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Distributor Version 3.3

1. ProQuoteDV Overview

Penco ProQuoteDV is an extremely useful tool designed to assist in the preparation
of estimates and formal quotations for all Penco products. It will save you time, improve
accuracy and make your paperwork look more professional. It is designed for use by
individuals who have a good working knowledge of the Penco product line. The
program is a tool, and like any tool it can be misused. ProQuoteDV will not think for
you, so be sure to check your work!

Please note the following symbols throughout the manual:

A A symbol designates a warning that you must pay attention to. It will alert you of
items that you must complete or take note of.

A @ symbol will provide you with important notes on a topic, such as limitations,
workarounds, or complicated procedures.

What's Included

1. The software itself will be delivered either via Internet download, or in the form
of a CD-ROM. As of this writing, the program contains current list prices and catalog
numbers that became effective Jan 3“", 2005.

2. The Quick Start User Guide (which you are now reading) will either be in printed
form, and/or available as a download.

@ Note: A PDF “virtual” printer called PDF995 is installed along with
ProQuoteDV. This software is free, however it opens a web page advertising
PDF995 each time you create a PDF document. You can remove this advertisement
by visiting www.pdf995.com and purchasing a license key for $9.95. PDF995 is
required only if you plan to email any of the documents you create with ProQuote.
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Minimum Hardware Requirements
The software runs on a PC with the following minimum requirements: Windows
98/2000/XP (Windows ME is incompatible with ProQuoteDV), 64 MB Random
Access Memory (RAM), 10 Mb free Hard Disk Drive space, 400 MHz processor.
The software does not currently run on a Mac. Printing can be done with any
properly installed laser or inkjet printer accepting 8-1/2” x 11" paper

2. Software Installation Instructions

If you are using Windows 2000 or Windows XP, you will need to have "administrator
rights” to your computer to do a full installation, which includes allowing ProQuoteDV
to set up a printer called "PDF995" which enables emailing of completed estimates.
If you do not have administrative rights, or do not know the user ID and password for
the administrator, contact your network administrator prior to installation. (Users of
Windows 98 can complete full installation without any special administrative rights.)

- To Install from the Web:

The software can be downloaded from the Penco website by authorized Penco
Distributors.

Contact Penco Marketing Services for your User ID and Password.

Go the the link labeled “Distributors Only”.

Find the link labeled “ProQuoteDV Download (ID & Password Required)”
Enter your User Name and Password.

Complete the form with the requested information

Click “Submit”

Proceed with the download as follows...

Choose “Save” (or its derivative) when prompted. The file is 14 mb so it should take
only a few minutes to download on a high speed line, however it may take up to an
hour to download if you are using not using a high speed line. Choose to save the
file to the location you normally save downloads (i.e. C:\Downloads).

Once the file completes the download process close the browser window and open
the folder to which you downloaded the file (Double Click... My Computer -> C: [local
hard drive] -> Downloads) Double Click the file you downloaded called
“ProQuoteDVx.x.exe”.

Click “next” at the welcome screen. Click “I agree...” and click “Next”. Click “Next” to
accept the default path to install. Click “Next” to begin installation. You will see the
installation pause and small windows pop up that uncompress files. It is important
that you let the installer run until you see the finish screen. Once installation
completes, click “finish”.
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To Open ProQuote
Start Penco ProQuote by double clicking the Penco ProQuote icon on your desktop.
You may also launch the software by going to Start -> Program Files -> Penco
ProQuoteDV x.x ->Penco ProQuoteDV x.Xx

|EWhen you first open ProQuote it will prompt you for a username. Just enter your name,
such as “John Doe”, as the user. (this information is not important to the operation of the
software)

Screen Size
Regardless of the resolution at which your monitor is set, you can adjust the size of
the screen image by clicking on the two icons at the bottom left
hand corner of the screen. The default size is shown as “100”. ——
Click the left icon to decrease image size; click the right one to | 100l E5| Browse
increase size. This may be changed at any time while using the  For Help, press Fi
software.

3. Main Menu Screen

A While ProQuote will go along way to assist you in creating accurate job
estimates, it is important to realize that yOU must check the estimates very
carefully for mistakes and/or missing items.

The first screen you see when the software launches is the Main Menu Screen.
This allows navigation to all parts of the software.

//renco)l

ProQuote DV "™
Main Menu

75y, Create New Estimate

%\V View Current Estimates

Estimate List Report

% Configure and Update

lk Exit ProQuote
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Create New Estimate — Begins the estimation process and creates a new
estimate

View Current Estimates — Allows you to browse/search the estimates you have
created

View Report — Allows you to generate a simple report to summarize the
estimates you have created (see page 24)

Configure and Update — Allows you to change your personal information and
update the software.

Exit ProQuote — Exits ProQuote

4. Personalization

& It is important that you complete this step before using the software!

1. From the Main Menu, select "Configure and Update”. You will see the screen
below. This screen will give you information such as the current software version
and the date of the prices used by the software.

ProQuote Configuration

Please chose an option below:

E%I Enter Personal Info

% Import Estimates

Ely Upgrade to
New Version

Main Menu

2. Select "Enter Personal Info"
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Personal Information

Please Complete the Information Below

Mame |John Doe

Company [Acme Company Inc

Address |1 & Street

City [ACity State|NC| Zip [55555-5555

Phone [(555) 555-5555 Fax [{555) 555 - 5556

Email [email@host.com

Person Code |ACI Penco Cust ID [D5555

MNote: The person code is used to generate the estimate
number and is formatted like PC-1, PC-2, etc,

| Done

3. Complete the information fields, including the Person Code. You can go back
and modify this information at any time. Changes you make to your Personal Info
will be reflected on ALL estimates (those you have already created and any new
ones created after the change). Person code should be a max of 4 characters.

|E Note: The Person Code (such as SST or A100) is important! It will help identify your
guotes when others view them, and it may be required in the future. This number will precede
all estimate numbers. See Estimate numbers under Estimate Information Screen

4. ProQuoteDV allows the option to use your company’s logo on purchase orders
and formal quotations. To insert your logo, right click in the white box and choose
“Insert Picture...”. Select your picture file and choose Import. (You may also copy
your picture from another program, right click in the white box and choose paste).
You can insert the following file types into ProQuoteDV: GIF (.GIF), JPEG (.JPG),
TIFF (.TIF), and Windows bitmap (.BMP)

To use the Logo function, either copy and paste your

|ogo in the field below or right click and choose “Insert
Picture..."

|E ProQuote will automatically resize your logo to fit in the space provided on the forms
keeping its original proportions.

5. Click "Done"
6. To return to the menu click “Done”
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5. Creating Estimates
Creating estimates is accomplished using three screens:
Estimate Information — Customer and Shipping information and estimate terms
Item Entry — Add/Remove items to the estimate

Estimate Totals — Total information, shipping costs, discounts, installation cost,
taxes, and setup options.

It is important that you visit each screen to ensure that the estimate is complete.
Each screen will display information vital to creating an accurate estimate.

Estimate Information Screen

1. Click “Create New Estimate” from the main menu

2. Fill in the basic order information that will apply to this estimate. The “Sold To”
name and address goes on the left side, and the “Ship To” info goes on the right
side. If “Ship To” information is the same as the Sold To, click the “Same as
Customer” button to fill in the Ship To information automatically.

|Elf you subsequently change the Sold To information and want it to carry it over to the
Ship To side, click “same as Customer” button twice to update the Ship to with the revised
data.

&Note: It is important that you fill in the “Company” field or the estimate will not show
up in the Find Estimate Screen. Address and other information can be added at a later
date.

3. Dates: ProQuote assigns two dates to your estimates. The creation date lets you
know when the given estimate was created. The Modification Date changes
every time there is activity (printing, line item changes, etc) on the estimate. This
is the date that appears on printed documents. Both dates can be seen at the
top of the screen.

|E Modification dates are erased each time estimates are imported. They will
begin to re-sequence themselves after you being modifying and viewing estimates.

4. Estimate Number: ProQuote automatically assigns your estimate a number when
it is created. This number is in the format of [Personal Code] — [Estimate
Number]. An example would be T999-1, T999-2, etc. ProQuote allows you to
enter a “custom” estimate number, although there are some things to note:

ProQuote will not adapt to your numbering. If you change an estimate
number, a new estimate will receive the next standard number.

|E If you do change an estimate number, ProQuoteDV will resume numbering
based on the number of estimates you have. For example:
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T999-1, T999-2, T999-2A, T999-3, TMB 23, T999-4, etc (your thinking)

T999-1, T999-2, T999-2A, T999-4, TMB 23, T999-6, etc (ProQuote’s Numbering)
1 2 3 4 5 6 (ProQuote’s thinking)

A If you choose to use “custom” estimate numbers, ProQuoteDV will ALLOW you
to create duplicate estimate numbers without warning!

1. Estimate Information fm‘

Creation Date: | Estimate Mumber [
ActvityDate: | P.O.Number [
Customer Information: Shipping Information: []5ame as Customear
|Address 1 |Addre55 1
|Address2 |Addre552
:Cih.r State EZip :Cih,r State Zip
County [ Countre|
Phene:| Order Mark|
Fax | Ship Via |
Project Information : Requested Delivery Date

‘ Freight Terms
Customer Contact

Number Plate Sequence

PaymentTerms

M
LI

Man (3= Find 2o Mew : SN Esit
Mot D Estimate = %ﬂ Cuplicate Print 7] Delete _lbpmgram

AAAH

Mum of items: List Subtotal: iy Color - Item o
! Wil Chart  Entry 5

The following fields are not required to complete an estimate but should be
filled in to the best of your knowledge. You may come back to this screen and
make additions at any time.
Project Information: Any text you want to use to describe the project
(example: Smith High School — Second floor)
Customer Contact: Name or number of the contact (example: John Doe 555-
5555)
Payment Terms: Choices in the drop down menu:
0 1% 15 DAYS, NET 30 DAYS
o NET THIRTY (30) DAYS
0 90% Material, Net 30 Comp
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0 85% Progress, Bal 30 on Comp
0 Special Terms As Noted

Order Mark: A field for your customers’ purchase order number or any
other identifying data.

Ship Via.: List the carrier here (example: UPS)

Reqguested Delivery Date.: A text field to describe when the material is
needed (example: Before 10/30/2004)

|E This will not guarantee a ship date!

Freight Terms: Choices in the drop down menu:

o Collect

0 Pickup

0 Prepaid Allow

o 3rd Party Billing

0 Prepaid and Add
Number Plate Sequence: Enter the plate numbers for the job here and it
will show on the Purchase Order when printed

5. Click "lItem Entry" in the lower right corner when complete, which takes you to the
Item Entry screen. You may revisit the Estimate Information screen from the Item
Entry screen at any time by clicking “Est. Info”.

ltem Entry

Item Entry is the process of adding items to your estimate, whether standard Penco
products, comments, or SPI (Special Price Inquiry) items. ProQuoteDV allows you to
add these items in a number of ways.

Manual ltem Entry
Penco ltems:

To manually enter items, tab or click in to the “Cat. No.” field and enter a part
number. You may enter the Quantity before or after entering the part number.
The fields for dimensions, descriptions, prices and weights will be loaded
automatically from the database for all valid catalog numbers of price book items
entered in the "Cat.No." field. For all products except Quick Ship items that have
a pre-defined color, you must remember to select the Color code from the drop
down list in the Color column. If the item is a locker, you also must enter Yes or
No in the “Legs” field.

ProQuoteDV will continue to give you a blank line until the 99 item limit is
reached. Click "Totals" to proceed once you have entered the products you want.
(See Estimate Totals below).

|E ProQuoteDV will display a quantity up to 99,999 items in the QTY column. It will
however support larger numbers, but will only display a “?”in its place. All calculations
will still function correctly.
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A Hitting “Return” instead of the “Tab” key in the fields can cause printing errors in the
formal estimates.

Comments and Blank Lines:
To add a comment line, place the word “comment” in the part number field.

To add a blank line, you may place a “space” (by hitting space bar) in the “Cat.
No.” field.

A It is important that the Cat. No. field is filled in with something for any and all line
items!

|E If you do not use the “comment” part number on QuickShip orders, the QuickShip
logo will not print!

Sequence of Line ltems

Items appear in an estimate in “creation order”. Exception: If you add locker
accessories by clicking on the arrow to the right of a row with a locker in it, the
accessories will appear below that locker, and everything below that will move down.

Non-Database & SPI ltems:

For items that do NOT have a part number in the database, you can do a manual
entry of size, description, list price, weight, etc., and the program will extend the
dollars and weight. For Cat.No., enter “NPN” for No Part Number. If the item
has an SPI number (Special Price Inquiry), then put “SPI # XXXXX" in the
Cat.No. field.

&It is important that the Cat. No. field is filled in with something for any and all line

items!
——— frencal
Customer: Date: 6/6/2004
Srith High Schoaol Estimate Number: ACT-1 ProQuote
1000 School Road Project : Classroom haltways and Locker Room
Raleigh,MNC 27612
=) Main Find 2o Mew a : e Exit
=] pany L a0 ‘Q/’}j Duplicate  £=5 Print 1] Delete kprugram
o Est (SYe oagd e sdd 272, Quick 1tBmst  List Subtotal: ey
L a o p, 2 | I,
\@ IMfo s Lacker & Shelving L20% Ship [ 1 | $181.85 Totals@/
Oty U/™M  Cat. No. W D H Color Legs Weight List Price Extended Price
t [ 1 [rm] 6231w [ 12 [ 12 [ 3 | | [ s00 | 121,85 181.85 /] ¥
Description |\-".~'3.I'\.IGU.-'-‘-.RD LOCKER, 2 TIER SR EN
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Assisted Item Entry

Using the “Add Locker” Button
Use the “Add Locker” Button to assist in adding any Penco Lockers to an estimate.

1. Choose the type of locker you want

|EFiIIing in additional information known, such as Width, Depth, Height, Tier, or
Row, will yield better results. If you input partial information, such as "Guardian" and
“12" wide only, you will see a list of ALL “12" wide Guardian lockers. If you add that
"Tier" is "1 Tier", you will see only 12" wide 1 Tier Guardian lockers.

To find a locker, you do not have to utilize all the
fields below. Choose as many as possible to
narrow your results.

Cpening
Locker Type idth Depth Height Tigr R
==‘anoguard :l | | | | | || |
==‘fanoguard Linit Pko
=="anguard Ressed Handle - - -
LAt « J{
== Guardian = J'HJ-J.

== Guardian Medallion
== Guardian Plus

== Guardian Defiant
== |nvincible

== Inwvincible Defiant
== KD Stadium
=='YWealded Stadium
== AllVWelded

== All'Welded Defiant
== PraTough

2. Click "Find!" to see the list of all lockers that fit your input criteria. Select the
desired locker from the list and click on either "Add Locker" or "Add locker
w/Accessories".
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The following lockers matched your criteria...

Cancel
Cpening _
Locker CatMum  Width Depth Height Row | Quantty | s Add Locker
[ vanguard | [ 6113v [ 12 |[ 15 [ 60 | [ SR ] || |
Diescription Weight Price LM Add Locker
[VANGUARD LOCKER, 1 TIER SR | [45.0 || $136.30 | LFrm. | w/ ACcessories

Add Locker
Selecting “Add Locker” will return to the Item Entry screen.

|E It is not necessary to enter quantities at this point. They may be entered later on the

Item Entry screen; however no dollars or pounds will appear in the extended price or
weight areas until you enter the quantity.

Adding Locker Accessories

If you selected "Add Locker w/ Accessories", you will be taken to the Locker
Accessories Screen. The accessories screen displays accessories that match your
locker based on dimensions.

1. Click the tab for the accessory type you want, such as "Front/End Bases"

2. Type in the quantity(ies) next to the items you wish to select with your locker
3. Repeat steps 1-2 for each accessory you wish to add

4. Click "Done Adding Accessories" when you have finished.

Locker Accessories Done Adding Accessories

I Misc Items I ADA Label I Invincible 11 Group Ends
Sloped Tops T Zee Bases T Fillers r Recessed Trim r Front / End Bases

16 Ga. HD Ends / Extra Shelves T Benches I Locks T Current Selections
Part Added Quantity  Cat Num w 1} H Description Price
Part added [ | 60232H 12 15 S SLOPE TOR KIT, 3 WIDE 38.70
PartAdded [ | 60340C 12 13 UMIT SLOPE TOP 0.65
Part Added | | 66147H 72 15 6  SLOPE HOOD 18GA 65.00
Part added [ | A6148H 72 15 &  SLOPE HOOD 16GA 7705

You may view the accessories you have selected at any time by clicking the
“Current Selections” tab.

To delete an accessory you may enter a quantity of “0” or delete the quantity.
Items may also be individually deleted later from the Item Entry screen.

You may return to the accessories screen for a locker at any point in the
estimate by clicking the arrow next to the locker line item (see page 16)
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E Currently the software will lose color information on accessories when you return to
the accessories screen. If you have selected a color, you will have to reselect when you
return to Item Entry.

E Some Double Row accessories are not displayed when a double row locker are
selected. These will have to be entered manually.

Adding Shelving
The Add Shelving button will assist you in adding shelving items by allowing you to
select an item from a categorized list.

1. To add shelving to a locker select the “Add Shelving” button on the Item Entry
window.
2. Select the type of shelving category, such as “Clipper”.

3. Each type of shelving is divided into “Units” and “Components” which are
selectable from the menu at the top. Clipper and Erectomatic allow access to
the Modular Drawers by clicking “Drawers” Choose the type you need.

|EYOU may return the Shelving Category menu at any time by clicking “Go Back”. If you
do not wish to add an item from a product screen, click “Go Back” and “Back to Estimate”
from the Category menu.
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4. Select the tab needed for your product and enter a quantity in the box on the
same line as the item.

5. When select your item(s), choose “Add Items” to place the item on the
estimate and return to the Item Entry screen.

Adding QuickShip
The Add QuickShip button will assist you in adding QuickShip items by allowing you to
select an item from a categorized list.

1. Click the “Add QuickShip” button on the Item Entry window.

2. A message will appear and warn you that you cannot mix QuickShip items with
normal catalog items or it will invalidate the QuickShip delivery time. Click the OK
button to proceed.

3. Select the type of QuickShip Category, such as “Clipper”.

4. In the proceeding screen select the appropriate tab that corresponds to the
components you would like to add to your order, such as “Open Units”.

'You may return the QuickShip Category menu at any time by clicking “Go Back”. If
you do not wish to add an item from a product screen, click “Go Back” and “Back to
Estimate” from the Category menu.
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5. Enter a quantity in the box on the same line as the item you want.

6. After adding desired accessories select the blue “Add Items” menu tab at the top
of the screen to place the item on the estimate and return to the Item Entry

screen.

Manipulating Estimates

Deleting Line Items
You may delete a single line item by clicking the small trashcan icon to the right of
the item. This will delete ONLY this item from the estimate.

Returning to Locker Accessories
To add or modify locker accessories after having added lockers to an estimate, click
the right facing arrow at the right end of a locker line item in the Item Entry screen.

This will take you to the "Current Selections" tab of the Locker Accessories
screen. You can modify the quantity of a currently selected accessory, or click on a
tab for other accessories. Click "Done Adding Accessories" when you are finished
which will take you back to the Item Entry screen where you will see the items you

just added.
Footnote Codes for Lockers

You can view footnote codes by clicking the red code beside “FN” at any time.
Click “Continue” to get back to the estimate.

AFootnoteS A, B, C and K do not calculate automatically — See “Totals” section for
explanation.
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Refreshing Prices

You can update prices on an imported estimate to the current catalog prices by
choosing “Refresh Prices” from the ProQuote Menu.

ANote: ProQuote WILL NOT update prices on SPI, Non-Penco Items, or Outside
Purchases. You should check these items manually to make sure they reflect current
pricing!

Tips and Tricks
There are number of tricks that can make estimate creation easier:

You may wish to leave blank lines in between items or groups of items in case
there is a need to add items near them at a later date. For instance, if you
manually entered products for two floors of a building, you may wish to separate
the items on each floor by a few blank lines incase you forgot to add sloped tops
to a row of lockers. Do this by placing a “space” in the Cat No field.

If you don’t know the exact quantity of parts needed on any of the above
selection screens, you can leave QTY field blank or enter a “*” to add the part to
the estimate and change the quantity later.

You may enter more than one part at a time from the Shelving and QuickShip
screens. Instead of clicking “Add Items” after selecting your first product, you
may simply click “Go Back” select another part and continue that process until
you have everything you want, and then click “Add Items”

You can create a “template” for your frequently used customers to avoid retyping
their information. Simply create a new estimate, enter all of the desired
information you wish to repeat, enter the word “Template” under Project
Information, and enter a “COMMENT” part number on the first line in estimate
creation. When you want to create an estimate for this customer, find this
estimate and just duplicate it.

If you enter a part number for a locker that does not have a part number in the
database, such as “NPN” (no part number) for an SPI locker item, the “right
facing arrow” for accessories will not work. To facilitate adding accessories, you
can “fool” ProQuoteDV by temporarily adding a valid part number of the same
locker size, then click the “right facing arrow” to go to accessories. After adding
the appropriate accessories you must remember to change the catalog number
from the temporary part number to the “NPN” item (as well as manually typing
the description and SPI number in the “Description” field).

Estimate Toolbar
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Main Menu
Will return the user to the Main Menu Screen
Find Estimate
Allows users to search for past estimates (see page 24)
New Estimate
Will create a new, blank estimate
Duplicate

You may duplicate the current estimate you are viewing by clicking “Duplicate”.
The new estimate will contain the exact same information with a new estimate
number.

Delete

You may delete an entire estimate by clicking “Delete” from the menu bar. This
deletes the ENTIRE estimate.

|E There is no “undo” option in the software. Once items are deleted, there is no way to
recover the information unless it has been backed up

Print

Choosing “Print” will take you to a screen that allows you to print or email normal
estimates or formal estimates. (see page 21)

Color Chart

Choosing “Color Chart” will display the Penco Color chart to assist in selecting
color numbers.

Estimate Totals Screen
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When you have finished adding items, click on the "Totals" icon, which takes you to
the Estimate Totals screen. Here you can:

Return to Item Entry if you have forgotten anything

Add the discount. (Line item discounts are not available.)
Add color percentage and Net Color Setup charges
View Automatic Net Set-up Charges

Add manual set-up charges if applicable. The software will display a red “A, B or
C footnote present” message below “Automatic Setup Charges” indicating you
must enter a value for the products with one of these footnotes (which deal with
integral slope tops). Note: You can enter a negative number in manual set-ups if
it should be necessary to reduce any net charges. Be sure to include an
explanation in the Notes section if you do this.

Add freight and installation if applicable

Add Notes (such as Carrier Preference, who to call before delivery, finder® fee
info, etc.) These notes will show on the Normal Estimate only.

Enter Non-Penco Purchase Information if applicable. (Note: This will not appear on the
Purchase Order to Penco)

Add Margin Percent — this will automatically calculate the margin for you
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Add tax percentage (if applicable) and whether it is to be applied to freight and/or
installation amounts. This is for sales tax you will charge your customer.
(ProQuoteDV assumes you have a valid tax exemption certificate on file with Penco.)

Print an estimate

|E When you include Freight or Installation in Margin it is automatically included in the
tax amount (if a tax percentage is entered). You may unselect the tax check box if you
wish, but realize that it might allow for your margin to be discovered mathematically by
your customer.

Printing

Clicking the print icon will allow you to choose to print either a Normal Estimate,
Purchase Order, or one of two Formal Estimates. When you choose either of these
forms you may receive a warning that the “color” or “leg” fields are not completed for
one or more locker items, giving you the option to go back and add this information
prior to printing. You are then brought to a print preview screen which allows you to
view the form as it will print.

Internal Estimate:
Internal Estimate forms print in one, two or three pages depending on the
number of items your estimate has. The “Colors” area above special notes is
created from the colors you entered on the estimate

To Print: Click the Print Icon, select any printing options from the printer dialog,
and click print
To Email: See “Emailing from ProQuoteDV”

Purchase Order:
Purchase Orders work in the same manor as the Normal Estimate.
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Formal Estimates:
There are two formal estimates to choose, Itemized and Freeform. Both forms
operate with the same functions:
Choose Totals — Click the text box to select which totals are to be shown at the
bottom of the estimate

Refresh from Customer Information — This button will refresh the information on
the Formal Estimate with the information entered on the customer information
screen. This is useful if you change the To: field for multiple clients.

Emailing from ProQuoteDV

Emailing documents from ProQuote is two step process. You must first create a
PDF document (Portable Document File) by printing to a “virtual” printer called
PDF995 and then attach it to an email.

Step 1 - Create PDF
1. After creating an estimate, click “Print” and choose either a normal or formal

estimate.

2. Click Email

3. You will be reminded to choose PDF995 as your printer and reminded of
your Est. # in case you wish to use it in naming the file. Click OK (PDF995
should have been setup on your PC automatically as part of the installation
process)

4. Select PDF995 from the printer menu

5. Click OK
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6. You will be prompted to save the PDF document. The default “Save In...”
location is a folder called PDF995, however you should choose another
location such as my documents. Choose a location you are familiar with,
such as “My Documents” or create a folder to store these such as “C:\PDF
Estimates”. Name the file what you wish and choose “Save”

Step 2 — Attach and email

After following the printing steps to create a PDF document, you must attach this
document in an email in order to send it.

|E ProQuote assumes that you can create and send basic emails with attachments. This
tutorial uses Microsoft Outlook, but the steps are similar for most email applications.
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1. Open Outlook
2. Click the New button to create a new, blank email.

3. Complete the “To:” and “Subject” information
Type the body of the emaill

5. To attach the PDF document, click the Paperclip icon for “Insert File” or
choose “File...” from the Insert menu

»

6. Migrate to the folder in which you saved the PDF documents (such as
“C:\PDF Estimates”)

7. Select the PDF you wish to send by filename and click “Insert”
8. Review your email and then click the Send button.

6. Finding Estimates
There are a number of ways to locate existing estimates in the system.

When the Estimate Number is known

From Main Menu, click on “View Current Estimates” or click “Find Estimate” from the
Information or Item Entry Screens. This brings you to the Find Estimate screen.
Type in the exact Estimate Number in the appropriate box at the top of the screen,
then click SEARCH to view the estimate.
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If the Estimate Number is NOT known

The window by default displays ALL the estimates currently in ProQuoteDV. You
may scroll and click on the estimate of your choosing.

Estimates are sorted by date modified, meaning the most recently modified estimate
will appear at the top of the list. You can change this by selecting Date, Estimate
Number, or Company from the menu under “Sort By:”.

If you know the Company name and wish to narrow the results in the windows, type
it or a portion of a Sold To COMPANY name in the Company search box at the top
of the Click on SEARCH. Click on the desired estimate number or name to view it.
For example: “s” + SEARCH will list all the companies that start with an “s”. “sa” +
SEARCH will narrow the list to all “Sa” companies etc.

You may view all estimates again by clicking “Show All”
You may view the last estimate created, click “View Last”

7. Estimate Reports
ProQuoteDV has a simple built-in reporting feature.

Choose “Estimate List Report” from the Main Menu. You can choose between
two types of reports.

Date based reporting

1. Enter the start and ending ranges for the dates you wish to display (the End
date defaults to the current system date, however you can enter any date).

ProQuoteDV User Guide Page 25 of 30 12/21/2004



2. Click “View Report”

3. Clicking Print will bring up the print dialog. You MUST choose “All records
being browsed...” at the top of the print screen for the report to display
correctly.

Company based reporting
1. Choose a company name from the menu provided

2. Choose View Report
3. Clicking Print will print the report.

8. Backing Up ProQuoteDV

ProQuoteDV has a built-in backup system if you choose to use it. When you exit
ProQuoteDV it will ask if you want to backup. Choosing “yes” will backup all the data
since your last backup. Backup files are stored to C:\Penco ProQuoteDV
x.x\Backup.
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Em ProQuoteDV only asks to backup if you use the “Exit Program” buttons in the
software. Clicking the X in the corner of the window will bypass the option.

Power users may choose to backup ProQuoteDV by copying the Penco
ProQuoteDV x.x folder to a removable drive or other backup media. ProQuoteDV is
self contained in its folder, meaning all the files needed to run are located in that
folder.

To restore ProQuoteDV from a backup, simply copy the files from the C:\Penco
ProQuoteDV x.x\Backup folder back to the C:\Penco ProQuoteDV x.x folder, clicking
okay to confirm replacement.

AWhen following this step you are overwriting any changes since your last backup
and all changes since your last back will be LOST.

9. Working With ProQuoteDV on Multiple Machines

& This is recommended for advanced users ONLY. If you do not fully understand the
direction below, do NOT attempt this.

ProQuoteDV is not a networkable application, however you may copy pieces of the
ProQuoteDV software to transfer information between machines when traveling.

Scenario: A desktop PC system used for majority of estimation and Laptop used for
traveling

& Only one machine at atime may be used for estimation!!!

With ProQuoteDV installed on both machines, you may copy the “Locker.pnc” and
“data.pnc” files from the ProQuoteDV folder on the desktop PC into the ProQuoteDv
folder on the laptop. All information from the desktop will appear on the laptop now.
If you modify or create any new estimates on the laptop you cannot use the desktop
PC until you have copied the 2 files back to the desktop PC to keep both machines
in synch. If you make changes to files on both machines, without copying first, you
will either lose information when you copy back or you will have to manually reenter
the changes you made.

10. Price and Program Updates

Price and program updates will come either by download or CD. You may need to
follow the Import Estimates directions below if indicated to by the update.
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Importing Estimates

ProQuoteDV allows you to bring in estimates from an existing version of
ProQuoteDV (this excludes estimates done in Version 2.5). ProQuoteDV will begin
numbering new estimates after the highest of the imported estimates.

Alt is important that you import your old estimates BEFORE beginning to create new ones,
as there could be conflicts with estimate numbers.

&It is important that you do not attempt to import estimates from more than one version of
ProQuoteDV as it will cause errors in estimate numbering

A. Prepare the Old Version
1. Open ProQuoteDV 3.x (your OLD version of ProQuoteDV)

2. Choose “Configure and Update” from the Main Menu
3. Choose “Upgrade to New Version”

4. Click “OK” to Exit in the dialog box in the center of the screen.

B. Import into New Version
1. Open ProQuoteDV 3.x (your NEW version)
2. Click “Configure and Update”
3. Click “Import Estimates”
4. You will be prompted to select the locker file from your old ProQuoteDV
software. Click OK
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5. Select your C: drive from the Look In: menu

6. Select the old Penco ProQuoteDV 3.x folder and click Open

7. Select the locker file and choose open. (note: you may have to choose “All
Files (*.*)” from the Files of type Menu to see these files)
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8. You will be prompted to select the data file using the same process as
above (steps 5-7).

9. ProQuoteDV will tell you the import is complete. Click okay and it will
return you to the main menu screen

Click “View Current Estimates” and verify that the procedure worked. All of your
old estimates will be available as well as your personal information. You should
use the new version for future estimates.

Refreshing Prices

You can update prices on an imported estimate to the current catalog prices by
choosing “Refresh Prices” from the ProQuoteDV Menu.

ANote: ProQuoteDV WILL NOT update prices on SPI, Non-Penco Items, or Outside
Purchases. You should check these items manually to make sure they reflect current
pricing!

11. Support

If you are having problems, please call the following people for help, in this order:
Phil Krugler at 610-650-5201, Strickland Kneass at 610-650-5234.

Support may also be obtained on the web from http://proquotedv.systemsam.net
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