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Beginning the Proposal- Adding a Room  

 

 
 
 
Click on the “Add A Room” Button on the left hand side 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter Room Details (ie: Bedroom 1) and click “OK” 
 
 
 
 
 
 
 
 
 
 
 
 
This will then bring up the screen that has “Design Wizard” on it.  
 
 
Please see Help Guide using the Design Wizard to add treatments to the Rooms 
 
 
 
  



**Tip**  
Sorting of Rooms and Windows Alphabetically  

 
 
 
 
Rather than the edited or new line going to the bottom of the list it now sorts alphabetically. 
 
This allows you to manage the order of the rooms and windows, also allow you to insert a 
window or room into a list. 
 
We suggest you start all room and window descriptions with a numbered character ie  
 
1 Bedroom 
  1 left 
  2 Middle 
  3 Right 
 
2 Bedroom  
1 left 
  2 Middle 
  3 Right 
 
This will allows you to insert a room or Window by adding a 1.1 etc 
 
 

 

 
 
 
 
 
  



Adding Installation to a Proposal  
 
Installation 1- 
 
 

If you need to add installation hit the pink installation box 
 
 

 
 
 
The installation wizard will pop up, you need to go through and select all of the drop down 
boxes. Put in any miscellaneous charges i.e. Travel and select save 
 
 



Installation 2-  
 
 

This will show now show up on your proposal along with your two curtain and tracks and 
your blind 
 
 
 
 

 
 
 
 
 
 
 
 
 
  



Using Proposal Tools 

Copying and Editing Treatments-  

 

Select the Copy icon beside the proposal you have selected 

 

 
To edit a proposal click on the pencil  
 

 
 
 
 
 



Then click Ok 
 

 
 
 
Now you can make any changes and the save to proposal  
 
  



 
Adding discount to a treatment item- 
 
 
 

To discount each individual product you can press the small plus sign, this will show up a 
drop down box where you can discount each item separately. 
 
For example on this proposal we are giving a discount of 10% off the blind only. 
Select from the drop down box if you are giving a dollar amount off the blind or a 
percentage. Then put in the amount of the discount and hit enter. This will change the total 
retail price of the blind. 
 
 

 
 
  



Adding notes for a proposal- 
 

You can then enter any special instructions you would like to tell the client. These 
instructions will show up on the client proposal. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Using What If- 
 
 
 

You can also give your client a discount off the total job, to do this click on the green button 
under Proposal Tools then What if, Set Discount. You can slide this to either discount the job 
or add a percentage on to the job.  
 
 
 

 
 
  



Using the Margin Report- 
 
 
 
 
 

You can then view your margin report by clicking on the button under proposal tools 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Customer Proposal-  
 

You can also view and print the client proposal, you will see under here where you have 
given the client the extra discount off the job and also your special instructions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then you click on the save button your proposal will then sit under saved proposals   



Update in the costs on existing proposals- 
 
 
 
 
To update the prices to current RRP, either select the margin report or select the Recost 
button, in the proposal tools 
 
 

 
 
 
 

 
 
 


