudena Configurator icon file to the Icon folder.

WAUDENA.

Waudena
Configurator.ico

3. Open Google Chrome and enter configurator.wausausupply.com into the
address bar to go to the sign in page.

Product Configurator
User ID Password n

[CJKeep me loggedon | Forgot Password?
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4. In the upper right-hand corner of Chrome, click on the vertical ellipsis, select
“More tools” and “Create shortcut...”.

EP_WS/Login.aspx?ReturnUrl =%2fCPQPRD_S5P_WS%2f o * B 2
e Configurator G My Drive - Google.. 7] Pow Mew tab Cirl+T

Mew window Ctrl+N
MNew incognito window Ctrl+Shift+MN
History b
Downloads Ctrl+]
Bookmarks b
Loom - 100% + : :
Print... Ctrl+P
Cast...
Find... Cirl+F
Cpen in Waudena Configurator

Save page as... Ctrl+5 More tools b

e Edit Cut Copy Paste

Name window...
Settings

Clear browsing data...  Ctrl+5hift=De Help k

Extensions

_ Exit
Task manager Shift+Esc
Developer tools Ctrl+5Shift+I

5. The “Create shortcut” window will open. Change the name from the default to
Waudena Configurator, check “"Open as window” and select “Create”.

Create shortcut?

M Waudena Conﬁguratnr‘l

Open as window
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6. Close Chrome and you will now have an icon on the desktop that will look like
this:

infor

Waudena
Configurator

7. Right click on the icon and select “Properties”.

8. The window below will pop up. Select "Change Icon...”.

ﬁ Waudena Configurator Properties *
Security Details Previous Versions
General Shartcut Compatibility

m Waudena Configuratar

Target type: Application

Target location: Application

—-app-id=hhinap

Tanget: |I efault

Start in: |"C:"-.Prcug|am Files [xE»E}"'-.Gc-ugIe"—-.Chrome"--'-"pl:lli-:ati‘

Shortcut key: |N0ne ‘

Run: Momal window w
Comment: | ‘
Open File Location Change lcon... Advanced. .

Conca | [k

10
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9. Select "Browse” in the window that pops up.

| Look for icons in this file:

[ | alldghonWaudena Configurator.ico Browse. ..

Select an icon from the list below:

=

Ok Cancel

10. Locate the folder you labelled “Icons” and select the Waudena icon. Double click
on it or highlight it and select "Open” to choose the icon.

m Change lcon

>
Yk « Desktop » lcons v O Search lcons 2
Organize MNew folder = -~ [ @
Shared with Ever ™
3 This PC .
] Deskto
. WAUDENA.
= Deocurnents
‘ Downloads Wauc_lena )
Coenfigurater.ico
J’& Music
| Pictures
m Videos
= Windows [C:)
¥ Network
]
File name: “

v| lcon files (ico:®iclk . exe*.dll}

11
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11. Click "OK" in the icon window and again click "OK” in the Properties window.

12. You're done. Your desktop shortcut should now appear as below. The user can
now double click that icon to launch directly into the login screen.

Waudena
Configurator

12
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Creating Desktop Shortcut for Configurator

Objective: Create a desktop shortcut for Product Configurator to increase visibility and
ease of access.

Windows
Note: Google Chrome is the preferred browser and will provide the best user experience.

1. Create a folder on the user’s desktop and label it “Icons”.

2. Copy the attached Waudena Configurator icon file to the Icon folder.

WAUDENA.

Waudena
Configurator.ico

3. Right click anywhere on the desktop and select "New” and “Shortcut”.

View >
Sort by >
Refresh

Undo New Ctrl+Z

£ Intel® Graphics Settings

Folder | New >
f— L [ Display settings
@ Micro:oft;:\ccess%atal;a:e &2l Personalize
=| Bitmap image
[@= Contact

@ Microsoft Word Document
V‘-:;':: Microsoft Streets and Trips map
Microsoft Access Database
@ Microsoft PowerPoint Presentation
@ Microsoft Publisher Document
| Text Docurmnent
@4 Microsoft Visio Drawing
32 Microsoft Excel Worksheet
Compressed (zipped) Folder

13
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4. The shortcut window will open so you can type the destination of the shortcut.
Enter configurator.wausausupply.com as the destination and select "Next”.

7 Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders,
computers, or Internet addresses.

Type the location of the item:

http://configurator.wausausupply.com/ Browse...

Click Next to continue.

Mext Cancel

5. In the next window, enter *“Waudena Configurator” as the name for the shortcut
and select “Finish”.

€ 5 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:

Waudena Configurator

Click Finish to create the shortcut.

Finish Cancel

14
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6. You will now have an icon on your desktop that will look like this:

Waudena
Configurator

7. Right click on the icon and select “Properties”.

8. The window below will pop up. Select "Change Icon...”.

- | Waudena Configurator Properties ot

General Web Document Secunty Details Previous Versions

Waudena Configurator

URL o/ configurator.wausausupply.com)

Shortcut key Mone

Visits LUnknown

Change lcon...

Carcel

15
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9. Select "Browse” in the window that pops up.

5
General WebDocument Sgcunty Details Previous Versions

Waudena Configurator

#

Change lcon et
AL Look for icons in this file: L
Shortcut \Windows\System32\url.dl Browse...
Visits: Sabect an icon from the list below:

e

0K Cancel

10.Locate the folder you labelled “Icons” and select the Waudena icon. Double click
on it or highlight it and select "Open” to choose the icon.

P8 Changelcon *
4k <« Desktop » lcons v D Search lcons el

Organize ¥ Mew folder =~ [ @

Shared with Ever ™

[ This PC .

Deskt
b WAUDENA.
|&= Documents

4 Downloads Waudena
Cenfigurator.ico
J’l Music

&= Pictures

B Videos

g Windows (C:)

¥ Netwerk
w

Filename:|| v| lcon files (*ico:".icl* exe*dll) ~

cance'

16
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11.Click "OK” in the icon window and again click "OK” in the Properties window.

12. You're done. Your desktop shortcut should now appear as below. The user can
now double click that icon to launch directly into the login screen.

Waudena
Configurator

17
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Creating Desktop Shortcut for Configurator

Objective: Create a desktop shortcut for Product Configurator to increase visibility and
ease of access.

iPad
Notes: Google Chrome should be added to the iPad before creating the shortcut. Instructions provided using

iOS 14.6, other iPad versions may work differently. Update is recommended before adding the shortcut.

1. Send the Waudena icon file, in .jpg format, to the user’s iPad via e-mail or Airdrop
and save it to the photo album.

2. Open the “Shortcuts” app on the iPad.

gortcuts
3. Select the “+"” to create a new shortcut.

10:05 AM  Tee Jun 22

Shortcuts All Shortcuts
Gallery

Automation

My Shortcuts

88 All Shortcuts

Starter Shorteuts
Share Sheet

Apple Watch

Folders

18
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4. In the next window, type Chrome into the search field and select "Open URLs in
Chrome”.

1003 AM  Tue Jun 22

Q Chrome

Apps

Actions

¢ Open URLs in Chrome
inincognito

Open URLs in Chrome

Search in Chrome

5. When prompted, type configurator.wausausupply.com into the URL field and
hit "Done”.

10:06 AM  Tue Jun 22

New Shortcut

19
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6. Select the “share/upload” button in the upper right-hand corner and select “Add to
Home Screen”.

10:07 AM - Tue Jun 22

@ New Shortcut
N

e =0

Open

AkrDrop Vessages Vai Chrome e

Copy iCloud Link @
Add to Home Screen

Print with HP Smart

7. When prompted, select the area that says, "New Shortcut” and change it to
Waudena Configurator or Configurator and select “Return”.

10:08 AM  Tue Jun 22

New Shortcut

20
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8. Select the icon symbol next to the name.

W09 AM  Tue Jun 22 o T LNONA

Waudena Configurator

9. Click “Choose Photo” and select the Waudena image, that was placed on the
device in step 1, from your photo gallery.

10:09 AM  Tue Jun 22

Choose File
Choose Photo

Take Photo 3

8 Waudena Configurator

21
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10. After confirming the name and image, select "Add” to place the shortcut on your
desktop.

W0 AM  Toe Jun 22

g Waudena Configurator

11. You should now have a Waudena Configurator shortcut on your desktop. Click on
the icon for one-step access directly to the Configurator log in page.

s
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Logging in to Configurator

Via waudena.com

Note: For best performance, Google Chrome is the recommended web browser.

1. Navigate to www.waudena.com.

2. Hover over “For Pros” and select “Product Configurator”.

CONTACT US | WHERE TO BUY

PN EXPLORE PRODUCTS LEARN FOR PROS

DEALER CENTER

REQUEST CONFIGURATOR ACCOUNT

1

7

(L1 LT

Product Configurator
user@dealer.com |I] [ = |

[(IKeep me logged on | Foraot Password?

23
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Logging in to Configurator

Direct Access

Note: For best performance, Google Chrome is the recommended web browser.

1. Select the desktop shortcut for Waudena Configurator or open your browser and
navigate to configurator.wausausupply.com.

Waudena
Configurator

2. Enter Username and Password and select the blue arrow.

Product Configurator
user@dealer.com |:| n

[[] Keep me logged on orgot Password?

24



Recovering Forgotten Password

Objective: Replacing a password with a new password if the original is lost or forgotten.

1. On the log in home page, select the link “Forgot Password?”

Product Configurator
user@dealer.com Password o

[[JKeep me logged on | FEorgot Password?

2. Enter your user ID, enter the code provided and select “"Reset Password”.

Product Configurator

Reset Password

User ID: user@dealer.com

[H17Gs ' | Enter code from above:

ssword |

3. You will receive an e-mail shortly. Follow the steps provided in the e-mail to
complete the recovery of your account.

25
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Entering a Quote

Objective: Enter a new quote for a Waudena item.

Notes: This example will include steps that, although not required, are recommended for the best
experience.

New Quote

1. From any page in the Configurator, hover over Quotes and select “"New”.

e = P
Home Quotes ~ [EEOIGEE Customers Projects My ltems Account Information
MNews
Ay Com
Search

\-\ Preterences | | L Application Settings

Nipolar Bln - CTONIS00

2. Select a Customer (optional). All information for the customer, including pricing
records, will be applied to the quote once chosen (see Creating a Customer Record
for more details).

Customer: | bat 1Q
Customer Mame City State
Header Pric|  wwer i TVOLIDG, YV L d .
Bob Smith Wausau Wi
[ET BRI Bob Stephens Builders
[tem Bob the Builder Anmywhere I}, MT
Quantity: Bob the Flumber
bober

W Mamed C{ bobs

Bnhe Rnildars
* Customers 1-20 out of 20

3. Apply Quote Name (optional). Tip: using a job name will make managing quotes
easier.

Customer: Bob the Builder Q Quote Name: Smith Residence|

26
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Building the Quote

1. Select the item to be entered. (Entrance Systems will be used in this example).

Q

Quuantity:

W Named Configus

YWaudena Enfrance Systems
Waudena Sliding Patio Doors
Remodeler Unit (R
nnovations Digital Print Doars
Waudena Trim and Molding

Waudena Clad Garage Door Frames

Waudena Accessories

2. Apply Label for the line item (optional).

NOTE: The label will appear on all paperwork and on the product label when shipped. Using a label can
make it easier to identify where a product belongs on the job site.

tem Selection
Item

Quantity:

% Configure

‘Waudena Entrance Systems

1 EA

Y Mamed Configurations

Q] Description:

Price On Configuration

Label

Front Entry |

3. Set quantity required. The system will default to a quantity of 1.

iem QL':H‘t
i A e 1 N

[tem

Ciuantity:

0n

Waudena Entrance System

1 EA

E.:' Configure * Mamed Configurations

=3

pe

27
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4. Select “"Configure” to begin selecting the details of your product.

em Selection
[tem: Waudena Entrance Systems
Cuantity: 1 EA

B‘ Configure * Mamed Configurations

5. Each configuration includes a series of questions. The questions and available
answers are filtered based on previous answers given, meaning that you should
not receive options that are not available for your Configuration. Answer each
question by selecting the answer images located immediately below the question.

Door Type

("A" indicates the Door Style
features an adjustable hinge plate
system.)*

(A)

Cambridge (Smooth Steel) | Norwood (Textured Steel) Timberline (Smooth Fiberglass) Textured Fiberglass

6. After completing all questions on each tab, you will be prompted to select
“Continue” to confirm the answers on the tab and move to the next.

Will the Interior match the Exterior
?*

Please click Continue to proceed

- cancel B'.'B Q Price: 762.00 USD

28



WAUDENA

7. As you make your selections, an image of your door will be shown on the right
with the itemized pricing breakdown. All prices will be shown as list price.

L—_ ‘

Exterior View

Base Price 762.00
+ Door PreFinish 262.00
+ DeadBolt Bore 38.00
+ Clad Adder 267.00

8. Upon completing all the questions for a complete configuration, you will be
prompted to select “finish” to confirm all selections and complete the line.

[
To complete this line item. Please click "Finish"

Finish Cancel B Eé é

29
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Completing the Quote

Repeat previous steps for additional items needed on the quote.

Once all items have been entered, complete the quote by simply exiting the Configurator
or navigating to another page. You do not need to save. See additional sections for
pricing, printing, and e-mail options.

Quick Quote vs. Detailed Quote

When you begin a quote for a Waudena Entrance System, you will be offered the option
for a Quick Quote or a Detailed Quote. But what are the differences?

Configure

(u] (K4
B Door Slab Selection

Configurator User's Manual (Download) £

Quote Type™
(] "
Quick Quote | Detailed Quote

Quick Quote
- Ideal for getting a price quickly in the following scenarios:
e Customer just wants a rough idea of the price of a unit.
e Working to narrow down many different doors to one or two options.
e The specifications of the door are very basic.

- Fewer Questions
e Doesn't ask the questions that will not impact the price.
e Doesn’t include more complex units, keeping it simple and fast.
e Cannot be placed as an order, does not include enough information.

Detailed Quote
- Includes every detail to ensure complete accuracy within the quote.
- Offers additional items that may otherwise be missed when quoting.
- Includes all types of units, simple to complex.
- Includes all details required to place as an order.

30
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Information References

There are several methods employed, within a Configuration, to share information about
the options offered or selections that have been made.

Infolink

Infolinks are identified with the italicized

A\ /4
/

next to the selection.

Closer Reinforcement™ #

Exterior Unit Dimensions Z

Once you select the Infolink, additional information about the selection will show to the
right of your Configuration.

Image Summary Info

Closer
Reinforcement

31
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Tooltip

A Tooltip is identified by verbiage that is underscored in or below the selection name.

Deadbolt Strike Prep on Jamb™

Mortised (St-ahdard) Full Lrip'

Please click Continue to proceed

When you see a Tooltip, hover over the underscored words to see additional information
about the selection.

Deadbolt Strike Prep an Jamb™
. ==

Mortised deadbolt strike prep is the most commaon.
Strike will be supplied with the door. Full lip prep
may require an additional strike plate from the lock
manufacturer.

Mortised (Standard) Full Lip

Please click Continue to proceed

32
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Information Message

An information message may be used to convey additional details about a selection that
has been made. They will automatically “pop-up” on your screen to share any details
that you should be aware of when making that selection.

-

The style selected utilizes a screw
together glass frame and requires the
use of screw plugs.

33



Objective: Save time in quoting by copying lines, copying quotes, or creating multiple

WAUDENA

Copying Lines or Quotes

versions of a quote.

Copying Quote/Order Lines

When entering quotes or orders with multiple lines, it is possible to copy a line and make

minor changes when the specifications are consistent from line to line.

1. Enter the first line of the quote.

2. To copy the first line to the second, select “"Copy” in the line.

CQuote Lines

[ validate Al

Line

Label [tem

Front Entry

(@ Expand Al

Waudena Entrance Systems

Copy BDEXEEU-3'-0"x5'-8"-11F Single Entr

ore 2-1/8" DBE, 168 Clad w/Modern Mosin
Fin, Hinge Lefi/Right Hand Inswing, B
Beige (-Lon WIS and Sweep,

3. You will now have identical lines. You can make changes to the new line, including
quantity or label. If line 2 requires changes in the details from the previous line,

select "Change Options”.

Quote Lines

[ validate Al

[ Expand Al

Line Label

1 Front Entry

]

hange Options
Adjust Price

2 Front Entry

Item Qty UOM
Waudena Entrance Systems

BDEXEEU-3'-0"x6'-8"-11F Single Entry,3-0" X 6-8" , Smooth Steel 11F, 2-3/4" Backset-  LiN€ Uelalls
2-1/8" DBE, 168 Clad w/Modermn Nosing Applied to 6-8/16" Dura Frame Jamb - Viny| Nail

Fin, Hinge Left/Right Hand Inswing, Ball Eearing FE Hinges ART. Champagne |5 Sill

.Beige Q-Lon W/S and Sweep,

Waudena Entrance Systems

BDEXEEU-¥-0"x6'-8"-11F Single Entry,3'-0" X 6-8" , Smooth Steel 11F, 2-3/4" Backset- =& UElSlS
2-1/8" DBE, 168 Clad w/Modem Nosing Applied to 6-9/16" Dura Frame Jamb - Viny| Nail

Fin, Hinge Left/Right Hand Inswing, Ball Bearing FE Hinges ART. Champagne |5 Sill

,Beige Q-Lon WIS and Sweep,

34
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4. Continue to copy as many times as needed or enter new lines if the specifications
are not similar, until the quote is complete.

Copying a Quote/Order

You can copy an existing quote or order to a new quote. This may be useful if you want
to build another quote with the same or similar details as previous quote or order, or if
you want to recreate the quote but with slightly different options.

1. Enter the first quote as desired or locate and open the existing quote/order that
you want to copy.

2. Within the quote, select “"Copy” from the ribbon.

Quote SQHPD004060-1
= Print 0y Copy | | 1Y import 1™ Download XML | [ Delete

Location * General Lumber (TestDealer)

Customer: Bob the Builder Q Cluote Mame:

Header Pricing m Comments

tem Selection

Ifem Wandena Fnirance Svstems Ol Descrir

3. The Configurator will automatically create an identical quote and assign it a new
quote number. The new number will be unique and does not correlate to the

original quote.

(Quote SQHPDO04060-1

= Print 0y Copy | | I Import| | 17 Download XML | {j Delete
Location & General Lumber (TestDealer)
Customer: Bob the Builder Q Quote Name:
Header Pricing m Comments
temn Selection
[tem Waudena Entrance Systems 0  Descri

35
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4. Make necessary changes to the details of the quote including pricing, customer or
quote name as needed.

Quote SQES0008500-1

= Print | [3» Place Order ) Copy | | 4N import| | 1Y Export| | {[j Delete | | M= Proofing Report| | & Attachments | | More... 4
Customer: Eob the Builder Q Quote Mame: | Smith Option 2|

Header  Pricing m Comments

tem Selection

5. Make necessary changes to each line by selecting "Change Options”.

Quote Lines

[ validate Al | | () Expand Al

Line Label Item Qty uomMm
EA
1 Front Entry Waudena Entrance Systems 1
Change Opfions  Copy BDEXEEU-3'-0"x6'-8"-11F Single Entry,3-0" X 6-8" , Smooth Steel 11F, 2-3/4" Backset-  Line Defails
Adjust Price More. 2-1/8" DBB, 168 Clad w/Modermn Nosing Applied to 6-9/16" Dura Frame Jamb - Vinyl Nail
Fin, Hinge Lefi/Right Hand Inswing, Ball Bearing FE Hinges ART. Champagne 15 Sill
.Beige Q-Lon WIS and Sweep,
2 Front Ent 1 EA
ront Entry Waudena Entrance Systems
Change Opfions Copy EDEXEEU-3-0"x6'-8"-11F Single Eniry,3-0" X 6-8" , Smooth Steel 11F, 2-3/4" Backset- L0
Adjusi Price More. 2-1/8" DBB, 168 Clad w/Modern Nosing Applied to 6-9/16" Dura Frame Jamb - Vinyl Nail

Fin, Hinge Left/Right Hand Inswing, Ball Bearing FE Hinges ART. Champagne 15 Sill
.Beige Q-Lon WIS and Sweep,

6. You now have 2 quotes that are similar but with changes as needed.

36
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Creating Multiple Versions of a Quote

Another way to create multiple quotes with similar specifications is to create additional
versions. The result is very similar to copying a quote but will result in quote numbers
that correlate. This works well for offering multiple options for the same project.

1. Enter the first quote as desired or locate and open the existing quote for which
you'd like to create a new version.

2. To the far right of the screen, select the icon to the right of the version number.

version: |1 v |IQ

3. The Configurator will take you in to the newly created version of the quote.

version: |2 v |[Q)

4. The second version will retain the same quote number but will have a -2 suffix.
You can create as many different versions as needed.

Examples of quote numbers with multiple versions.

(Quote SQES0O008500-1

| =% print | | [3# Place Order

Customer: Bob the Builder

(Juote SQES0008500-2

™ Print || [5» Place Order

Customer: Bob the Builder

5. Make all necessary changes the same as you would when copying a quote (see
steps 4 and 5 in the previous section “"Copying a Quote/Order”).

37
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6. Toggle between versions by selecting the drop down in the version box on the

right of the screen.
Version: |_‘lfi 0

2

7. When ready to order, select the version of the quote that you wish to order and
follow the “Placing an Order” procedure.
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Named Configurations

Objective: To save time in quoting by creating "Named Configurations”, which allows you
to easily repeat commonly quoted/ordered doors without having to enter from scratch.

How Named Configurations Work

1. A Named Configuration is a way to quickly recreate a common door without
having to enter every option from the beginning.

2. Once a Named Configuration exists, it can be added to any quote with a few,
simple clicks.

3. Once added, simple changes can be easily accomplished, for example, changing
the swing, or adding a paint color.

4. A prime example of a Named Configuration might be a 6 panel steel fire door. The
base specs are often repeated in many homes, so having a Named Configuration
makes it easy to add a fire door to any quote.

5. Create as many Named Configurations as desired.

Creating a Named Configuration

1. Within a quote, enter a line to the specs desired for the Named Configuration.

2. Once the line is created, select "More...” in the Configurator line that is to be the
Named Configuration.

AL o LehHL Y

Adjust Price ﬁfj
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3. Select "Name Configuration”.

Line

Label

=
I

2|10

=
i

oRY.

Comments

Price Details
Attachments

Export

Eme Configuration

4. When prompted, select whether the Named Configuration will be available to the

User or the Company.

Note: This will determine who can view and select the Named Configuration you're
creating. If you choose Company, others within your organization can also use the
item you've created, however; it is easier to sort the Named Configurations in
your view if you make them For User. Either method is acceptable practice and is

subject to user preference.

1 Named Configuration

Save:

Name:

5. Enter the name of the Configuration. This field is free form and format is purely
user preference. It is recommended to us a hame that is short but clearly
identifies the product it represents. i.e. 3/0 6-Panel Fire Door 6-9/16" HRIS

| For User v
*

For Company

£ Named Configuration

Save:

Name:

| For User
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Using a Named Configuration

Now that a Named Configuration has been created, it can quickly and easily be added to
any future quote.

1. In a new quote, select "Named Configurations”.

Quote SQESO008482-1
#= Print | | [3» Place Order ) Copy
Customer: Bob the Builder Q
Header Pricing m Commenis
tem Selection
Item Select an ifem...
Quantity: 1
W Named Configurations

2. Locate the desired Named Configuration. You may check/uncheck the For User or
For Company boxes to narrow the results available to you.

Named Configurations

#| For User Fchor’upan}-

Gty Label Mame & Part Number

3/0 6-Panel Fire Door 6-9/16" HRIS BDEX

GTRS-0A BDWI

oak 214 a profile BDXJ Remove
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3. Enter the quantity of the item required.

Named Configurations

#| For User  [#]For Company

Qty Label Name & Part Number
3/0 6-Panel Fire Door 6-9/16" HRIS ~ BDEX Remove
BTRS-0A EDWI Remove
oak 2/14 a profils BDXJ Remove

4. If desired, enter a label for the quote line. (will show up on all paperwork and
product label).

Named Configurations

# For User For Company

Qty Label Name a Part Number
3/0 6-Panel Fire Door 6-9/16" HRIS BDEX Remove
GTRS-0A BDWI Remove
oak 2/14 a profile BDXJ

5. Select "Add” to include the Named Configuration in your quote.

Named Configurations

| For User |« For Company

Qty Label MName & Part Number

1 House to Garag | 3/0 6-Panel Fire Door 6-8/16° HRIS BDEX

[ | 8TRS-DA BDWI

oak 2/14 a profile BDXJ

Page 1 of 1
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6. If there are any specifications that need to change from the “Named
Configuration”, select "Change Options” on the line and make changes as desired.

L= Tt

Line Label

1 House to Garage
Change Options Copy

Adjust Price More...
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Setting Sell Price

Configurator produces a list price and will calculate your cost. There are two methods

available to set margins or markups, additional discounts, tax, etc on the quote.

IMPORTANT NOTE: If you have not applied any default pricing or set pricing at the order

or line level, when you print the quote at Selling Price, it will show your cost. If you're

providing a printed quote to your customer, you should ALWAYS set pricing through one
of the methods offered or print the quote at MSRP/List Price.

Pricing at the Order Level

Adjusting price at the order level willl affect all lines on the quote equally and allow
changes to the bottom line details.

1. In the main screen of the quote select the Pricing tab.

@ Delete

| ]  Description:

Price

Quote SQHPD0O03987-1
™= Print ) Copy | | 1Y import| | T Download XML
Location * General Lumber (TestDealer)
Customer: Select g Customer... Q
Header Pricing @ Comments
tem Selection
Item | Waudena Entrance Systems
Quantity: 1 EA
[ Configure | Y Named Configurations | # Add Write-In ltem
Quote Lines

= Proofing Report

CQuoie Mame:

On Configuration

& Attachments

Label
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2. If you've set Default Terms for your account or if you applied a Customer Record
with Default Terms, they will automatically populate the pricing summary. If there
are no default price records being used, the summary will only calculate cost.

Default Pricing In Use:

Comments

Header m Items

Pricing Summary

Discount by: | % Off List Price by: Margin % w Pricing Display Options: | Discount & Markup w E Price Adjustments
Description Header Level Effective Values of Interest Totals
Iltems Subtotal (MSRF): 915.00
Manufacturer's Discount (% Off List) 0| % (430.05) 43495
My Cost: 48495
My Upcharge (Margin %) 35| % 35 % 261.13 T746.08
My ltems Subtotal: 0.00
Write-In Items Subtotal: 0.00 T746.08
Quote Subtotal (List Price): 746.08
Additional Discount (% Off List): E % 0% 0.00 T746.08
Adjusted Subtotal (Discounted): 746.08
Tax: &% 59.69 805.76
Labor Tax: 0| % 0.00 805.76
Shipping and Handling: 0.00 | USD 0.00 805.76
Other Charges (Specify): 0.00 | USD 0.00 805.76
Total Amount - Final Customer Price in USD: 805.76
No Default Pricing In Use:

Header m Items Comments

Pricing Summary
Discount by: | % Off List w Price by: Margin % Pricing Display Options: | Discount & Markup v E Price Adjustments
Description Header Level Effective Values of Interest Totals
Iltems Subtotal (MSRF): 915.00
Manufacturer's Discount (3% Off List) 0| % 4T % (430.05) 434 95
My Cost: 484.95
My Upcharge (Margin %) 0| % 0 % 0.00 484 .95
My Items Subtotal: 0.00
Write-In Items Subtotal: 0.00 484 05
Quote Subtotal (List Price): 484 .95
Additional Discount (% Off List): 0|% 0% 0.00 434 95
Adjusted Subtotal (Discounted): 434 95
Tax: 0|% 0.00 434.95
Labor Tax: 0|% 0.00 434.95
Shipping and Handling: 0.00 | USD 0.00 434 05
Other Charges (Specify): 0.00| USD 0.00 434 05
Total Amount - Final Customer Price in USD: 484.95
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3. You can decide how you want to set your pricing, whether it be margin, markup,
etc. The method you use is determined by your personal preference.

Pricing Summary
Discount by: | % OffList Price by Margin % Pricing Display Options: | Discount & Markup v @ Price Adjustments
Markup %
Description viarkup Header Level Effective Values of Interest Totals
[tems Subtotal (MSRP) 915.00
Manufacturer's Discount (% Off List) Multiplier 0| % 47 % (430.05) 484,95
My - 84.95
I Multiplier % HaE
My Upcharge (Margin %) 35| % 35 % 26113 T746.08
My Items Subtotal: 0.00
Write-In Items Subtotal: 0.00 746.08

4. After selecting the preferred method, the Pricing Summary will adjust the options
to reflect your preference.

My Cost:
My Upcharge (Margim %):
My Items Subtotal:

Write-In Items Subtotal:

5. You can now populate all fields that you want to employ in your quote. Most
common items are margin/markup and any appliable tax rate.

Discount by: | % Off List Price by: Margin %« Pricing Display Options: | Discount & Markup v E Price Adjustments
Description Header Level Effective Values of Interest Totals
ltems Subtotal (MSRF): 915.00
Manufacturer's Discount (% Off List) 0% 47 % (430.05) 4834.95
My Cost: 434.95
My Upcharge (Margin %): 25 % 25 % 161.65 646.60
My Items Subftotal: 0.00
Write-In ltems Subtotal: 0.00 646.60
Quote Subtotal (List Price) 646.60
Additional Discount (% Of List): 0% 0% 0.00 646.60
Adjusted Subtotal (Discounted): 646.60
Tax: 8| % 5173 698.33
Labor Tax: [ E|% 0.00 69833
Shipping and Handling: 0.00 | USD 0.00 69833
Other Charges (Specify): 0.00| USD 0.00 698.33
Total Amount - Final Customer Price in USD: 698.33
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6. Additional items that you may wish to use include Shipping and Handling or Other

Charges. These items are optional and subject to personal preference.

Adjusted Subtotal (Discounted): 872.03
Tax: 6| % 52.32
Labor Tax: 0|% 0.00
Shipping and Handling: 25.00|US 25.00
Other Charges (Specify): | Fuel Surcharge 5.00|US 5.00

Total Amount - Final Customer Price in USD:

7. As you make your changes, you will see the complete breakdown calculation on
the right side of the screen. In this case, the line will reflect a price of $872.03.
The bottom of the quote will detail the $52.32 for tax, $25.00 for Shipping and
Handling and the $5.00 Fuel Surcharge for a bottom line total of $954.35.

Discount by: | % OffList ~| [Price by Margin % |  Pricing Display Options: | Discount & Markup s

[ Price Adjustments

Description Header Level Effective Values of Interest
Items Subtotal (MSRP): 1,234.00
Manufacturer's Discount (% OfF List) 0| % 47 % (579.98)
My Cost: 654.02
My Upcharge (Margin %) 25 % 25 % 218.01
My Items Subtotal: 0.00
Write-In Items Subtofal: 0.00
Quote Subtotal (List Price): 872.03
Additional Discount (% Off List): 0| % 0 % 0.00
Adjusted Subtotal (Discounted): 872.03
Tax: 6 | 9 52.32
Labor Tax: 0% 0.00
Shipping and Handling: 25.00 |USC 25.00
Other Charges (Specify): | Fuel Surcharge 5.00 | USC 5.00

Total Amount - Final Customer Price in USD:

Totals

654.02

8. See the section on Printing Quotes for options for how pricing items will appear on

the quote.
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Pricing at the Line Level

Adjusting price at the line level will affect only the line that you’re changing and does not
include bottom line details. Line level pricing will override the order level pricing based

on the print function selected.

1. After creating a line, select the “Adjust Price” option on that line.

Quote Lines

[V validate All| | [E) Expand Al

Total Price: 915.00

Adjust Price

2-1/8" DBB, 6-9/16" Dura Frame Primed Jamb with Primed EM, Hinge Left/Right Hand
Inswing, Ball Bearing ABE Hinges ART. Champagne IS Sill |Beige Q-Lon W/S and Sweep,

Line Label Iltem Qty uom Price Total
1 EA 915.00 915.00
Waudena Entrance Systems
Change Opfions BDEXEEU-3-0"x6-8"-11F Single Entry,3-0" X 6-8"  Smooth Steel 11F, 2-3/4" Backset-  Line Detalls Remove

2. Your discount from list and any order level pricing that is in place on the quote will

be reflected in the Adjust Price window.

& Adjust Price

Header Values

Manufacturer's Discount (% Off List) 0%
My Upcharge (Margin %) 25 04
Additional Discount 0%

Price Adjustments
47 | %

25 | %
0%

3. Make any additional adjustments that you wish to make only to the line. In this
case, we will offer the customer an additional 5% off of this line only.

.+ Adjust Price

Header Values

Manufacturer's Discount (% Off List) 0%
My Upcharge (Margin %) 25 %
Additional Discount 0%

Price Adjustments
47 %
25| %
5| %
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Creating "My Items”

Introduction

"My Items” allows a user to create chargeable items to include in a Configurator quote that are
not items from Wausau Supply or Waudena, to allow you to include everything for a job within a
quote.

Dealers/Contractors that perform installs or offer additional services are one example of a user
that may want to use My Items. You can preset items with a name, description and sell price that
suits your business to be selected for use in a quote.

Example: A contractor may want to create items to charge for installation. They can create an
item for “Install Single Door” or “Install Double Door” etc.

My Items are intended for ease of use to create complete quotes and can be used however the
dealer or contractor sees fit. My Items will not transfer to Waudena Customer Service when an
order is submitted. Prices on "My Items” will appear on the quote as you enter them.

Creating a New Item

1. Click on the tab in the ribbon labelled "My Items”.

Home Quotes Orders Customers Projects = My ltems = Reports

2. Select "New” to create a new item or “Search” to review or edit existing items.
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3. Fill out the form with a Part Name, Price, Description and Unit of Measure and set
the time frame that the part is available, perhaps in the case of promotional
items, as well as a long description as needed.

Tax often does not apply to labor. By checking the box for “Is Labor Item”, any
tax applied to the quote will not be applied to this item.

Note: If the item will be needed long term, it is recommended to set the date out so long
as deemed necessary.

Additional Description:

ly ltem Information
() Copy| g Delete
Item No. PDESC000012
Part Name Description:
Price: 0.00 Unit of Measure:
Available from: 21212018 Available through 21212019 &
|5 Labor tem
Additional Description:

Example:

Jy Item Information
«] Gotolast Quote| (¥ Copy| [T Delete
Item No PDES0000012
Part Name: Installation - Single Entry Door Description: Installation Charges
Frice: [150.00 Unit of Measure: EA
Avalable from 201212013 Available through 21212019 &
15 Labor Item:
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Using "My Items” in a Quote

1. To include one of the items you've created, select it in the drop-down box for

“Item”. The items you’'ve created will appear below the Waudena offering.

|Q De

tem Selection
Item I
CQuantity:

W Mamed Configu

Quote Lines
[ validate Al | (g

Line

1

Change Options

wJjust Price

Uiamond Kote Supplemental Accessores
Decking & Railing
Taylor Entrance Systems, Slabs
Taylor Entrance Systems, Prehung
Pricing Mot Ready - Shutters

Disposal

Door Installation Labor

nstallation - Double Entry Door
nstallation - Single Entry Door

Trave

= |tems 1-23 out of 23

- Pri

fem

Naudena

BDEXEEU
Nail Fin, H
Cylinder D

2. After selecting the item, change the quantity or add a label as desired. Select

“Add” to apply the item to the quote.

| (1 Description:

Adjust Price

Item | st
Quantity: 1 EA 250.00 USD Label
Add| |y Named Configurations | | #" Add Write-In ltem
Line Label Item Qty UoMm Price Total
EA 1,234.00 1,234.00
! Front Entry Waudena Entrance Systems 1
ange Opt Cop BDEXEEU-3'-0"x6-8"-11F Single Entry,3-0" X 6-8" , Smooth Steel 11F, 2-3/4" Backset-  Line Defails Remove
Adjust Price More 2-1/8" DBEB, 168 Clad w/Modern Nosing Applied to 6-9/16" Dura Frame Jamb - Vinyl Nail
Fin, Hinge Left/Right Hand Inswing, Ball Bearing FBE Hinges ART. Champagne IS Sill
.Beige (-Lon W/S and Sweep,
2 1 EA 250.00 250.00
Door Install
Remove
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3. The item will then show up on the quote you provide to your customer as a line
item and will be calculated into their bottom-line totals. Apply multiple items to
the quote as desired.

Quotation General Lumber (Dealer) United 3

Quote ID SQHPDOO4060-1 P.0. Number <br>
Line Label Qty UOM Family/Part Number Unit Extended

1 Front Entry 1.0000 EA Waudena Entrance Systems B872.03 872.03

BDEXEEU-3"-0"x6"-8"-11F Single Entry,3'-0" X &'-8" , Smooth Steel
11F, 2-3/4" Backset-2-1/8" DBB, 168 Clad wiModern Nosing Applied to
6-8/16" Dura Frame Jamb - Vinyl Nail Fin, Hinge Left/Right Hand
Inswing, Ball Bearing FB Hinges ART. Champagne IS Sill Beige Q-Lon
WIS and Sweep,

LE RS

Door Configuration: Single Entry

Unit Type: Assembled Unit

Width: 3'-0"

Height: &'-8"

Texture: Smooth Steel

Glass Type:

Style: 11F

Hinging: Hinge Left/Right Hand Inswing
Hinge Type: Ball Bearing Matte Black (U519)
2-3/4" Backset - 2-1/8" Deadbolt Bore

Jamb and Sill

Jamb Type: Aluminum Clad Dura Frame

Jamb Depth: 6-9/16"

Jamb PreFinish: No

Jamb Reinforcement Plate Provided as a Standard.
Clad Type: Modern Mosing,

Clad Color: 168 Naoble

Nail Fin: Vinyl Nailing Fin

Sill Type: Articulating Champagne

Beige Q-Lon W/S and Sweep

Exterior View

Door Opening Specifications (Width x Height)
Frame Size/Unit Dimension: 37 1/2" = 81 3/4"
R.0. Size: 38 1/2" x 82"

Brickmold/Clad Dimensions: 38 5/8" x 82 /16"

Application version 8.1.1.5CF Printed on 71302021

Content Version 1.0.00 Page 2 of 3
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Using Write-In Items

Introduction

“Write-In Items” are another way to include chargeable items in a Configurator quote that are not
from Wausau Supply or Waudena. Write-In Items are easier to use quickly for an ad hoc need
that is not preset and will not be stored for recurring use. Write-In Items will not transfer to
Waudena Customer Service when an order is submitted. Prices on “Write-In Items” will appear on
the quote as you enter them.

Example: A user may want to use a Write-In Item to include a storm door that is purchased from
another manufacturer. Because there are so many options for storm doors, the user can create a
one-off item with the specs/price that they need rather than managing these as My Items.

Adding a Write-In Item to a Quote

1. Within the quote in which you want to include the Write-In item, select “Add
Write-In Item” in the Item Selection area.

Header Pricing m Comments

tem Selection
Item | Waudena Entrance Systems |CL Description:
Quantity: 1 EA Price

[& Configure

W Mamed Configurations

A Add Write-In Item

Quote Lines

2. Fill out the Part Number, Description, Unit of Measure, Price and Quantity as
desired. Be sure to check the labor item box if it should not have tax applied.

Write-In Item

Part Number Storm Door

Description 3063 LHIS Self Storing Storm Door -
White

LUOM EA

Price: * 350

Quantity 1

Label: Front Eniny

5 Labor Iten ]
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3. After completing the Write-In Item form, select "OK” to add the item to your
quote

e Lines

[V validate All

Expand Al

Line

Label

Front Entry

Item

Waudena Entrance Systems

BDEXWEU-3-0"x6-8"-606-CHA-R Single Entry, 3-0" X 6-8"
T.

Cherry Timbergrain Grain =

extured FG 606-CHA-R, Prefinish Slab Sedona Stain Int Prefinish Slab 124 Ext, 2-3/4

iset-2-1
.Jan b-
Champagne IS Sill Beige Q-Lon \

Storm Door

8" DBB Only, 176 Clad with EM Nosing Applied to 6-9/16" Dura Frame
Vinyl Nail Fin Hnge Left/ R|ggt Hand nswing, Ball

Eearing FB Hinges ART.
d Sweep, Touchup 124, Touchup SED

3068 LHIS Self Storing Storm Door - White

uom
EA

EA

Total Price: 3,482.00

Price
3,132.00

350.00

Total
3.132.00

Remove

4. The item will then show up on the quote you provide to your customer as a line
item and will be calculated into their bottom-line totals. Apply multiple items to
the quote as desired.

Quotation General Lumber (Dealer)
Quote ID SQHPDO03847-1 P.0. Number <br>
Line  Label Qty UOM Family/Part Number Unit
1 Front Entry 1.0000 EA Waudena Entrance Systems 3,132.00
BOEXWEU-3-0"46'-8"606-CHA-R Single Entry, 30" X 6-8°, Cherry
Timbergrain Grain Textured FG 606-CHA-R, Prefinish Slab Sedona
Stain Int Prefinish Slab 124 Ext, 2-3/4" Backset-2-1/8" DBB Only, 176
Clad with BM Nosing Applied to 6-9/16 Dura Frame Jamb - Vinyl Nail
Fin, Hinge Lef/Right Hand Inswing, Ball Bearing FB Hinges ART
Champagne IS Sill ,Beige Q-Lon WS and Sweep, Touchup 124,
Touchup SED,
s
-
Exterior View
2 Front Entry 10000 EA Storm Door 350.00
‘3068 LHIS Self Storing Starm Door - White
Application version 8.1.1.5CF Printed on
Content Version 1.000

Extended

3,132.00

350.00

6/29/2021

Page 2 of 3
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Expired Quotes

Why is my quote expired?

1. All quotes in the Configurator expire 30 days from when the quote was entered.

2. Once a quote surpasses 30 days, it expires, however; it can be copied to a new
quote and the information is not lost.

Identifying an Expired Quote

1. When a quote has expired, it will show a status of Expired in the Quote screen.

Customer Name PO# D Last Modified by Modified on v Status

SOESO008343-1 Dealer, Test 50812018 Expire

Status

Expired

2. Once selected, there will also be a banner within the quote to indicate that the
quote has expired.

0 This quote cannot be changed because its status is Expired

All options to place the order or change the details will be unavailable on an
expired quote. You may still print the quote, however; it will indicate that it has
expired and the pricing is not guaranteed to be accurate.
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Recovering an Expired Quote
1. While in the expired quote, select “Copy”.

‘ o This guote cannot be changed because its status is Expired

lote SQESO008343-1

F Print

2. After selecting Copy, you will notice that the lines will be highlighted and noted
with a warning sign. The pricing will indicate “Validation Required”.

(y) Copy

Line Label

[ak]
[3¥]

TOTar TTice, U0

Price Tota

3. Select “Validate All” to allow the system to rerun the options and calculate current

price.

Quote Lines

[ Vvalidate Al | [F Expand Al

Line Label

Changge Options
lore

Adjust Price

4. The copy will be given a new quote number and will be valid for 30 days from the

date it was created.
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View/Print/Share Quotes

Objective: View, print and/or share a quote with a customer.

View/Print/Share Quotes

1. While in a completed quote, select the “Print” button at the top right of the

screen.
TP
Quote SQESO008471-1
M Print| [ Place Order () Copy
Customer: Bob the Builder Q
Header Pricing m Comments
2. Make selections for how you want the quote to appear.
& Print
= Preview | |8 Print| | [X] Close | | & E-mai
Print Options
Images Prices Sort By
() Hide Additional (O) None @ Line Number
(@ Show Additional () Dealer Cost () Label
(@ MSRP / List Pricing
Image Size (O Selling (Line Level) Order
() Small (O) Selling (Order Level) @ Ascending
) Medium () Seliing (Totals Only) () Descending
(@ Large (O Seliing (MSRP)
Comments
Watermark Opfions ] Header
(@ Mone (0) None [ Terms (4 lines max)
() Always (@ Summary [ Pricing (4 lines max)
(O Always, Except Selling [] Line
Option Display
@ RtiSummaryDetailFormat Line Breaks
() Paragraph, Captions and Values [ Line Breaks
(") Paragraph, Values Only
(7) Tabular
Sublines
() Hide Lines
(@ Show Lines
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While the selections are subject to user preference, it is particularly important
to select the correct price option to ensure you are sharing the appropriate
information.

IMPORTANT - Anytime there are no markup/margins set at any level, the
quote will show dealer cost when selling price is selected. Always include a
customer, order or line level price set up when providing a quote to a
customer.

None - No pricing will appear on the quote.
Dealer Cost - Will show dealer cost.
MSRP - Will show full list price with no mark up or discount applied.

Selling (Line Level) - Will show dealer sell price, including all mark ups or
discounts applied to the line. If nothing applied at the line level, it would use
order level pricing. If no order level pricing applied, it will show customer
record pricing.

Selling (Order Level) - Will show order level pricing. If no order level pricing
applied, will show customer record pricing.

Selling (Totals Only) - Uses lowest level pricing and only shows order total
(no individual line totals).

Selling (MSRP) - Uses full list price as basis and includes lowest level
discount to arrive at a final sell price.

Prices

() None

() Dealer Cost

® M3IRP [ List Pricing

i) Selliing (Line Level)

(") Selling (Order Level)
() Selling {Totals Only)

) Selling (MSREF)

If any Header, Terms, Pricing or Line notes were included on the quote, select
the appropriate boxes to allow the notes to appear on the quote as desired.

Comments
Header
Terms (4 lines max)
Pricing (4 lines max)
Line
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View Quote

1. To view only, once the appropriate “Print Options” are selected, click on “Preview”
to view the quote on PDF.

Print

M= Preview | | % Print| | [X] Close | g E-mai

Print Options

2. Once in PDF format, the quote can be saved in PDF for printing or e-mailing.
Direct print and e-mail options to follow.

Print Quote

1. To send directly to a printer, once the appropriate “Print Options” are selected,
click on “Print” to bring up printer options.

Print

5 Preview | | Print | | [X] Close | &g E-mai

Print Options

2. Depending on your system, this may take you directly to your printer or may go to
PDF format. Check with your system administrator for details.

E-Mail Quote

1. To e-mail directly from Configurator, once the appropriate “Print Options” are
selected, click on “E-Mail”".

Print
M= Preview | #® Print| | [] Close | | i E-mai

Print Options
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2. Enter the e-mail address of the recipient.

E-mail

From |lestdealer@wausaJsupol;.-.ccm
To
Subject SQESO008471-1

This is a sample template for email.

3. User’s return address will automatically populate the From field.

4. Subject line will default to the quote nhumber, however; user can change this as
desired.

5. User can also type a message to accompany the quote.

6. Once all items are ready, select "Send” to release the e-mail. A message will
appear confirming that the e-mail was sent successfully.

Information

E-mail was sent successiully
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Placing an Order

Existing Quote

1. From anywhere in the Configurator, hover over Quotes and select “"Search”.

- --'.'.::Ju':-"':l'i;-:.'::‘fl R) - 1
s BEw :‘\-"':-—' —— '.-' ?Iu P o I
] o7 l ARy -
Home Quotes v [ENOIGEE Customers Pro
New
Quote -1
Searclb
e e 1t e AT P Ly i Yorey ™|

2. Locate the quote you’re looking for.

Quote Search

[#) Mew Quote
Customer Name PO# D
&
SQESO008473-1
SQESO008472-1
Bob the Builder Smith Residence SQESO008471-1
Bob the Builder Smith Residence SQESO008470-1

SQESO008469-1

3. You may also use “Customer” or *Name” fields to narrow your search if you entered
a customer record and/or quote name on the quote.

Quote Search
[#) New Quote
Customer Name PO# D
&
SQESO008473-1
SQESC008472-1
Bob the Builder Smith Residence SQESC008471-1
Bob the Builder Smith Residence SQESC008470-1
SQESO008469-1

4. Once you have located the quote that is to be ordered, click on the quote to enter
it.
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5. Once in the quote to be ordered, begin the process of placing the order by selecting
“Place Order” at the top left of the page.

Quote SQES0008471-1

™= Print| |5+ Place Order o) Copy | | LY import
Customer: Eob the Builder Q
Header Pricing m Comments
tem Selection
[tem Waudena Miliwork Exterior Door
Quantity: 1 EA

G‘ Configure | | Y Mamed Configurations

Mininte aT=i~

6. The Place Order box will open. At this time, you are required to enter a valid PO
number for the order.

P.O. Number: *O

7. You may also enter notes to the right of the PO with any special instructions for
the Customer Service Representative to review when confirming your order.

Motes (will appear
on order when
transmitted to
manufacturer)

8. When ready, select “Place Order” to transmit your order to Waudena.

Place Order

[5» Place Order | [x] Cancel
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Ordering with No Existing Quote

1. If no quote exists for the items to be ordered, follow the steps on the section
labelled “Entering a Quote” to build the items required.

2. After completing the quote, follow steps 5-8 above to place the order with
Waudena.

Why do I not have the Place Order Option?

There are 3 scenarios that will cause the “Place Order” button to not be offered.

1. Only dealers can place orders with Waudena. If the user is a contractor,
purchasing from a Waudena dealer, the Place Order button is not available.

2. If a dealer is converting a quote to an order and the quote was created by their
contractor via Contractor Access, the Location will need to be changed to the
dealer’s shipping location. If the location is set to the contractor’s location, the
place order is unavailable.

Quote SQHPD003847-1

= Print &) Copy | |4y Import 1M Export| {g Delete | ¥ Proofing Rep
Location * General Lumber (TestDealer)
Customer: Select a Customer. Q

Header Pricing m Comments

tem Selection

3. If the quote includes a line that was created as a Quick Quote, the Place Order
button will not be available. Quick Quotes do not include anough information to
process as an order. To order a line that was entered as a Quick Quote, change
the line to a Detailed Quote and answer the additional questions to provide the
detail required to process as an order and the Place Order button will appear.
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Managing Quotes/Orders

Objective: Manage existing quotes or orders.

Note: Including a customer and quote name makes managing quotes and orders much
easier using the search function. While using a customer and/or quote name is not
required, it is recommended.

Managing Quotes

1. Upon logging into the Configurator, you will be automatically directed to the Quote
Search page. You can also navigate to this page from anywhere in the
Configurator by hovering over or clicking on “"Quotes” and selecting “Search”.

N 2w

Quote .

Sea r[\xlj
[£) New Quote

2. You will see all quotes that have been entered for your company. Information
includes the quote number, name of who last modified the quote, the date it was
last modified and the status of the quote (Open, Ordered or Expired). If you
selected a customer or included a Quote Name, this information will also appear.

Quote Search
[#) New Quate
Customer Name PO# ID Last Modified by Modified on v Status
&
SQESO008486-1 Dealer, Test TH6/2018 Open
Bob the Builder Smith Option 2 SQESO008500-1 Dealer, Test 71162018 Open
Bob the Builder Smith Option 2 SQESO008500-2 Dealer, Test 7/16/2018 Open
Bob the Builder Smith SQES0008499-1 Dealer, Test 716/2018 Open
SQES0008498-1 Dealer, Test 7132018 Open
SQESO008497-1 Dealer, Test TH32018 Open
SQESO008496-1 Dealer, Test 71372018 Open
a_1 construction SQESO008495-1 Dealer, Test TN22018 Open
test SQESO008494-1 Dealer, Test TH2/2018 Open
SQESO008491-1 Dealer, Test 7272018 Open
SQESO008490-1 Dealer, Test THM2/2018 Open
SQESO008489-1 Dealer, Test TH2/2018 Open
SQESO008488-1 Dealer, Test 71112018 Open
SQES0008487-1 Dealer, Test 71172018 Open
SQESO008485-1 Dealer, Test 7112018 Open
[ Page 1 of300 p M
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3. To open an existing quote, click on the row containing the quote you wish to open.

4. To simplify the process of locating a specific quote, you can search by the
customer, quote name or quote ID.

5. To search by customer, type in the customer name, or first few letters of the
customer name and press enter.

Quote Search
[#] New Quote

Customer Name PO# D

& [Boy |
Bob the Builder Smith Option 2 SQESO008500-1
Bob the Builder Smith Option 2 SQESO008500-2
Eob the Builder Smith SQES0008499-1
Eob the Builder SQES0008482-1
Eob the Builder Smith Residence SQES0008471-1
Eob the Builder Smith Residence SQES0008470-1
Eob Builder SQES0008109-1

Eob's Builders 2301 Smith St. - DiamondKote Quote SQES0006120-1

6. To search by quote name, type in the name or the first few letters of the quote
name and press enter.

[ New Quote |
Customer Name PO# D
& [ smitn] |

Eob the Builder Smith Cption 2 SQESO008500-1

Bob the Builder Smith Option 2 SQESO008500-2

Eob the Builder Smith SQES0008499-1

Eob the Builder Smith Residence SQESO008471-1

Eob the Builder Smith Residence SQESO008470-1
smith SOESO008387-1

Ryan's Doors Smith SQESO008190-1

7. To search by quote ID, type in the alphanumeric quote ID and press enter.

Quote Search
New Quote
Customer Name PO# D
& | saEscposs00-1
Bob the Builder Smith Option 2 SQESO008500-1
(&) Page 1 of 1
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8. The status of the quote will be Open, Ordered or Expired. Quotes remain in the
open period for 60 days after entering. If the quote you wish to access is Expired,

see the section on Expired Quotes to copy to a new quote.

If the quote has been placed as an order, it is still available to view.

9. If a quote is no longer needed and you wish to delete it, you can do so by opening
the quote and selecting delete in the ribbon.
B
Home Orders Customers Projects My ltems Acco
Quote SQESOC008500-1
™= Print | [3» Place Order () Copy | Y import| 17 Export |[Q Delete @
Customer: Bob the Builder Q

Header Pricing m Comments

tem Selection

[tem: Waudena Millwork Interior Door (1 Description:

Cuantity: 1 EA Price:
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Managing Orders

1. Navigate to the “Order Search” page by hovering over ore clicking on “Orders” in
the ribbon and selecting “Search”.

2. You will see all orders that have been submitted as an order. Information includes
the PO number provided with the order, Configurator order number, name of who
submitted the order, and the date it was submitted. If you selected a customer or
included a Quote Name, this information will also appear.

I7A

Order Search

Customer Name PO# D Last Modified by Modified on v
dealer
Jim Powers Powers home: Jim Powers SOESQ000124 Dealer, Test 6/1/2018
test SOES0000123 Dealer, Test 4/5/2018
test SOESO000122 Dealer, Test 41512018
test SOESQ000121 Dealer, Test 4/512018
Josh Testing test order SOES0000120 Dealer, Test 31272018

Status

Submitted
Submitted
Submitted
Submitied
Submitted

3. You can select an order by clicking on the row it is in. This will allow you to view,
print or e-mail a copy of the order. You will not be allowed to make changes in the
Configurator once the order is placed.
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Objective: Create a customer record to be applied to quotes.

Notes: A customer record can include pricing records for consistent quoting and can be

WAUDENA

Creating a Customer Record

used to manage quotes for that customer. Although use of customer records is not

required, they are recommended for ease of use. Using customer record also makes a

quote more detailed and personal when provided to the customer.

New Customer

1. Within the Configurator, navigate to the Customer tab and select "New”.

2. Fill blanks with information about the customer. Only a name is required, however;

Home Quotes

Customer Information

() Copy | [@ Delete

Neut'}

Search

the more information entered the more complete a quote will be once entered.

Customer ID:
Name:
Address 1:
Address 2:
Address 3
City

State:

Zip

Country:

CTESO000827
Bob the Builder
123 Main Street

Anywhere

Montana v
12345

United States v

Status: * | Active

Type:

Phone 1: 123-456-1234
Phone Z:

Fax

Defautt Contact

Default Ship-to Address:

IMPORTANT — When creating a new customer, it will be visible to all logins that are
enabled. For customers with ‘Contractor Access’, be sure to uncheck the box so they
cannot see customer records you have created. (located at bottom of customer record).

pcation Access
[/ Enable A1 [x] Disable Al
Namea
V. Lumber
General Lumber (TestDealer)

o

Address City State

1212 General Lumber Road Duluth MN

Postal Code

55802
Page 1

o1

Country

us

D Ship-to ERPID

CADG4655 002

Enabled

Al
4

Viewing
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Ship-To Addresses

If the customer has more than one address, create additional ship-to addresses
within the customer record.

1. Select the "Ship-to Addresses” tab within the customer record and click on "New
Ship-to Address”.

Default Terms Contacts

Ship-to Address Search
[£) New Ship-to Address

Mame Address City
&

C

2. Complete as much information as desired for the additional ship-to record.

& Ship-to Address

Active o

MName: Bob's Warehouse

Address 1: 321 Depot Street

Address 2:

Address 3:

City Anywhere

State: Montana v
Zip | 12345

Country: United States T

3. Repeat for as many ship-to addresses as required.
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Creating Default Terms for a Customer

1. Select the “Default Terms” tab within the customer record.

Ship-to Addresses Default Terms Contacts

2. Determine if you will price by markup, margin, or multiplier to achieve the
customer’s purchase price. Make the selection prior to setting the percent of
markup, margin, or multiplier for best results.

A

Pricing Terms
Discount by % Off List v Price by: | markup % \
Markup %
Business Terms
N - Margin %
Additional Discount (% O List) 0| % Payment Method
Tax: 55| % Payment Terms: Multiplier
Labor Tax: 0] % Comments: Muttiplier %
Upcharge (Markup %): 49.25| %
Shipping Terms

3. Apply as much term information as desired. The more that is included, the more
complete the quote will be when the customer is used. Pricing will be applied to
any quote the customer record is applied to.

Business Terms

Additional Discount (% Off List): 0 % Payment Method: |0n Account v
Tax: 55 % Payment Terms: Net 10 v
Labor Tax: 0 % Comments

Upcharge (Margin %) 25| %
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Creating Contacts for a Customer

Additional contacts can be created for each customer record.

4. Select the “"Contacts” tab within the customer record and select "New Contact”.

Ship-to Addresses Default Terms

Contact Search
[#) New Contact

Name E-mail Phaone Mobile

&
[ Page 1 of 1

5. Complete as much contact information as desired. Select "OK” when completed.

Contact

Contact ID NEW
Customer |D: CTESO000827

Customer Mame: Bob the Builder

First Name * ]

Last Name:
E-mail:
FPhone
Mokbile:
Fax:

Comments:

6. Repeat for additional contacts as desired/necessary.
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