Customising your KBBConnect Documents

Using KBBConnect you can quickly and easily reformat the built-in quotation, invoice and dispatch
notes in line with your company’s standards. Also, you can create your own report templates for
both dispatch notes and invoices and create any other template documents you currently use in
your business.

This document will detail changes to the Quotation document. However, all of the features in these
pages can also be applied to:

e Invoices
e Dispatch Notes

e External Documents

Changing the Content of your Quotation in KBBConnect S i

Kitchen Units

Should you want to hide certain information in some quotes, and keep it in others,
it is not alway necessary to change the template your documents are designed

O wumpsum
upon. Hide Pos

[0 Hideaty
The KBBConnect Configuration options (to the right of the Quotation screen) allow e oo
you to display and hide information, according to your requirements. Hide Harsling

[J Hide Price
For example, you may wish to hide sub-totals, item codes or even quantities for O] Hide Subtotal
certain items or sections. All of this can be done at the click of a button using the [ Hide child items
KBBConnect Configuration panel. [J show Range

[J Hide Pictures

[ show Frames
If you wish the configuration options to be used as default then click the [J ShowWHD
Default button at the bottom of the menu. You can also setup different templates [ Hide Section
using the Config button and give your template a name. O Hidesp

Default

Should you wish to make other changes to your default quotation, for example B Dersan | @ Contia

changing the standard layout, adding pictures or additional text, such as a page of
Terms and Conditions, it will be necessary to change the template. This is summarised in the
following section.
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Making Changes to KBBConnect Templates

Download Amend Upload

KBBConnect Template in Template to
Template MS Word KBBConnect

There are three simple steps to amending your Quotation template:

1-QuoteTemplate unit price d. =
1. Download the template (1%t button on the bottom) you wish to change oo Tanplai do o
from KBBConnect into Microsoft Word. oo g
Quotation.Html (m]
2. Modify the template by adding text, graphics, logos or tables. Custatonz e o
QuoteTemplate.docx O e
3. When you have finished modifying the template, save it, and then :“"":“’:““":‘ ) E
import it back (2" button on the bottom) into your KBBConnect for use
as your main quotation template.
Follow the steps below to create your own customised templates.
o o L] L3 L} ci

Downloading the Document Template

1. In Project tab, click on the Open Quote button and select
Preview Quotation in Basic tasks (left hand side menu).

2. The Preview Quotation window will open. The Template taskbar panel displays your current list
of built in quotation templates and any templates you have loaded into the system yourself.

= @ Email @ Open in Word Preview

Lo & =  oampFYkZeUXv XiSK.. f2 75% H D v

1-QuoteTemplate unit price.d..

Kitchen Units
*KBB

1L Template. [

QuoteTemplate.docx O wmpsum
2-QuoteTemplate.docx Hide Pos

Top Notch Kitchens & Bathrooms Lid
Costing report with breakdo_ Chatars "M"""'u“’m" ‘B:;‘:;";: sLsrEr O wideary
B2 Hide Code

Quatation1.Html =

.
Quotation
Hide Handing
Quotation2.Himl

[0 Hide Price
QuoteTemplate.docx [ Hide Subtotal

QuoteTemplate1.docx : 01344 BTE110 [0 Hide Child itams

0O 0O0O0DO0OOO0OO0OBS®

QuoteTemplateWithPics.doex [ show Range
D] Hide pienwes
Job Number: 1284
[0 show Frames
This s text at the ton of the quote
Adn Gioss Praeian O showwnn
Gloss Purw Whita
Whie

[ Hide seetion
s

O nidese

Sivor
Chrome Swept D Handle (180mm)
Pewter Effect Beehive Knod

antig Temalates
Default
s Prce. s

6619 (66190

@ Default @ Config W
£661.90
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3. Select the template you want to amend and click on the

S button.

The quotation will be downloaded into Microsoft Word, as follows:

QuoteTemplatel (2).docx - Microsoft Word

es  Mailings  Review  View  Addns
N |A‘ A'l ‘E tl=w | AaBbCcDe | AaBbCeDe AaBbCi AaBbCc AaB AaBbCc. AaBbhCeDi AaBbCcD: AaBbCeDi Aa
Aa- |- A TNormal | TMNa Spaci.. Headingl  Heading 2 Title Subtitle  Subtle Em... IntenseE.. S
= Paragraph = Styles
-2-|‘1-|-§‘ (R R I A A AR SRR SN KRN N - RANAE RIS CENRN RN S -
«COMPANYNAME»
«COMPANYHEADER»
«COMPANYCONTACT»
[
Client: «CUSTREFERENCE»
Address: «SITEADDRESS»
Phone: «STEL»
Mobile: «SMOBILE »
Email: «SCONTACT»
=}
Job Number: «kDWGNO»
«FURMEMO»
{"«TableStart:SBlocks»«STY | «STYLEVALUE»«TableEnd:SBlocks»
{ LEHEADER» |
«SECTIONNAMEX» «LUMPSUMX» |
Description Price
«TableStart:ltemsX»«DESCPART1» «QUOTE L«
«DESCPART2» TableEnd:lte
msX»
Subtotal «SECTNETX»
Discount «SECTDISCX»
Total «SECTTOTX»
«TEXTTERMS> Nett «SUMNETT»
Discount «SUMDISCOUNTALL»
«DPn% «DT» «DV 1] rotal «SUMTOTAL»
wlP»l  «IT» @V 1 st “SUMVAT»
«CPok  «CT» “CV» || overall Total «SUMTOTALVAT»

Notice that the document has a number of words surrounded by chevrons: “<< >>”. These are

called Fields and are used by KBBConnect to pick up the relevant information from your KBBConnect

job, so that when you want to create a quotation all you have to do is select the Preview Quotation

button.

The fields in your KBBConnect template are essentially the same as Merge fields in Microsoft Word.
When you click on a field, it becomes highlighted in grey, as shown below — COMPANYNAME.

«COMPANYNAME»
«COMPANYHEADER»
«COMPANYCONTACT»

Quotation

o+

Client: «CUSTREFERENCE»

Address: «SITEADDRESS»

Phone: «STEL»

Mobile: «SMOBILE»

Email: «SCONTACT»

Job Number: «DWGNO»

©SMART Systems
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Working with KBBConnect Fields to alter your quotation template
EXAMPLE 1 - Deleting fields from your quotation

The quotation below displays the customer’s name and address, followed by the telephone and
mobile numbers and email address.

«COMPANYNAME»
«COMPANYHEADER»
«COMPANYCONTACT»

Quotation

]

Client: «CUSTREFERENCE»
Address: «SITEADDRESS»
Phone: «STEL»

Mobile: «SMOBILE»
Email: «SCONTACT»

Job Number: <DWGNO»

The fields representing these are as follows:

Phone: «STEL»
Mobile: «SMOBILE»
Email: «SCONTACT»

If you don’t want the telephone numbers on your quotation, highlight the word with your mouse
and select the DEL key on your keyboard. This will remove the fields from your document.

Note: All KBBConnect templates are designed using a Word table. The borders are set in Word to
invisible, so the document appears in a professional letter layout. If you want your template
set out in a different way delete the table and insert the template fields according to your
guotation design.

EXAMPLE 2 — Changing the position of a Quotation field

If you wish to have your sales order/ quote number displayed in a different place in your quotation,
highlight the field reference «DWGNO» (including the field chevrons << and >>), and move it to the
new location using Word’s Cut and Paste commands.

Catior ot sl - A W] (52 4E EEE(I | papbceoc| Asabccne AaBBCI ] . s A ) =12 - R R R | psnoccnc| asenco: AaBbO
Paste ¥ B 7/ U-ex XAao V- A- EFIASN oy v i v T hoemal | 1Mo Spaci..  Heaamg 1 Paste 7 B 5 U-shex ¥ Aa"V-A- EER {allFe Ra==Rd T Mormal |1 N0 Spar.  Headngl
T‘J-z‘l\ r jj.‘.‘. i RN f i e 5
«COMPANYNAME » «COMPANYNAME»
<COMPANYNEADER ACOMPANYHEADER S
“COMPANYCONTACT» «COMPANYCONTACT
Quotation Quotation
Client: wCUSTREFERENCE» Client: “CUSTREFERENCE»
Address: «SITEADDRESS» . Address: «SITEADDRESS»
Phane: wSTEL» Phone: wSTEL»
Mobile: «SMOBILE» Mobile: «SMOBILE»
Email: ASCONTACT» Email: «SCONTACT»
Job Number: sDWGNO»
lob Number: sDWGNO»
«FURMEMO» sFURMEMO»
wTableStart: SBlocks»«STY «STYLEVALUE »«TableEnd SBlockss «TableStart: SBlocks»«STY | «STYLEVALUE »aTableEnd SBlockss
LEHEADER» LEHEADER»
b .
wSECTIONNAMEX» “LUMP SUMX» ] WSECTIONNAMEX» “LUMPSUMX» 3
— - - - |
PagELOTY | WOrdR6D i  Engmin LK) (BT e I {tigs) PagE10f1 | Wordn&0 <  Enghh MAK) (D0 3 = [ il
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NOTE: A list of useful field references is included at the end of this document.

Inserting new fields into your template

To add new fields into your Word document template you will need to add fields as if you were
creating a mail merge document, in MS Word 2007. This is done through the Word Quick Parts

Gallery. For example, to insert the Nett Price field in your document:

1. Position your cursor where you want the Nett Price to appear in your document

the Insert tab select the Quick Parts command:

and from the

u'/l;{?-a\ H -9 _1 w QuoteTemplated [Compatibility Mode] - Microsoft Word Table Toals
£ e S
- Home Page Layout References Mailings Review View Design Layout
e =l "—]-a] N 3 ';L EI_—' = j ]
ﬂj‘|j\£1_u@)zﬁﬁiga— =R éé# =
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer Page Text § | Quick |@ordAr
Page~ Page Break = Art = = = Mumber = Box Parts = Kl
Pages Tables Hlustrations Links Header & Footer
|2|1|-§-|1|§|3|4|-5-|-5-|-?-|-8-|-9-|-10|-11-I$12-
2. Select Field... from the drop-down menu and a new Field window will open.
= Signature Line = ﬁhr'T'
(53 Date & Time b
L ) Equation
~ hgd Object ~ 2
" Syml
—
|[| 47
L
uilding Blacks Organizer...
%y | Get Mare an Office Onling...
_\g Save Selection to Quick Part Gallery...
ield” i TN
3. Scroll down and select “MergeField” in the 1l
Pleass choase a fiekd Feld properties Field options
‘Field names’ list, and in the “Field name” box = g == T Tettobemtedpefores [
. . Fikd names: o [ Testtobemsertedafter: [~
type in the code name for the field you need Erra—
i . i IncudeText I™" Mapped fiekd
for example the Nett Price which is e F I~ Vertica Fermatting
Keywords e case
u ” LastSavedBy
SECTNETX”. ek
(S — 4
MergeSeq
Next
MextIF
NoteRef
4. Click on OK and your Nett Price field will oo = 17 Frnsass Frmeting g pdotas
. Description:
appear in your document. Tnset i mevge ik
Fiedd Codes I IEI Cancel
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o =9 v )= QuoteTemplatel (5).doc - Microsaft Word Table Taols

tca y
‘ Home ‘ Insert Page Layout References Mailings Review View Add-Ins Design Layout

- | X

@ * Calibri (Body) -l - A A i

|AaBbCcDx || AaBbCcD< AaBbCi AaBbCe

% (4 Find ~

2 Replace

52
Pa‘:te ¥ ||I U - abe x, x A,.”ayv A'| = |Qv i THormal | 1Mo Spaci.. Headingl Heading2 - Eg::sgf e
Clipboard & Font o Paragraph = Styles 5| Editing
-2‘|‘1‘|5§- RN R RN RN R R R R T EE R ER R U R I GRS | St e T
«COMPANYNAME»
«GOMPANYHEADER»
«COMPANYCONTACT»
Client: «CUSTREFERENCE»
Address: «SITEADDRESS»
Phone: «STEL»
Mehile: «SMOBILE»
Email: «SCONTACT»
Job Number: i«xDWGNO»
«FURMEMO»
| «TableStart:SBlocks»«STY | «STYLEVALUE»«TableEnd SBlocks»
| LEHEADER» i
«LUMPSUMX» |
Price M
«TableStart:ltemsX»«DESCPART1» «QUOTEL»«
«DESCPARTZ2» TableEnd:lte
msX»
Subtotal KSECTNETX»
Discount «SECTDISCX»
Total «SECTTOTX»

Pagei1ofl | Words:i 60 | 6 English (U.K) |

If you need further information about using Microsoft Word fields, more detail can be found at

http://office.microsoft.com/en-gb/word-help

EXAMPLE 3— Repeating Items in your Quotation

In order to customise your document some fields will need to be repeated, for example a quote

document for a complete kitchen will have a list of items and prices:

[ @ Email ] ug Close ] [ Hide Config ] L@ Open in MS Word ]
Handles Handle Suite 29
Doors and Drawers Logica Gloss Stone
Corner Post Standard
Kitchen
Pos Qty  Code LR  Description
1 1 BU100 1000MM Highline Base Unit
2 1 BUS0 500MM Highline Base Unit
3 1 PLCVO3VW 930 Plinth Int Curved Sect - lvory Wood
a4 1 BU30 300MM Highline Base Unit
5 1 wu100 1000MM Wall Unit
6 1 Wu50 500MM Wall Unit
T 1 Wu30 300MM Wall Unit
8 1 OHB0T1 600MM Double Oven Housing Unit - Type 1
9 1 PLNO 2650 Plinth Natural Oak Inc Seal Strip
10 1 X\QGOOCLZOO Worktop40 2000X600 LH Curve Harvard Oak

Price
£225.27

£125.52

£85.00

£110.77

£250.73

£126.02

£106.22

£290.57

£22.40

£247.75
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1. Todothisitis necessary to start the item list section with
the star- phrase : <<TableStart:ltemsX>>
and the repeated section must finish with the end- phrase: <<TableEnd:ltemsX>>.

2. Place all the fields that you wish repeated for each item between the start and the finish
phrase, either by copying them from the existing template, or by inserting them using the
Quick Parts Gallery. For example:

«TableStart:ltemsX»«POS»«QTY»«CODE»«HANDING»«NAME»«WIDTH | «QUOTE1»«TableEn
»X«HEIGHT»x«DEPTH» «PGNAME» d:ltemsX»

will produce a quotation document containing:

Position Number, Quantity, Code, Handing, Description, Width, Height, Quote Price
Depth, PG Name

3. These fields will be repeated for each item in your quote.

4 1 BU30 300MM Highline Base Unit £110.77
5 1 Wu100 1000MM Wall Unit £250.73
6 1 Wus0 S00MM Wall Unit £126.02
7 1 Wu30 300MM Wall Unit £106.22
8 1 OHBO0TA G00MM Double Oven Housing Unit - Type 1 £290.57
9 1 PLNO 2650 Plinth Natural Oak Inc Seal Strip £22.40
10 1 :‘V;DDCLEDD Worktop40 2000X6800 LH Curve Harvard Oak £247.75

Saving your changes

When you have completed the changes to the template, save it. If you want to replace the existing
template with the new one, save it with exactly the same file name. If you want to use your new
template alongside any existing templates, save it with a different file name.

NOTE: We recommend that you save all of the templates you edit, with a new name. that way, if
you make a mistake and ttemplate is unusable, your original will still work.
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Uploading your Template to KBB Connect

1. Inin KBBConnect click on the Upload button S

) ) | | w Cloze

2. Navigate to the file on your computer and upload it to your system.

open 2|

Look in: I&} My KBEC Ouotation Templates j @ _" = '

"_]~$oteTempIatej.doc
uoteTemplate 7.doc

File name: IQuuleTemplatEﬁT.ch j DOpen I
Files of type: IA\I Files j Cancel

I™ Open as read-only
4

©SMART Systems
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Invoices and delivery notes

You can also create and amend templates for both Invoices and Delivery Notes.

Invoices

1. Following the same procedures as detailed in the previous pages to navigate to the Sales Invoice

area

2. Select the Projects tab and then select the Sales Invoice button in the Tasks Pane.

3. Click on ‘Preview Invoice’ and a sample template will be available for download.

el
ez

esmee Termplme Compene doct
imocica Termplate srvised docx
imecaca Termplate Terea docs
e Termplate s

o Templse] docs

0O0OsE0O0O0OO0O0

et Termplaned doss

HBBccnnect Tast Company
w3 o e o o et g 1 791

Invoice

Within the Invoice template certain fields start with “1”:

I-INVOICENO

I-INVOICEDATE

[-ACCOUNTNO

I -abe x, %' Aav|B7- 4 | === B =] D B[ || nHomal |7 NoSpaci.. Headingl  Heading 2 Title Subtitle

Font

ez

Paragraph i Styles

[<COMPANYNAME»
«COMPANYHEADER»
«COMPANYCONTACT»

Invoice

Client: ®«CUSTREFERENCE»
Address: «SITEADDRESS»
Phone: «STEL»

Mobile:  «SMOBILE»

Email: #«SCONTACT2

Invoice Number kl-INVOICENO»
Invoice Date

Account Number

Our Reference

«INVOICEDONLY »

«TableStart: SBlocks»«STY «STYLEVALUE»«TableEnd SBlocks»

LEHEADER»

4 “SECTIONNAMEX» «LUMPSUMX»
Pos Oy  Code LR  Description WHD Range Price
«Ta KVOT «CODE® «H «MNAME» «WIDT  «PGNAME®»  «QUOTE1nu

28 FENRE XN K KA AN N AN KA KIS RN TERRE -KIIN KIS N AR |

Subtie Em..  Emphasic  In

B

T
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Dispatch/Delivery Notes

Once a delivery note has been created on the system you can download the template in the same

manner as the Quotation template.

Dispatch Notes

2
oo

P S P —

Note: Certain fields in the Dispatch/Delivery Note template start with “D”, for example:

D-DELIVNOTE

D-DELIVDATE

D-SPECINST

e

Dispatch Note
Delivery Date

Dispatch Note Reference Number

P A S s agceD | AaB0CeD: | AaBbC | AaBbCe | A D [ AaBib
At WA | EWE S0 D Thomal |7 HoSpaci.  Hesdingl  Hesding 2 Thle Subtitle  Subtie Em
Fonk

Paragraph - Styles
FCOMPANYNAME»
«COMPANYHEADER»
WCOMPANYCONTACT»

Dispatch Note

Client:  &CUSTREFERENCEs®
Address: «SITEADDRESS»
Phone: «STEL»

Mobile:  «SMOBILE»

Email «SCONTACTs

Dispatch Note «D-DELIVNOTE»|
DispatchDate  |up pELvDATES

Our Reference SDWGNO»

wTableStart:SBlocks»aSTY «STYLEVALUE s« TableEnd SBlockss
LEHEADER»

«SECTIONNAMEX» «LUMPSUMX»
Pos Gy Code L& Description WHD  Rano
aTs #QT «CODE» 4H  GNAME» WWIDT  «PGNAME»  «TableEndit
bles AN HimaHE emskn
tart: Din

i G
fem «DEPT

Xk
POS

pecial In ions
«D-SPECINST»

ﬂ

A full list of fields for the Dispatch note template can be found on the following pages.

©SMART Systems
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Commonly used field names and their meaning

Quotation Template

Your Company Name COMPANYNAME
Your Company Address COMPANYHEADER
Your Company Contact Details COMPANYCONTACT
Client Name CUSTREFERENCE
CRM Client Name CLIENTNAME
Address SITEADDRESS
CRM Address CLIENTADDRESS
Client Phone Number STEL

CRM Phone C-PHONE
Additional Address FTBL3

Client Mobile Number SMOBILE

CRM Mobile C-MOBILE

Client Email address SCONTACT

CRM Email C-EMAIL
Company Phone Number P-SALESPHONE
Job Reference DWGNO
Quotation text for the top FURMEMO

Title (Mr. Mrs etc.) PTITLE

Initials PINITIALS
Installation Text INSTALTEXT1
Quotation text for the bottom LASTMEMO

Sales Person Name SALESMAN_NAME
Salesperson e-mail address JS-EMAIL

Price band PRDRANGE

User Name U-PHONE

Product Name

PRODUCT_NAME

Range/Style Properties

Range/Style Properties should be

enclosed within:

«TableStart:SBlocks»

«TableEnd:SBlocks»

They will then repeat for each Range/Style

property entered in the Quote

Range/Style Name

STYLEHEADER

Range/Style Value STYLEVALUE
Section Summary Values

Section Name SECTIONNAMEX
Section Lump Sum LUMPSUMX
Section Subtotal SECTNETX

Section Supplier

SUPPLIER_NAME1

©SMART Systems
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Quotation Template

Section Discount SECTDISCX
Section Total Cost SECTCOSTX
Section Total SECTTOTX
Calculations CTRL+F9

Section Properties

Section Properties should be enclosed
within:

«TableStart:ltemsX»

«TableEnd:ltemsX»

They will then repeat for each Item and Section in your Quote

Position Number POS
Quantity QTY

Code CODE
Handing HANDING
Description NAME
Width WIDTH
Height HEIGHT
Depth DEPTH
Range Name PGNAME
Item Supplier SUPPLIER_NAME
Item Discount DISCOUNT1
Item Cost COST

Job Cost total JOBCOST
Item Quote Price QUOTE
Total Quote Price QUOTE1
Iltem VAT VATP

Show the Item Picture

Image:ITEMPICTURE

Payment Terms

1%t Term Percentage DP

2"4 Term Percentage IP

3" Term Percentage cP

4t Term Percentage PTPERC4
5t Term Precentage PTPERC5
15t Term Text DT

2" Term Text IT

37 Term Text CT

4t Term Text PTTEXT4
5t Term Text PTTEXT5
15t Term Value DV

2" Term Value 1%

3 Term Value cv

©SMART Systems
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Quotation Template

4t Term Value PTSUMA4

5% Term Value PTSUM5

Expected Payment Date 1 PTEXPDT1
Expected Payment Date 2 PTEXPDT2
Expected Payment Date 3 PTEXPDT3
Expected Payment Date 4 PTEXPDT4
Expected Payment Date 5 PTEXPDT5

Job Price Summary Values

Net Job Price SUMNETT

Total Discount on Job SUMDISCOUNTALL
Net Job Price after Discount SUMTOTAL

VAT on Job SUMVAT

Gross Job Price SUMTOTALVAT
Job Cost total JOBCOST
Quotation valid until date FTDT1
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Sum Quote Price for Individual Sections

(NOTE: the section headings will be different if you create Bathroom or Bedroom quotes however the order from 1 -9 is

always the left most section (Q1) to the right most (Q9))

NOTE 2: If you check the ‘Include VAT’ option in the Configuration Panel options then your figures will include VAT,

otherwise they are Nett values.

Sum of Kitchen Units Net / Inc VAT

SUMSECTQ1 / SUMSECTQIVAT1

Sum of Sinks Net / Inc VAT

SUMSECTQ2 / SUMSECTQIVAT2

Sum of Appliances Net / Inc VAT

SUMSECTQ3 / SUMSECTQIVAT3

Sum of Lights Net / Inc VAT

SUMSECTQ4 / SUMSECTQIVAT4

Sum of Accessories Net / Inc VAT

SUMSECTQS5 / SUMSECTQIVATS

Sum of Worktops and Flooring Net / Inc VAT

SUMSECTQ6 / SUMSECTQIVAT6

Sum of Fabrication Charges Net / Inc VAT

SUMSECTQ7 / SUMSECTQIVAT7

Sum of Utility Units Net / Inc VAT

SUMSECTQ8 / SUMSECTQIVAT8

Sum of Installation Net / Inc VAT

SUMSECTQ9 / SUMSECTQIVAT9

Fields available in the Site tab

Site Name SITENAME
Job Quantity QTYJOBS
House Type HOUSETYPE
Plot Numbers PLOTSNOS
Job Version JOBVERSION
SPROP2

Others (customised property)

Range and Style Property Options

(NOTE: the field names increment by one from left to right in the Specl and Spec2 tabs along the bottom of the project

view, between 1 and 17)

Range/Style PROP1
Front Colour / Trim PROP2
Carcase Colour PROP3
And so on down to Other PROP17
Range/Style — on Spec 2 tab PROPU1
Front Colour / Trim — on Spec 2 tab PROPU2
Carcase Colour—on Spec 2 tab PROPU3
And so on down to Other— on Spec 2 tab PROPU17
Style Block 1 SBLOCKS
Style Block 2 SBLOCKS1

©SMART Systems
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Section Discounts

(NOTE: the section headings will be different if you create Bathroom or Bedroom quotes however the order from 1 -9 is
always the left most section (SDISCOUNT1) to the right most (SDISCOUNT9))

Section 1 discount total SDISCOUNT1
Section 2 discount total SDISCOUNT2
Section 9 discount total SDISCOUNT9

Job Progress Dates

(You can enter these in the ‘Job Progress’ tab along the bottom of the main Projects view)

Order Received Date TICKD1
Delivery Date TICKD2
Goods Ordered Date TICKD3
Goods Received Date TICKD4
Goods Delivered Date TICKDS

List of Installation items (Description of Work)

Section Properties should be enclosed
within: «TableStart:ItemsN17»
«TableEnd:IltemsN17»
They will then repeat for each Item in your Installation Section
Description NAME

Quantity QTY

Invoice Template
Order Number ORDERNO
Invoice Number I-INVOICENO
Invoice Date I-INVOICEDATE
Account Number I-ACCOUNTNO
Payment Terms PAYTERMS
Invoice Sent Date INVSENTDATE
Total Net price on Invoice I-NETT
Total VAT on Invoice I-VAT
Total Gross price on Invoice I-ITOTAL
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Invoice Items Fields

Invoice Items fields should be enclosed within

«TableStart:Invoiceltems»

«TableEnd:Invoiceltems»

They will then repeat for each item in your Invoice

Invoice SECTION VAT Rate and Value

Invoiced Item Net Price NETT

Invoiced Item VAT VAT
SECTVATX
SUMSECTVATX

SECTVAT_TAXRATE1-X
SECTVAT_TAXRATE2-X
SECTVAT_TAXRATE3-X
SECTVAT_VALUE1-X
SECTVAT_VALUE2-X
SECTVAT_VALUE3-X

Dispatch Template

Delivery Date D-DELIVDATE
Delivery Note Number D-DELIVNOTE
Special Instructions D-SPECINST

Delivery Items Properties

Delivery Item fields should be surrounded by:

«TableStart:ItemsX»

«TableEnd:ltemsX»

They will then repeat for each Item and Section in your Quote

‘Items to Follow’ Properties

‘Items to follow’ fields should be surrounded
by:

«TableStart:ItemsToFollow>»

«TableEnd:ltemsToFollow>»

They will then repeat for each Item and Section in your Quote

We hope that this document is useful and fully understand that is you are not a Microsoft

Word expert, creating Word templates can be daunting. If you need assistance with

template creation, we can assist — please e-mail your template to our support team

info@smart-systems.co.uk who will be able to provide training, or a quote to create

the templates for you.

©SMART Systems
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