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ComputerEase has the ability to create Quotes. Once the quote has been posted, a report can be 

generated to track all outstanding quotes. Upon acceptance of the quote and completion of the work, 

the quote can then be used to automatically create a Free Form Invoice or used with a work order for 

billing in the Service Management module. 

ENTER A NEW QUOTE (Customer Info tab) 
  

 Quote Number: This field can be sequentially assigned by clicking on the arrow or manually 

assigned by entering in a number. The quote number can be alpha numeric. 

 Quote Date: Date the quote is being generated for. 

 Valid Thru: Date the quote expires. This date will be used as part of the date range for 

determining when to delete a quote. 

 Description: Description of what the quote is for. This field will carry over to the 

“Description” field on the Free Form Invoice/Main Invoice tab. 

 Status: The Status of the quote can be created to track the quote through its life cycle. Select 

the look up, Maintenance, New/Edit to customize your Quote statuses (ex. New, Accepted, 

Declined). The statuses can also be accessed through the Work on Quotes, Quote Status 

Maintenance option. 

 Site: The site can be assigned if desired. If the Site already exists, the information from the 

Site will automatically fill in the customer information. 

 Job: The job number can be assigned, if desired. If the job already exists, the information 

from the job will automatically fill in the customer information. 

 New/Existing Customer: Select a current customer or a new potential customer that can be 

added to customer maintenance at the time of invoicing. 

 Sales Rep: Sales Rep associated with this customer and quote, if applicable. 

 Price Code: This field will control the default pricing on inventory items. 

 Sales Tax: Select the appropriate sales tax code, if applicable. 

 Format: This is the quote format to default when printing the form.  

 Markup: Allows setup of a markup percent for billing items entered into the Items tab.  

Markups will be listed separately on printed copies of your quote.  The prices that you enter 

for your quote items will be marked up based on Billing Class assigned to the item. 
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ENTER A NEW QUOTE (Items tab) 

Select Add to add the line items to the quote. 

 

 Item: Select an inventory item or leave this field blank.   

 Quantity: A number must be entered in order for the extended price to calculate. Negative 

quantities can be entered to generate credit memos. 

 Description: If an “Item” has been selected, the description from the item master file will 

automatically populate and can be edited, if desired. If the item field has been left blank, 

enter the text to be displayed on the quote. This field may be up to 10 lines. 

 Price: The amount to be charged per unit for this line item.  

 Taxable: This field determines if sales tax is charged on this line item. If sales tax should be 

charged on the item, check the box. If sales tax should not be charged on the item, the 

Taxable check box should not be checked. Items that are set to nontaxable will be marked 

with an asterisk (*) and labeled “means item is nontaxable” on the quote. 

NOTE:  To remove the asterisk (*) and the “means item is nontaxable” from printing on tax-

exempt quotes, select yes to the Taxable question. This is providing the tax code in the 

customer master and the customer information screen is left blank, sales tax will not be 

calculated. 

 Select Cancel when completed. 

 Notes:  Enter any special instructions/messages that should go on the quote and are not part 

of a specific line item on the quote. These Notes will appear before the line items body of the 

quote. Predefined notes can be added by clicking on “Quote” in the top left hand corner of 

this screen and selecting Insert Notes. 

Select to Save and print the quote if desired. Quotes can be edited, deleted, and printed at a later date 

through Edit a Quote or Print a Quote. 

New quotes can be created by copying from an existing quote by selecting “Quote” from the top left 

hand corner of this screen and selecting Copy Items from Another Quote. 

Creating Assemblies in the Inventory Module can save time when generating a quote. This will pull 

all the items to be included and any options to the quote. 

This can be setup per item in Inventory Maintenance and the ‘Assembly’ tab.  Check mark the box to 

create an assembly. (This item is an assembly) 

 

 Price is sum of parts: This option will add up the sell price for all the parts attached to 

create the sell price for the quote. Uncheck this option to manually assign a price for the 

assembly. 

 Show parts on invoice: Checking this option will list the components of the assembly on the 

quote and the invoice. 

 Optional: Checking this option will prompt you as to whether or not the items should appear 

on the quote. 
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INVOICING A QUOTE (FREEFORM INVOICE) 
 

Quote Number: Select the quote number to be invoiced. 

Customer Number: If the quote has a customer number attached, it will default automatically. If 

this is a new customer, the customer can be created on the fly. For this field, enter the code to be 

assigned for this customer. ComputerEase will prompt to create the customer and the information 

entered in the quote will automatically populate the customer maintenance screen. 

Inventory Location: Select the inventory location for the items used in the Items tab. 

Reduce Inventory: Select to reduce inventory by the items entered into the Items tab. 

 

The items entered on the quote will automatically populate the “Items Tab” on the Free Form 

Invoice. Continue with normal process of creating a Free Form Invoice. 

 

INVOICING A QUOTE (SERVICE WORK ORDER) 

To pull in notes from the quote: 

Select to enter a new work order, select the Description field, select Order from the top left hand 

corner of this screen and select Insert Notes from Quote. Select the applicable quote. 

 

To pull in the quote items for billing: 

Select Enter Work from a Work Ticket, select the Items tab, select Copy Quote and select the 

applicable quote.  

Continue with the normal process for billing out a service work order. 

 

QUOTE REPORTING 

An Outstanding Quote Report is available to review quotes and their status. 

The expiration period of your quote is set within Configure, System Parameters, Accounts 

Receivable Parameters, Quoting – Valid for X days field. 

 

DELETING OLD QUOTES 

ComputerEase allows for deleting of expired or invoiced quotes through Work on Quotes, Delete 

Expired/Invoiced Quotes. To delete quotes, select the expired or invoiced quotes and select an 

applicable date.  This process will delete all quotes prior to the date selected. 

 

 


