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[bookmark: _GoBack]Title:  Big Machines Selling System for Continental Disc Corporation and Groth Corporation – Quote/Order Creation
Scope: The following document is a reference instruction document developed to support Representative level users within the Big Machines selling system.  The purpose of this document is to provide a step by step instruction on how to create a quote when using the Big Machines selling system.  Should a situation arise that is not covered within this document, or additional assistance is needed, please contact your inside Sales Associate.  
ACCESSING BIG Machines Selling System
Web Address - http://cdc.bigmachines.com  or http://groth.bigmachines.com The Big Machines selling system operates best within Mozilla Firefox.  An internet connection without interruption is required.
Log-in – Log into Big Machines using the username and temporary password sent in the e-mail from the Big Machines administration team.
Change password – Change the temporary password by clicking on ‘My Profile’ and then clicking on the ‘Change Password’ button and following the instructions.  Once the password has been changed, click on the ‘Update’ button located at the bottom right hand corner of the screen.  After the update, click the ‘Back’ button to return to the ‘Home’ screen.
CREATING A QUOTE
[bookmark: _Ref390070905]New Transaction – While in the ‘Home’ screen click on the ‘New Transaction’ button to initiate a new quote. 
[bookmark: _General_Information_–]General Information – On the ‘General Information’ page, select the correct ‘Division’ for the quote from the drop down list, check the appropriate selection for the Project Classification, if there are any material origin restrictions, and then click ‘Save’. (Figure 1) The ‘Quote Header Information’ screen tab will now be visible and a quote number is assigned.  Make a note of the quote number.
[bookmark: _Quote_Header_Information]Quote Header Information – All fields that are red and marked with an asterisk ‘*’ are required fields. (Figure 2)
Division: This will be automatically filled in from the previous selection in the General Information page and cannot be changed.
Category: Choose a selection from the dropdown list.
Certified Drawings: (CDC Products Only) The default is no.  Choose yes if drawings are required. Must be selected while the quote is in the “Pending” status.
Transaction Type: This will also be filled in from the General Information page
Probability: Choose one of the selections from the drop down list.
End Use Application: Enter a short description of how the disc will be used.
Customer Contact: Enter the name and phone number or e-mail address of the contact.
Opportunity Name: Optional use.
Reference Customer Inquiry No: Enter the customer RFQ number if available.
Quote Description: Optional use.

[bookmark: _Existing_Customer_Selection]Existing Customer Selection – If the customer is an existing customer, go to the ‘Existing Customer Selection’ tab and click on the ‘Browse’ button.   Enter the customer name in the blank field next to ‘Company Name’ to find the customer information required for the quote.  Find the correct ‘Bill To’ address from the list of customers and then select ‘View’.  Choose from the list of ‘Ship To’ addresses.  Click on ‘Populate’ to attach the customer information to the quote. (Figure 3, Figure 4, Figure 5)

New Prospect Inputs – If a quote is being created for a new customer, go to the ‘New Prospect Inputs’ tab and enter information about the prospect.  Check the ‘New Customer’ box, enter the customer currency and fill in as much information about the customer as possible in the fields provided.
End User – If the end user is the same as the ‘Ship To’ customer, click the ‘Use Ship To Customer’ box and then click on ‘Save’.  If the end user is different from the ‘Ship To’ customer, enter the end user information in the fields provided.  The minimum information required for the end user is Company Name and Country.
[bookmark: _Adding_Lines_–]Adding Lines – Click on the ‘Add Line Items’ button.  This will bring up the Configurator selection screen.  Select the entity name (CDC or Groth) to display available configurations.  A display image box is shown to help users navigate to the correct configuration tool.  Each configuration tool is designed to assist the user with valid product selection.   If assistance is required to select or properly configure product, contact the Inside Salesperson assigned to the transaction. (Figure 6, Figure 7)
Line item information - The items view is shown just below the ‘General Information’ section of the quote.  This view shows the most important details about each line item such as qty, list price, discount, net price, line type, etc.

Edit Function – Click on the little yellow pencil, located just to the left of the line item, to open the edit function for the line.  The screen will open up in the ‘Price Workup’ tab. 

Price Workup – The ‘Price Workup’ tab shows detailed pricing information, including US dollar pricing and customer currency pricing, discounting limits, commission information and end user price for buy/resell transactions. 
Tagging – Line item tag information is added on this tab.  Tag information is shown on the proposal when added to this tab.
Attachments and Comments – Line item attachments should be added to this tab.  ‘Line Item Comments’ for a line item can also be added to this tab.  ‘Line Item Comments’ are reference only and are not included on the proposal.  The purpose of the comments section is to help with communication between the Representative and the Inside Sales Associate.  ‘Line Item Comments’ cannot be removed from a line item by any user. The ‘Proposal Commercial Comments’ can be added here and will show up on the proposal.

Reconfigure Button – Click on the button located just to the left of the line item which looks like a gear to open the configurator.  Note: If the item has previously been configured or adjusted by engineering, it must go back through engineering to be reconfigured. 

[bookmark: _Adjusting_the_Selling]Adjusting the Selling Price – The assigned list price is the default selling price.  The list price value is not adjustable.  To adjust selling price, discount values should be added to the line item.  Discount limits are set per individual line items.  If a discount limit is exceeded, commercial workflow is invoked and proper approvals must be made before the proposal is available to the customer.
[bookmark: _Line_Type_–]Line Type – Each line item is assigned a type status.  Line types may be set to Primary, Alternate or Remove.  By default, line items are set to Primary.  Primary items are items that intend to be ordered.  Alternate items are items that are offered to the customer as alternative offerings.  Primary and alternate items are included on the proposal but the alternate item prices are not included in the quote total.  Line items cannot be deleted from a quote transaction once the quote has left the Pending status.  The Remove line type status should be used in place of deletion of a line item.  Line items set to Remove status are not included on the proposal.  
Requesting a shorter lead time – The assigned standard lead time for a line item cannot be adjusted.  To request a shorter lead time, go to the Requested Lead Time (Req. L.T.) column at the line item level and input the requested lead time value.  Then add a new line item for the expedite fee.  For Continental Disc products, the fee is located in the “Accessories” tab. Choose the “Lot Charge” selection from the Accessory Type and “Premium Service” from the Accessory Description. For Groth products, the fee is located in the Spare Parts Kits Configurator.  Choose charges from the Kit Type drop down list and then choose Red Ball Charge from the Select Charge Type drop down list.  Commercial workflow will be invoked and an electronic notification will be sent to the inside salesperson assigned to the transaction.  Once the lead time is approved the quote will be ready for the customer. (Figure 8) 
[bookmark: _Requesting_technical_assistance]Requesting technical assistance for a configured line item – If a customized configuration is needed, but the requested selection is not available when using a standard configuration tool, follow the instructions below to request assistance:   (Figure 9)
Configure a standard product configuration.  Select a product that is similar to the product requested by the customer.  Create a “clean” configuration and add the configuration to the quote.
Open the line item details page for the configured line item through the ‘Edit’ function.
Navigate to the ‘Attachments and Comments’ tab. 
Click the checkbox for ‘Enable Technical Workflow Review’
Add notes to the ‘Line Item Comments’ box.  Specify exactly what is needed on the configuration.
Click ‘Save’ on the ‘Attachments and Comments’ tab.
Click ‘Back’ to return to the main quote page.
Click ‘Save’ on the main quote page. 
When ‘Submit’ is clicked during the Pending status, the quote will invoke technical workflow and an electronic notification will be sent to the inside salesperson assigned to the transaction.

[bookmark: _Proposal_–]Proposal – 
A standardized proposal is available when a quote reaches the Approved status.  The proposal is generated in PDF format.  The proposal consists of a cover page, cover letter, line item details; optional sizing sheets when a sizing is requested, customer submittal drawings when needed, and a standard terms and conditions sheet.  Additionally, PDF attachments can be added to the quote proposal through the ‘Attachments’ tab.
Adding comments – Proposal comments are highly recommended to create a personalized proposal for each customer.  Found on the proposal tab, the cover letter input box is used to add free form text to the proposal. Generic templates are available to help with creation of personalized text.

Buy/Resell Proposals –
The intent of a buy/resell transaction is to create a proposal that is directed to the customer from the representative organization.  This process includes displaying the rep logo in place of the Continental Disc or Groth logo.  Also, the end user sale price is displayed in place of the internal net price.  In order to successfully process a buy/resell transaction, additional information must be manually added by the user.  The end user price must be added on the ‘Price Workup’ tab accessed through the ‘Edit’ function.  This price is displayed on the proposal. (Figure 10)
[bookmark: _PRINTING_THE_PROPOSAL]PRINTING THE PROPOSAL – 
Navigate to the ‘Proposal’ tab to access the proposal.  If a cover letter is required, double click in the cover letter input box to either enter custom comments or choose a template from one of the folders.  Customize the template if required and then click on ‘Set and Close’. 
Click on the ‘View Proposal’ button to view, print, and save the proposal. 
[bookmark: _Searching_for_an]Searching for an Existing Transaction – 
To find an existing transaction – 
Navigate to the default home page.
Click the ‘Search’ action button.
A search process will open in a new window.  Select quote number and click ‘Next’.
Select quote number again, along with any other fields you want to see, and click ‘Next’. (Figure 11)
Select “=” as the ‘Comparator’ and type the quote number in the ‘Value’ text box.
[bookmark: _Click_‘Search’.]Click ‘Search’.

If a quote transaction is found that matches the input during the search process, a list of quote numbers will be displayed in a new window. Clicking on the quote number will open the transaction in the original web page.
Searching for partial quote numbers will return multiple quote transactions in the search results page.  As example, specifying quote number that = 1004 will return any quote that contains 1004 in the quote transaction number.      (Figure 12)

[bookmark: _Revising_a_transaction]Revising a transaction – 
If a revision is required, click the ‘Revise’ action button to adjust the quote transaction.  Revising a quote places the transaction in the Pending status.  The proposal is no longer available for the customer until the quote transaction is approved again. The quote must go through the approval process again.
(Figure 13)

[bookmark: _Pending_configurations]Pending configurations
Existing and Creating a Quote with Pending Configurations (Figure 14, Figure 15)
When there is an interruption during the configuration of a product prior to adding the configuration to the quote, the configuration can be completed at a later time by following the instructions below.

Open the desired quote and click on ‘Pending Configurations’ located at the top of the page.
Locate the correct configuration from the list and click on it to open it.
Complete the configuration and click ‘Add to Quote’ to add it to the quote.

When a configuration is started in the ‘Pending Configurations’ state prior to creating a quote; a quote can be created for the configuration by clicking on ‘Create Quote’.  This will add the configuration to a new quote.
Once the configuration is added to the quote, enter the Edit function then go to the Salesorder Line Info to make sure the Source Entity is correct for the product.

[bookmark: _SUBMITTING_AN_ORDER]SUBMITTING AN ORDER – 

When a purchase order is received from the customer, the following process must be followed with the Big Machines Selling System. (Figure 16)

Find the related transaction within Big Machines. Refer to section 5 for instructions on searching for an existing transaction.

7.1.3	Verify the following information is identical on the Big Machines transaction and customer purchase order. 

A.  Product descriptions and quantities.
B.  Sell Price. 
C.  Delivery Time. 
D.  Customer name (invoice name) and address. 
E.  Ship to name and address. 
F.   End-user information.
G.  Tag Number/Numbers.
H.  Remove any items on the quote that are not being ordered by changing the status to “Remove”.
I.	If certified drawings are required, revise the quote back to the “Pending Status” and select “Yes” at the header page to include drawings in the order.
 
Note: Any conflicting information between the Big Machines transaction and customer purchase order will need to be resolved and corrected before submitting an order. 

  
7.1.4  	Navigate to the “Salesorder Info” tab and input the following information. 
		
A.  Purchase Order number.
B.  Attach an electronic copy of purchase order to help facilitate prompt order creation and confirm Order descriptions.
C.  Ship Via and Freight information form pull down menus. For collect shipments, include the shipping account number in the provided field.

7.1.5 	Click “Submit Order” action button to send the transaction to the assigned Continental Disc inside Salesperson for order processing.


1. Quote Status and Workflow – Big Machines uses electronic workflow to help facilitate quote approvals.  All quote transactions are processed using the following steps:
Pending – This is the starting point of every quote transaction.  Line items are added to a quote during the Pending state.   The Pending status is the build stage for a quote.
Pending Technical Approval – If a line item is missing a list price, lead time, or any technical issues arise during quote creation, clicking the ‘Submit’ button during the Pending state will invoke technical workflow.  An electronic notification will be sent to the assigned inside salesperson to start the approval process.  During the ‘Pending Technical Approval’ stage, all technical issues are addressed by the Sales and Engineering support teams.
Technical Approved – At the ‘Technical Approved’ status, the quote is ready for commercial adjustments, including discounting and reduced lead time requests.  The proposal is not available at this stage, as the commercial portion of the quote has not yet been validated.
Pending Commercial Approval – Some reasons for invoked commercial approval include exceeding the user discount limit, requesting a reduced lead time on a line item, or specifying custom terms and conditions.  Commercial workflow is supported by the internal sales team.  Successful completion of commercial workflow results in an approved transaction.
Approved – An approved quote is ready for proposal generation.  When a quote reaches the approved status, the expiration date is assigned.  The ‘View Proposal’ action is visible on the ‘Proposal’ tab.  The proposal is ready to be ordered.
Order Submitted – When a PO is received for an approved quote transaction, the order submittal process should be completed.  Clicking ‘Submit Order’ will transition the quote into the ‘Order Submitted’ status.  This will send an electronic notification to the assigned Inside Salesperson, specifying an order is ready to be processed.
Accounting Hold – When an order is submitted for a new prospect, the transaction will be placed on ‘Accounting Hold’ and the customer financial business and credit responsibility is reviewed.  A customer ID will be assigned.  Collecting all appropriate information listed on this prospect tab prior to entry will streamline this process.
Ordered – At the completion of the order creation process, the quote transaction will be transitioned to the ‘Ordered’ status.  At this point, a sales order has been created and a notification email has been created and sent to the Inside Salesperson assigned to this transaction.
Closed – When the ‘Cancel Order’ is clicked, the quote is closed and the transaction is moved to the ‘Closed’ status.
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