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[bookmark: _Toc323023372][bookmark: _Toc323025195]Entering Quotes
Quotes will be entered into the Kelly Paper Marketing System (KMS) under the customers account.  If the customer does not have an account in KMS, then the quote will be entered using the special quick entry form link.  The quote will be managed by the store and merchandiser through a queue in KMS. To enter a quote for a customer, do the following:

[bookmark: _Toc323023373][bookmark: _Toc323025196]Logging into KMS
To log into KMS, do the following:

Using the internet, enter or click on the below link
http://marketing.kellypaper.com/index.asp
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From the KMS login screen, do the following:

User ID:  Enter your user ID
Password: Enter your password

Click on Login
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You will see the following box on the screen; wait until the box automatically closes.

















[bookmark: _Toc323023374][bookmark: _Toc323025197]Entering New Quote
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From the KMS main menu, do the following:

Enter only one of the following:
Comp: Company name
Acct #:  Account number 
Name:  Contact Name
Phone: Customer phone number

Click on Search Now


Note:  If customer is not in database or is assigned to another store click “Special Quick Entry Form” and fill out customer information
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From the search results screen, do the following:

Click the “Update” button next to the correct customer
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From the general information screen, do the following:

Click on set up “special quote” button
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From the quote or order type screen, do the following:

Click on correct quote form
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From the special order request screen, do the following:

The required fields are as follows:

· Store
· Size
· Basis Weight
· Paper Type
· Color
· Quantity (Numeric only)
· Unit of Measure (UOM)
· Product Description

Make sure to enter a good product description
You can add any additional information in the notes field

When finished entering all information “Click Send Request” and if you want email with each or any status change “Click Notification Button”


Note:  Read what you have entered and make sure you could quote this with the 
           information you are providing
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If you get the following screen, correct the items highlighted in yellow
















[image: ]

If you see this screen, then your quote was sent to the merchandiser 

To exit Click on “Click Here to Continue Button”


If you have more than 1 similar quote for a customer Click on “Click Here to Set Up a Similar Request Button”

Note:  If you have more than one similar quote for a customer, make sure to enter 1 of (how many quotes you are going to send over).  E.g. 1 of 3, 2 of 3 and 3 of 3 in the notes field.  You can also send an email with the quote numbers to KPPURCHASING.













[bookmark: _Toc323023375][bookmark: _Toc323025198]
Managing Quotes
Quotes will be managed using a queue in the Kelly Paper Marketing System (KMS).  The store will be able to see all their stores quotes in the queue.  The store will be able to email the quote to the customer or print out the quote.  The store will turn the quote into an order or close the quote with a reason to why we did not turn the quote into an order (Lost Sale). To manager your store quotes, do the following:

[bookmark: _Toc323023376][bookmark: _Toc323025199]Managing quotes from Store Queue	
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From the KMS main menu, do the following:

Click on Special Quote Queue 
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From the store special order quote queue, do the following:

The bottom of the queue is quotes you have requested and the top of the queue is orders you have requested

Type:  Shows you what form you used, if it is a quote or re-order, and if it is a must have, 
            delivery or drop ship
Account/Company:  Shows you quote number, account number and name of customer
Date/Time:  Shows what time the quote was sent
Status:  Shows you the status the quote is in:
· New – merchandiser has not looked at quote
· In Process – merchandiser is working on quote
· Waiting on Store – merchandiser is waiting for information from you to complete the quote
· Waiting on Vendor – merchandiser is waiting on the vendor to give them all the information requested
· Quoted – quote is complete for you to give information to customer
Action:  View – you can only view a quote.  If changes are needed you need to call the 
	    merchandiser to make changes or to close the quote
	    Manage – you can call, print or email quote to customer.  You can turn the quote   
               into an order
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To manage a quote, do the following:

Click on Manage 
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From the special order request screen, do the following:

Under the purchasing information section, you will see price, cost, lead time, freight and any notes the merchandiser wants you to see.

You can print this quote and fax it to your customer, make a sales call or call the customer with the information.  You also can email the quote to the customer.

You have three options for the quote:
1. Close Quote/Lost
2. Send Quote to Customer
3. Convert Quote to an Order

Note:  Never print this screen and fax or send to your customer.  Only print after clicking on Send Quote to Customer button.


[bookmark: _Toc323023377][bookmark: _Toc323025200]Print or Email Quote to Customer
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To email quote to customer, do the following:

Under Customer Information, enter email address and any notes for customer

Click Send Quote to Customer Button


To print quote and fax to customer, do the following:

Leave email address blank and add any notes for customer

Click Send Quote to Customer Button
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The following will be email to the email address you entered and or you can click the print button

To print quote click the print button
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To go back to the queue, do the following:


Click KELLYPAPER logo to 














[bookmark: _Toc323023378][bookmark: _Toc323025201]
Close Quote/Lost
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To close Quote, do the following:

Click on Close Quote/Lost Button
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From the close quote screen, do the following:

Reason: Click on drop down menu and pick the reason

Reason or additional Comments:  Enter any comments as needed

Click on Submit and Close Button








[bookmark: _Toc323023379][bookmark: _Toc323025202]
Convert Quote to an Order
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To Convert Quote to an Order, do the following:

Make any and all changers to order.  At this time you can change any field that is not blue.

Before you can Click on Convert Quote to an Order; you must attach a customer signed agreement.  





To upload the signed agreement, do the following steps:

Step 1.  Using your Multi-Function Printer, copier and scanner, scan the signed agreement and save file (signed agreement) to your computer that you use the quote system on. (Recommend creating a file folder on your computer under documents and name the folder “Signed Agreements”)




[image: ]
 

Step 2.  Click “Upload Agreement” Button
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Step 3.  Click “Choose File” Button


[image: ]
 

Step 4.  Find the correct file and Double Click on that file
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Step 5.  The file you double click on will show next to Choose File.  “Click Upload Agreement” Button
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Step 6.  Now the Signed Agreement shows in RED, click “Convert Quote to an Order” Button



The merchandiser will now have the signed agreement attached to the order on their queue.
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Top of screen will show you that quote has been converted to an Order



Click on Back to Quote and Order List Button on top of page













[bookmark: _Toc323023380][bookmark: _Toc323025203]Managing Orders


[bookmark: _Toc323023381][bookmark: _Toc323025204]Managing Orders from Store Queue
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To manage orders, do the following:

Orders are on the top of the screen and will show for 30 days.  If the status is:
· New Order, then no merchandiser is working on this order
· Order in Process, then a merchandiser is currently working on the order
· Need agreement then the order will not be placed until you send the agreement
· Ordered and is highlighted in yellow then the order is placed with the vendor and has been entered in A+

If you want to see what is on the order, click View, no changes can be made.  

If changes need to be made you will have to call the merchandiser.

[bookmark: _Toc323023382][bookmark: _Toc323025205]Managing History - Closed Quotes
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From the store special order quote queue, do the following:

Click red History – Closed Quote button
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From the History – Closed Quote screen, do the following:

You can enter the Quote Number or Customer Number to look for quote and then click View
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If Quote is over 30 days, you will get a yellow highlighted message
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If quote is not over 30 days old, you can re-quote the same quote.  

Click Re-Quote


Note:  this will be sent to the merchandiser, but will create a new quote number for this quote.  You would then manage the quote under the new quote number.
of the quote or order
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