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Quote Roller ς User Manual 

Focus: The focus of this document is to provide a full overview of the Quote Roller System. You will find information about the 

Dashboard, Proposals, Catalog, Templates, Clients and your Settings. 
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Dashboard  
To Access:  Click on Dashboard, from the main menu of sections 

 

 

1. Using the dashboard  Using the dashboard is very simple process, first you choose your option for time and select on each 

section for the types of proposals in your account. We also provide Statistical information for the number of proposals per 

specific status and a proposal funnel. Also included is a history of your proposals. 

a. Time Selection   
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i. The time option will show your proposals in that specific period of time. The chosen time will show by default for 

each time you login to your account. This can be changed at any time. 

a. Week ς This represents  7 days 

b. 3 Week ς This represents 21 days 

c. Month ς This represents 30 days 

d. 3 Months ς This represents 90 days 

e. Year ς This represents 365 days. 

b. Selecting a Status Category and reviewing proposals   

 
i. You can click on each of the proposal statusŜǎ ƛƴ ǘƻ ǎŜŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜƳΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǘƘŜ ά!Ƴƻǳƴǘέ 

Show in each category box, does NOT show any Catalog > Subscriptions amounts, you have to view each proposal 

to see this amount.  

ii. Sent Provides a list of all proposals that have been sent, and includes total cost, created by, Sent date and 

ǘƛƳŜΦ ¸ƻǳ ƘŀǾŜ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άŜŘƛǘά ŀƴŘ άŀǊŎƘƛǾŜέ ǘƘŜ ǇǊƻǇƻǎŀƭΦ 

iii. Viewed  Provides a list of all proposals that have been sent and viewed. Includes total cost, created by, 

{Ŝƴǘ ŘŀǘŜ ŀƴŘ ǘƛƳŜΦ ¸ƻǳ ƘŀǾŜ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άŜŘƛǘά ŀƴŘ άŀǊŎƘƛǾŜέ ǘƘŜ ǇǊƻǇƻǎŀƭΦ 

iv. In discussion   Provides a list of all proposals that have been sent, viewed and your client has used 

ǘƘŜ άLƴ 5ƛǎŎǳǎǎƛƻƴέ ƻǇǘƛƻƴΦ LƴŎƭǳŘŜǎ ǘƻǘŀƭ ŎƻǎǘΣ ŎǊŜŀǘŜŘ ōȅΣ {Ŝƴǘ ŘŀǘŜ ŀƴŘ ǘƛƳŜΦ ¸ƻǳ ƘŀǾŜ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ 

άŜŘƛǘάΣ άŀǊŎƘƛǾŜέ ŀƴŘ άǊŜǇƭȅέ ōŀŎƪ ǘƻ ȅƻǳǊ ŎƭƛŜƴǘ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ŘƛǎŎǳǎǎƛƻƴ ŀōƻǳǘ ǘƘƛǎ ǇǊƻǇƻǎŀƭΦ 
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v. Accepted  Provides a list of all proposals that have been sent and viewed and accepted by the client or 

status manually changed to Accepted.  Includes total cost, created by, Sent date and time. You have also have the 

ƻǇǘƛƻƴ ǘƻ άŜŘƛǘά ŀƴŘ άŀǊŎƘƛǾŜέ ǘƘŜ ǇǊƻǇƻǎŀƭΦ !ŎŎŜǇǘŜŘ ƛǎ ŎƘƻǎŜƴ ōȅ ŘŜŦŀǳƭǘΦ 

vi. Declined   Provides a list of all proposals that have been sent and viewed and declined by the client or 

status manually changed to Declined.  Includes total cost, created by, Sent date and time. You have also have the 

ƻǇǘƛƻƴ ǘƻ άŜŘƛǘέ ŀƴŘ άŀǊŎƘƛǾŜέ ǘƘŜ ǇǊƻǇƻǎŀƭΦ 

vii. Draft  Provides a list of all proposals that you are currently working on. Includes total cost, created by. You 

ƘŀǾŜ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άŜŘƛǘά ŀƴŘ άŘŜƭŜǘŜέ ǘƘŜ ǇǊƻǇƻǎŀƭΦ 

c. All -Story Stats    Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ǎƘƻǿƴ ǘƘŜ ά¢ƻǘŀƭ {ǘŀǘƛǎǘƛŎǎέ ŦƻǊ ŀll of your proposals that you have in your account. 

This graph will also include proposals that have been archived. 

i. Please note:  In order to show the graph, you will need to have at least 3 proposals that have been sent from your account. 

ii. Example of Graph, after 3 proposals:   

 

d. Proposals Funnel   Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ǎƘƻǿƴ ǘƘŜ ά±ƛŜǿ wŀǘŜέ ŀƴŘ ά!ŎŎŜǇǘŀƴŎŜ wŀǘŜέ ƻŦ ȅƻǳǊ ǎŜƴǘ ǇǊƻǇƻǎŀƭǎ ǘƘŀǘ ȅƻǳ 

have in your account. 

i. Please note: In order to show the graph, you will need to have at least 10 sent proposals and have at least 1 viewed and 1 

accepted. 
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ii. Example of Graph, after 10 proposals, 1 viewed and 1 accepted.   

e. History    In this section, we provide information about proposal events with a date and time stamp.  Time is defined by 

Hours/Minutes/Seconds. They include: 

i. Create new proposal 

ii. Changed a proposal 

iii. Sent a proposal 

iv. Cƻƭƭƻǿ ǳǇ ǘƻ ά5ƛǎŎǳǎǎκŎƻƳƳŜƴǘŜŘέ ƻǇǘƛƻƴΦ 

v. Follow up on proposal 

vi. Archiving of a proposal 

vii. Client reviews a proposal 

viii. Client accepts a proposal 

ix. Client declines a proposal 

x. /ƭƛŜƴǘ ǳǎŜǎ ǘƘŜ ά5ƛǎŎǳǎǎκŎƻƳƳŜƴǘŜŘέ ƻǇǘƛƻƴ 

xi. Add or deletion of Catalog items 

xii. Add or deletion of Clients 

xiii. Add or changes to templates 
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Proposals  
To Access:  Click on the Proposal section on the dashboard:   

 

 

1. Overview of Proposal s  In this section we will cover the variation of statuses that are in the Quote Roller System. They 

ƛƴŎƭǳŘŜΥ ά{ŜƴǘέΣ άǎǳō-ǎŜŎǘƛƻƴǎ ƻŦ {ŜƴǘέΣ άLƴ 5ƛǎŎǳǎǎƛƻƴέΣ ά5ǊŀŦǘέΣ ά9ȄǇƛǊŜŘέ ŀƴŘ ά!ǊŎƘƛǾŜέΦ 

a. Sent   tǊƻǇƻǎŀƭǎ ƛƴ ǘƘƛǎ ǎǘŀǘǳǎ ŀǊŜ ǇǊƻǇƻǎŀƭǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ŀƴŘ ŜƛǘƘŜǊ ά{ŀǾŜŘ ŀǎ {Ŝƴǘ ŀƴŘ 

notified ȅƻǳǊ ŎƭƛŜƴǘέΣ ƻǊ ά{ŀǾŜŘ !ǎ {ŜƴǘέΦ ¢Ƙƛǎ Ƴŀƛƴ ǎŜŎǘƛƻƴ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ ǎǳō-statuses 

of Sent. For Sent proposals you have the option to edit them (turn back to draft) and archive them. 
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i. Sent Sub Status (Sent) Proposals in this sub-status, will include proposals that have been sent, but 

have not been viewed, accepted or declined. Proposals in this section will have an icon of:   

ii. Sent Sub Status (Viewed)  Proposals in this sub-status, will included proposals that have been 

sent, but also have been viewed. Proposals in this section will have an icon of:   Proposals that also 

ƘŀǾŜ ōŜŜƴ ǾƛŜǿŜŘ ŀƴŘ ȅƻǳǊ ŎƭƛŜƴǘ Ƙŀǎ ǳǎŜŘ ǘƘŜ ά5ƛǎŎǳǎǎέ ƻǇǘƛƻƴΦ ¢ƘŜǎŜ ǇǊƻǇƻǎŀƭǎ ǿƛƭƭ ǎƘƻǿ ǳǇ ƭƛƪŜ ǘƘƛǎΥ  

 

iii. Sent Sub Status (Accepted)  Proposals in this sub-status, will include proposals that have been 

sent, viewed and Accepted. Proposals in this section will have an icon of:   

iv. Sent Sub Status (Declined)  Proposals in this sub-status, will include proposals that have been sent, 

viewed and Declined.  Proposals in this section will have an icon of :   

b. In Discussion   Proposals in this section are currently in the sent status, but your client has used 

ǘƘŜ ά5ƛǎŎǳǎǎέ ƻǇǘƛƻƴ ǘƻ ƳŜǎǎŀƎŜ ȅƻǳ ŀōƻǳǘ ǘƘƛǎ ǇǊƻǇƻǎŀƭΦ  ¢ƘŜ vǳƻǘŜ wƻƭƭŜǊ ǎȅǎǘŜƳ Ƙŀǎ ǘǿƻ ŘƛŦŦŜǊŜƴǘ ƛŎƻƴǎ Ŧƻr this 

status, they are: 
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i. In discussion  ¢Ƙƛǎ ǎǘŀǘǳǎ ǊŜǇǊŜǎŜƴǘǎ ȅƻǳǊ ŎƭƛŜƴǘ ƛǎ ǿŀƛǘƛƴƎ ŦƻǊ ȅƻǳ ǘƻ ǊŜǎǇƻƴŘ ǘƻ ŀ ά5ƛǎŎǳǎǎέ 

message. 

ii. Answered  ¢Ƙƛǎ ǎǘŀǘǳǎ ǊŜǇǊŜǎŜƴǘǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǊŜǎǇƻƴŘŜŘ ōŀŎƪ ǘƻ ȅƻǳǊ ŎƭƛŜƴǘ ŦƻǊ ǘƘŜ ά5ƛǎŎǳǎǎέ 

message.  

c. Draft  Proposals in this section are currently in the process of creation or editing. In this section, 

you have the options to edit or delete a proposal that you no longer want to use or edit. Proposals in this section will 

have an icon of:   

d. Expired Proposals in this section have been sent to your client or manually changed to sent 

and the current date has gone past the date in Step 5 of building the proposal, expiration date.  In this section, you 

have the options to edit (change back to draft) or archive them. Expired proposals will also have this icon next 

to the proposal name.   

e. Archive  tǊƻǇƻǎŀƭǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƴȅ ǇǊƻǇƻǎŀƭǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ƳŀǊƪŜŘ ŦƻǊ ά!ǊŎƘƛǾŜέΦ 

¢Ƙƛǎ Ŏŀƴ ƛƴŎƭǳŘŜ ŀƴȅ ǇǊƻǇƻǎŀƭǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ ά{Ŝƴǘέ Σ άLƴ 5ƛǎŎǳǎǎƛƻƴέΣ ά9ȄǇƛǊŜŘέ ǎǘŀǘǳǎΦ  Please note: Archived 

proposals will not count in your Dashboard Stats. Proposals in this section will have an icon of:   

i. Adding a proposal to archive status  

1. Find a Sent Proposal 

2. bŜȄǘ ǘƻ ǘƘŜ ƴŀƳŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ άŀǊŎƘƛǾŜέ Clicking on archive will change the status to close 

and will be added under the Archive Category. 
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f. Filter by Author   This option is used if you have additional team members that can create 

proposals for your Quote Roller account. Each team members name will show up in dropdown box and you can filter 

out by who created the proposal. 

g. Search Options  The Quote Roller system also includes a search option for your proposals. This is available from any 

ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭ ǎǘŀǘǳǎ ŎŀǘŜƎƻǊƛŜǎΦ ¸ƻǳ Ŏŀƴ ǎŜŀǊŎƘ ŦƻǊ ǇǊƻǇƻǎŀƭǎ ōȅ άvǳƻǘŜ bǳƳōŜǊέΣ ά/ƻƳǇŀƴȅ bŀƳŜέΣ άClient First 

bŀƳŜέΣ ά/ƭƛŜƴǘ [ŀǎǘ bŀƳŜέΣ άtǊƻǇƻǎŀƭ bŀƳŜέΦ 
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2. Creating a Proposal    In this section we will go through the process of creating a proposal and all options for the proposal 

ǇǊƻŎŜǎǎΦ /ƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ ά/ǊŜŀǘŜ ŀ ǇǊƻǇƻǎŀƭέ ōǳǘǘƻƴ ǘƻ ǎǘart:  

a. Step 1 ɀ Start   In the first step, you will add a proposal name, Choose your template, review the Send from and Add a 

client in which you are sending. Once you have filled out the following fields, click on the button 

 

 
i. Proposal Name  Enter in a name for the proposal. We do not recommend having the proposal name more 

than forty characters or spaces in length. 

ii. Choose your template Use the drop down list and pick your template. You have the option for a blank template, 

ŎƘƻƻǎŜ ƻƴŜ άaȅ ¢ŜƳǇƭŀǘŜǎέΣ ƻǊ Ŏhoose a pre-existing public templateΣ ǳƴŘŜǊ ά!ƭƭ ¢ŜƳǇƭŀǘŜǎέΦ  (Click here to 

information on how to create a template) 

iii. Send From  Be sure to check your name and email address 

http://www.quoteroller.com/supportfaq/how-to-create-your-first-template
http://www.quoteroller.com/supportfaq/how-to-create-your-first-template
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iv. Sent To  Add a company and contact you are sending the proposal to. 

1. Company Name  Using the search box, type in the name of the Company or using the down arrow to 

view all companies that you have added to your account. 

 
2. Selecting a contact   After you select a company, the contacts for that company will display. You can 

select multiple contacts. Select them using the check box next to each contact. 

 

3. Adding a new Company/Client   If you need to add a new Company, click on the green + icon , enter 

in at least the required fields of the Company Name, First Name, Last Name and email address and click 

Save. 

4. Adding a new contact   LŦ ȅƻǳ ƴŜŜŘ ǘƻ ŀŘŘ ŀ ƴŜǿ ŎƻƴǘŀŎǘ ǘƘŜ ŜȄƛǎǘƛƴƎ ŎƻƳǇŀƴȅΣ ŎƭƛŎƪ ƻƴ ά!ŘŘ ŀ ƴŜǿ 

ŎƻƴǘŀŎǘέΦ Add the new person, click Save and they will show up under your 

selected company. 

 

b. Step 2 ɀ Price  In the second step, you will configure your pricing table that will be viewed in your proposal. You have 

ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŀŘŘ ǎŜǊǾƛŎŜǎΣ ǇǊƻŘǳŎǘǎΣ ǎǳōǎŎǊƛǇǘƛƻƴǎΣ ŎƻƴŦƛƎǳǊŜ ǘƘƻǎŜ ƛǘŜƳǎ ŀǎ άƻǇǘƛƻƴŀƭέ and haǾŜ ǘƘŜ άvǳŀƴǘƛǘȅ 

ŜŘƛǘŀōƭŜέ. Add or modify information about that item including price, QTY and the description. Also included are the 

price table settings that include Discount types and Tax types. You also have the option to use an existing price list or 

ŀŘŘ ŀ ƴŜǿ ƻƴŜΦ ²ƘŜƴ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ǘƘŜ ƎǊŜŜƴ ōǳǘǘƻƴ ά{ǘŜǇΥ9Řƛǘέ   
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i. Adding Pricing Items   In this section we will cover going through adding Catalog items to your price table. 

1. For exampleΣ ǳǎŜ ǘƘŜ ōǳǘǘƻƴ ά!ŘŘ ŀ {ŜǊǾƛŎŜέ to add a line item. If you have 

Catalog items already, they will be displayed that particular section, using the down arrow for the 

dropdown box.   

2. LŦ ȅƻǳ ƘŀǾŜ Ƴŀƴȅ /ŀǘŀƭƻƎ ƛǘŜƳǎ ƻǊ ǳǎŜ ŎŀǘŜƎƻǊƛŜǎ ŦƻǊ ȅƻǳǊ ƛǘŜƳǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ǉǳŀǊŜέ ōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ 

name field to show a sorted view for all your items.  

 
3. Mark as optional    
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a. For this option, check this if you want to require this item to be included or if you want your 

client be able to pick and choose the items from the price list.  

b. To require this item after saving the item. 

a. If you want this item to be required and your client cannot uncheck it. Check the item 

name.   

c. Optional item for your client after saving the item. 

a. If you want this item to be an optional item where your client can choose it to be a part 

of the proposal, leave the item unchecked.  

4. Quantity editable 

a. For this option, check this if you want to have your client be able to modify the QTY field when 

they view the proposals. 

5. Adding items to Catalog 

a.  If you have not added them in the Catalog, you can add them here ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜ 

ŀƴŘ ŀŘŘ ǘƻ /ŀǘŀƭƻƎέ  

6. Manually adding pricing items 

a. You can also manually add pricing items that are not in your Catalog, by simply filing out the 

information for that section. 

ii. Editing and deleting price items   In this section we cover on how to edit and delete a price item 

1. Editing ς At any time, you can edit a price item, by hovering your mouse over that item and clicking on 

ǘƘŜ άǇŜƴŎƛƭέ ƛŎƻƴΦ  
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2. Deleting ς At any time, you can delete a price item if you no longer want to use it in your table. This 

Ŏŀƴ ōŜ ŘƻƴŜ ōȅ ƘƻǾŜǊƛƴƎ ȅƻǳǊ ƳƻǳǎŜ ƻŦ ǘƘŀǘ ƛǘŜƳ ŀƴŘ ŎƭƛŎƪƛƴƎ ǘƘŜ άǘǊŀǎƘŎŀƴέ ƛŎƻƴΦ 

 
iii. Pricing table settings ɀ Discount Type  In this section we cover the two options for Discounts. Discounts can 

be set as for Line Items or total for the entire pricing table.  

1. Line Item Discount ς Adds the option to have a discount for each of the line item(s) you add for 

Services/Products/Subscriptions 

2. Total Discount ς Adds the option to include a discount for the complete price list. Please note:  it will 

not calculate if you only have subscriptions items. 

a. ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŀŘŘ ŀƴŘ ƳƻŘƛŦȅ ǘƘŜ ŘƛǎŎƻǳƴǘ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ōƻǘǘƻƳ ǎŜŎǘƛƻƴ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ άŀŘŘ ŀ 

ŘƛǎŎƻǳƴǘέ  

iv. Pricing table settings ɀ Tax Type  In this section we cover the two options for Taxes. Taxes can be set as for 

Line Items or total for the entire pricing tables. (Click here for information about setting up taxes) 

 

http://www.quoteroller.com/supportfaq/how-to-setup-taxes-and-use-them
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1. Line item tax ς Adds the option to have a tax for each of the line item(s) you add for 

Services/Products/Subscriptions 

2. Total tax ς Adds the option to include a tax for the complete price list. 

a. ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŀŘŘ ŀƴŘ ƳƻŘƛŦȅ ǘƘŜ ǘŀȄ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ōƻǘǘƻƳ ǎŜŎǘƛƻƴ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ άŀŘŘ ŀ ǘŀȄέ 

  
v. Pricing table  settings ɀCurrency  In this section we cover Currency. Here you can select which currency will be 

used for this price list. This can be a useful tool if you have clients in different parts of the world that do not 

use US Dollars.  (Click here for information on how to set your default currency 

for your account) 

vi. Pricing lists, using and adding   In this section we cover on how to add an existing price list that will override 

the current list that you have. (Click here for more information on how to create a price list) 

 
1. To use an existing price list 

a. If you have a price list in Catalog > Price Lists, you can use he dropdown box and select your list. 

b. ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ƳŜǎǎŀƎŜΣ ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ŎǳǊǊŜƴǘ ǇǊƛŎƛƴƎ ǘŀōƭŜΚ !ƭƭ 

ŎǳǊǊŜƴǘ Řŀǘŀ ǿƛƭƭ ōŜ ŘŜƭŜǘŜŘέΦ /ƭƛŎƪ hY ǘƻ ŀŘŘ ǘƘŜ ǇǊƛŎŜ ƭƛǎǘΦ 

c. You will receive a confirmation message that your price list was loaded successfully. 

2. To add your existing pricing table to a price list in Catalog 

http://www.quoteroller.com/supportfaq/how-to-change-default-currency
http://www.quoteroller.com/supportfaq/how-to-change-default-currency
http://www.quoteroller.com/supportfaq/what-is-a-price-list-how-to-add-them-and-review-them
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a. LŦ ȅƻǳ ƘŀǾŜ ŀŘŘŜŘ ŀ ōǳƴŎƘ ƻŦ ƛǘŜƳǎ ŀƴŘ ǿŀƴǘ ǘƻ ǎŀǾŜ ǘƘƛǎ ƛǘŜƳǎ ŦƻǊ ŦǳǘǳǊŜ ǳǎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ 

ǘƻ /ŀǘŀƭƻƎέ ōǳǘǘƻƴ  

 

c. Step 3 ɀ Edit   In the third step, we will cover how to add or edit your content for your proposal.   Using the selected 

template in Step 1, it will automatically include the content that you have setup in your template. After your initial 

sample proposal, we recommend that you create a template to be used for proposals. (Click here for more 

information on how to add content to your template.)  (Click here for further details about the Content Library) 

¦ǇŘŀǘŜ ȅƻǳǊ ŜȄƛǎǘƛƴƎ ŎƻƴǘŜƴǘ ƻǊ ŀŘŘ ƴŜǿ ŎƻƴǘŜƴǘΦ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘƛǎ ǎŜǘǳǇΣ ŎƭƛŎƪ ǘƘŜ ƎǊŜŜƴ ōǳǘǘƻƴ ά{ǘŜǇΥ 

CƛƴŀƭƛȊŜέ   

http://www.quoteroller.com/supportfaq/what-are-content-blocks-and-how-to-use-them/
http://www.quoteroller.com/supportfaq/what-are-content-blocks-and-how-to-use-them/
http://www.quoteroller.com/supportfaq/what-is-the-content-library-and-how-to-use-it
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i. Adding and editing Sections    A Section is used when you want to create multiple levels for your proposal. 

Think of Sections as pages for your proposal. Example, if you wanted to one section about the Proposal 

Summary, another section for images & videoǎ ŀƴƻǘƘŜǊ ŦƻǊ ǇǊƛŎƛƴƎΣ ŜǘŎΧ 
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1. Adding a section   

a. If you click, Add, a new section will appear at the bottom of the defaulted sections, or if you are 

starting from scratch, they will appear at the top. Give it a name and you are ready to add 

ά/ƻƴǘŜƴǘ ōƭƻŎƪǎέΦ 

b. If you need to move them, hold down your mouse of the + 

 and drag them up and down. 

2. Editing and deleting a section 

a. Edit and deleting ς At any time, you can edit and delete sections that you do not wish to use. 

ii. Adding and editing Content Blocks    A content block is used when you want to add a specific type of content to a 

άǎŜŎǘƛƻƴέ ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭΦ ¢ƘŜ ŜŘƛǘƻǊ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŘǊŀƎ ŀƴŘ ŘǊƻǇ ŜƭŜƳŜƴǘǎ ŀǎ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΣ ƻǊ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά!ŘŘ 

ŀ ŎƻƴǘŜƴǘ ōƭƻŎƪέ ŜŘƛǘƻǊ ǘƻ ŀŘŘ ŀ ƴŜǿ ōƭƻŎƪΦ 

   
1. Text Block   Used to add text and other information to the proposal. This will add text to the Web 

Version and PDF version of your proposal. 

a. Name ς IŜǊŜ ȅƻǳ Ŏŀƴ ŀŘŘ ŀ ƴŀƳŜΣ ǘƘŜǎŜ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ ά.ƭƻŎƪ IŜŀŘŜǊǎέ  

b. Name viewable or hidden. Use this icon:  to enable or disable the name to be shown. 

c. Content ς Here, we provide you with a text editor, that includes has many features 
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2. Video Block ς ! ōƭƻŎƪ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŀŘŘ ά9ƳōŜŘŘŜŘέ HTML code from another source 

(Example: YouTube) to include the video in the Web Version. This blƻŎƪ ŀƭǎƻ Ŏƻƴǘŀƛƴǎ άt5Cέ /ƻƴǘŜƴǘ 

that you will add that will only show in the PDF, because the video will not be added to the PDF.  

 

3. Gallery Block  Used to add pictures to the Web Version.  This block also 

Ŏƻƴǘŀƛƴǎ άt5Cέ /ƻƴǘŜƴǘ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ŀŘŘ ǘƘŀǘ ǿƛƭƭ only show in the PDF, because the image uploaded 

above will not be added to the PDF.   

4. Pricing Table Block   With this block, you add the Pricing table and where it will be shown on the Web 

Version or the PDF version. Once you add this block, your pricing information will automatically be 

added from Step 3 in the proposal process. 

5. HTML Block   With this block, you can add customize HTML code that can be displayed on the Web 

Version. For example, adding buttons for social networking websites. This block alǎƻ Ŏƻƴǘŀƛƴǎ άt5Cέ 

Content that you will add that will only show in the PDF, because the video will not be added to the 

PDF.   
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6. Page Breaks  This adds a page break line to the proposals - 

This adds a break to the PDF and Web 

Version of the proposal. 

7. Signature Block   This adds a signature line to the PDF version of the proposal. By default one is already 

to the last page, however, you can set the Signature block to any section. 

 
8. PayPal Block   This adds the price and a PayPal button to your Web Version of your proposal. Please 

ƴƻǘŜ ŦƻǊ ǘƘŜ άtŀȅƳŜƴǘ ŀƳƻǳƴǘέΣ ŜƴǘŜǊ ƛƴ ŀ ƴǳƳōŜǊ ƻƴƭȅΦ 5ƻ ƴƻǘ ŀŘŘ Ϸ ƻǊ ŀƴȅ ŎƻƳƳŀΩǎΦ ¢Ƙƛǎ ƛǎ ŀ 

number field only. 

 
d. Step 4 ɀ Finalize    In fourth and last section for the creation of your proposal, we will go through all the options that 

you can configure per proposal. These include proposal options, attachment options, explanation of buttons and how 

to send to your client.  
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i. Notification  

1. Send To 

a. Verify that you have the correct name and email address. If you need to make changes, click on 

the contact name. 

2. Email Message 

a. Here we provide you the default emailed message that will be sent to the client when you send 

the proposal. This default email message includes tokens that have been auto filled including 

the client name, your name and company name. 

b. Editing the message ς You are welcome to modify the message that will be sent out to your 

ŎƭƛŜƴǘ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά9Řƛǘ aŜǎǎŀƎŜέΦ . By changing this message here, this will 
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only affect this proposal. Once you are done editing the message, make sure to click on 

  (Click here for more information in order to change this for all proposals.) 

ii.  Buttons 

1. Preview the Proposal 

a. Use the button:  to perform a web preview of the proposal before sending 

out to your client. If you included the PDF Version, you will also be able to download the PDF 

before sending. This preview will be the same as what your client will receive when they click 

on the link to view the proposal. Click on the button (ă Back to the Proposal) to go back to the 

review screen. 

2. Send the proposal 

a. Use the button:  ǘƻ ǎŀǾŜ ȅƻǳǊ ǇǊƻǇƻǎŀƭ ŀǎ ǘƘŜ ά{Ŝƴǘέ {ǘŀǘǳǎ ŀƴŘ ǎŜƴŘ 

the email message to your client. Your proposal will  be viewable to your client or any one who 

has the proposal URL Link. Click the button to Send and confirm you wish to send. If you need 

to view this proposal, it can be found under Proposals > Sent. 

b. Save As Draft 

a.  Using the down arrow on Send the Proposal, click on Save As Draft  to save your 

ǇǊƻǇƻǎŀƭ ǘƻ ŀ ά5ǊŀŦǘέ {ǘŀǘǳǎΦ ¢ƘŜƴ ȅƻǳ Ŏŀƴ ŜŘƛǘ ƻƴŎŜ ŀƎŀƛƴΣ ōȅ ƎƻƛƴƎ ǘƻ tǊƻǇƻǎŀƭǎ Ҕ 

Drafts. 

 

c. Save as Sent 

a.  Using the down arrow on Send the Proposal, click on  Save As Sent: to save your 

proposal to the Sent Status. This is a good option if you have already sent the proposal 

but if you need to edit the proposal. Using this button will not send the email message 

to your client. If you need to view this proposal again, it can be found under Proposals > 

Sent. 

http://www.quoteroller.com/supportfaq/how-to-customize-email-notifications
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iii.  Proposal options  

1. Generate PDF version 

a. This option allows you to enable or disable the PDF Version of the proposal. To enable or 

disable, click on the slider button.  By default this option is on the ON position. 

2. Enable ς e-signature 

a. This option allows you to enable or disable the Quote Roller e-signature option, allowing your 

clients to sign the document electronically. To enable or disable, click on the slider button.  

 By default this option is on the ON position. 

3. Enable Password protected access 

a. This option allows you to enable or disable the password protected access to the proposal. To 

enable or disable, click on the slider button.  By default this option is on the OFF 

position. 

b. To set a password, click on the slider button to the on position   then enter in your 

ǇŀǎǎǿƻǊŘΦ 5ƻƴΩǘ ŦƻǊƎƻǘ ǘƻ ŀŘŘ this to your email to your client or provide through another 

means. 

4. Set Proposal expiration date 

a. The proposal expiration option is great way to close your deals faster. It could also be used a 

ǿŀȅ ǘƻ ǇǊƻƳƻǘŜ ŀ ŘŜŀƭ ǘƻ ȅƻǳǊ ŎƭƛŜƴǘǎΣ ōȅ ǎŜǘǘƛƴƎ ŀ άŘŜŀƭέ ǘƘŀt will only be available for a select 

amount of time. To enable or disable, click on the slider button.    By default this option 

is on the OFF position.  

b. How to set expiration date, Click on the   

c. First you can set the expiration date. This means the proposal will be active until the date 

selected and then the client will no longer be able to view the proposal. By default this is set to 
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30 days out from the date when you first created the individual proposal. 

 
d. Enable expiration reminder 

a.   You will have the option to enable the Password reminder. This will enable that 3 days 

before the expiration date that your client will receive another email reminding them 

about the proposal. Click on the slider button to enable this option. (Click here 

to learn how to change the expiration email reminder.) 

iv. Attached files 

1. The attached files option is a way that you could add other files that will be available as downloadable 

attachment to the Web version of the proposal. This could be a PDF, DOC, JPG, anything that would 

want to provide in addition to the proposal. Example, a marketing PDF file. 

a. ¢ƻ !ŘŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘ ŀ ƴŜǿ ŦƛƭŜέ ōǳǘǘƻƴ . 

b. Select the file, from your computer and click Open. 

c. The Quote Roller system will upload the document and then it will be automatically attached to 

this proposal. 

d. LŦ ȅƻǳ ŜǾŜǊ ƴŜŜŘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜƭŜǘŜέ ōǳǘǘƻƴ ƻǾŜǊ ƻƴ ǘƘŜ ǊƛƎƘǘ ŦƻǊ 

each attachment.   

 

e. Review of your s ent proposal     After the proposal has been sent, the system will take you to the Proposal overview 

ǘƘŀǘ ƛƴŎƭǳŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ǇǊƻǇƻǎŀƭΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǘƻǇ ǘŀōƭŜΣ ά/ǊŜŀǘŜŘ ōȅ ά{Ŝƴǘ ƻƴέ ά{ǘŀǘǳǎέΣ ά¢ƻǘŀƭ /ƻǎǘέΦ 

hǇǘƛƻƴǎ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜΣ ƛƴŎƭǳŘƛƴƎ ά5ƻǿƴƭƻŀŘ t5C ±ŜǊǎƛƻƴέΣ ά{ŜƴŘ ŀ Ŧƻƭƭƻǿ ǳǇ ŜƳŀƛƭέΣ ά/ƻǇȅ !ǎ bŜǿέΣ ά/ƻǾŜǊǘ ǘƻ 

¢ŜƳǇƭŀǘŜέΣ ά9ȄǇƻǊǘ tǊƛŎƛƴƎ ¢ŀōƭŜ ǘƻ 9ȄŎŜƭέΣ ŀƴŘ ǘƘƛǎ ǎŜŎǘƛƻƴ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƴȅ ƛƴǘŜƎǊŀǘƛƻƴǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŜƴŀōƭŜŘΦ ²Ŝ 

ǿƛƭƭ ŀƭǎƻ ŘƛǎŎǳǎǎ ǘƘŜ ǘŀōǎΣ ά!ƴŀƭȅǘƛŎǎέΣ άLƴǘŜǊƴŀƭ bƻǘŜǎέΣ ά5ƛǎŎǳǎǎ ǿƛǘƘ /ƭƛŜƴǘέΦ !ƭǎƻΣ Ƙƻǿ ǘƻ ŎƻǇȅ ŀ ¦w[ ƭƛƴƪ ŦƻǊ ǘƘŜ 

proposal and the History of the proposal 

http://www.quoteroller.com/supportfaq/how-to-customize-email-notifications
http://www.quoteroller.com/supportfaq/how-to-customize-email-notifications
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i. Top Table    In this section we will cover the table that is shown at the top of the proposal review. 

 
1. Created by  -- This will provide who created the proposal. 

2. Sent on  -- This will provide a date/time stamp on when the proposal was saved as a sent status. 

3. Status ς ¢Ƙƛǎ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƘŜ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭΦ ²ƘŜƴ ŎǊŜŀǘŜ ǘƘŜ ǇǊƻǇƻǎŀƭΣ ƛǘ ƛǎ ŀ ά5ǊŀŦǘέΣ 

ǿƘŜƴ ȅƻǳ ǎŜƴŘ ƛǘ ǿƛƭƭ ōŜ ŀ ά{Ŝƴǘέ ǎǘŀǘǳǎΦ ¸ƻǳ ŀƭǎo have the option to change the status of the proposal 

ǘƻ ŀƴƻǘƘŜǊ {ǘŀǘǳǎΦ {ǘŀǘǳǎŜǎ ŀǊŜ ŘŜǎŎǊƛōŜŘ ƛƴ ǘƘŜ ŦƛǊǎǘ ǎŜŎǘƛƻƴ ƻŦ άtǊƻǇƻǎŀƭǎέ ƛƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ 
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ii. Proposal options on the right     In this section we cover all the options that you have with this proposal. This 

can also include other integrations, such as Xero, where you can create an invoice in that system from Quote 

Roller. We will go through the default options.  

 
1. Preview the proposal ς With this button, you can do a preview of the sent proposal. 

 
2. Download PDF Version ς With this option, you can download and view the PDF version of the proposal 

that you sent. Please note: LŦ ȅƻǳǊ ŎƭƛŜƴǘ Ƙŀǎ ǾƛŜǿŜŘ ŀƴŘ ŀŎŎŜǇǘŜŘ ŀƴŘ ƛŦ ǘƘŜȅ ƘŀǾŜ ά ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ 

ǎƛƎƴŜŘέΦ ¢ƘŜ t5C ±ŜǊǎƛƻƴ ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭ ǿƛƭƭ Ŏƻƴǘŀƛƴ ǘƘŜ signature of your client. 

 
3. Send a follow up email -- With this option, you can send a follow up email message to your client about 

the proposal. Click the link, and new window will appear, make your changes and click Send. 

 
4. Copy as a new ς With this option, you can copy this proposal as a new proposal and this will take you 

back to Step 2 of the proposal creation process.  

5. Convert to template ς With this option, you can covert this proposal into a template and it will save all 

information in Step 4. This is a good option if you have defined your content of the proposal and wish 

to use it again later.  
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6. Export Pricing Table to Excel ς With this option, the Quote Roller system will convert the pricing table 

from Step 3 and provide you a download version in a Microsoft Excel file that you can save to your 

computer. This is a good option if you would like to create your own invoices.  

 

iii. Proposal Tabs Analytics, Internal Notes, Discuss with Client    In this section, we will cover each of the tabs. 

Please note, for Analytics (Available in Quote Roller - Professional and Enterprise Plans).    

 

 
1. Analytics -- ¦ƴŘŜǊ ǘƘŜ !ƴŀƭȅǘƛŎǎ ǘŀōΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘǿƻ ŜȄǘǊŀ ǘŀōǎΣ ά.ȅ /ƭƛŜƴǘέ ŀƴŘ ά.ȅ {ŜŎǘƛƻƴΦ 

a. By Client   Under this tab, Quote Roller will break down the amount of time 

spent on each Section for the proposal, by providing you the date and time viewed, which 

section and the time spent. It will also include when/if the PDF Version was downloaded. If you 

have sent this to multiple clients, it will also break it down by client, by simply clicking on the 

name of the client. Time is defined by Hours/Minutes/Seconds. Please note: The minimal 

amount of time that will show is 6 seconds. 

 

b. By Section   ¦ƴŘŜǊ ǘƘƛǎ ǘŀōΣ vǳƻǘŜ wƻƭƭŜǊ ǿƛƭƭ ōǊŜŀƪ Řƻǿƴ ǳǎƛƴƎ ŀ άǇƛŜ ƎǊŀǇƘέ ǘƻ 

show a percentage of the amount of time spent on each section and also provides the total 

time spent on each section. Time is defined by Hours/Minutes/Seconds. Please note: The 

minimal amount of time that will show is 6 seconds. 
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iv. Copy of Proposal URL Link and History    In this section we will cover the button to copy a link for the proposal 

and the history details of the proposal. 

  
1. ά/ƻǇȅ ŀ ƭƛƴƪ ǘƻ ǘƘŜ ǇǊƻǇƻǎŀƭέ  -- With this button, you can click on the button and this will copy the 

proposal link for you to use to send through another email program or to test the proposal. 

2. History ς In this section, we provide information about proposal events with a date and time stamp.  Time is 

defined by Hours/Minutes/Seconds. They include: 

a. Create new proposal 

b. Changed a proposal 

c. Sent a proposal 

d. Cƻƭƭƻǿ ǳǇ ǘƻ ά5ƛǎŎǳǎǎκŎƻƳƳŜƴǘŜŘέ ƻǇǘƛƻƴΦ 

e. Follow up on proposal 

f. Archiving of a proposal 

g. Client reviews a proposal 

h. Client accepts a proposal 

i. Client declines a proposal 

j. /ƭƛŜƴǘ ǳǎŜǎ ǘƘŜ ά5ƛǎŎǳǎǎκŎƻƳƳŜƴǘŜŘέ ƻǇǘƛƻƴ 

 

f. What your client receives  and the steps for your client  If you have left the default message, when you send the 

proposal to your client, this will receive something like as shown below. All that your client has to do is click on the 

Proposal Web Link and the proposal will be shown, just like as you saw in your preview. 
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i. Buttons  -- Depending on the web theme and how you defined your template, the location of buttons might be 

different, but your client will have the following buttons. 

1. Download PDF version -- This button  is used when they want to download a 

PDF version of the proposal and save it to their computer. 

2. Discuss -- The discuss button  is used when you client wants to contact you about this 

proposal. When you client does this, you will receive an email message and you can view this in the 

Proposal Review. 

3. Accept (2 of them) -- We provide two Accept buttons   on 

the proposal. Both of these buttons do the same thing, to start the signature process. 

4. Decline -- The decline button  is used when your client declines the proposal. You will 

be notified when this happens. 

ii. Clicking Accept, what happens next ς After your client has clicked on one of the Accept buttons and if you 

have E-Signature enabled, it will take them through this process. 
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1. /ƭƛŜƴǘ ƴŜŜŘǎ ǘƻ ŎƘŜŎƪ ǘƘŜ ōƻȄ άL ŀƎǊŜŜ ǘƘŀǘ ōȅ ǎƛƎƴƛƴƎ ǘƘŜ ǇǊƻǇƻǎŀƭΣ L ŀŎŎŜǇǘ ƛǘ ƻƴ ǘƘŜ ōŜƘŀƭŦ ƻŦ ΧΦΦ 

2. Client types in their name 

3. Using a mouse and in the signature section, the draw their signature. 

4. Client Clicks on Sign. Now you and the client will receive a message stating that the proposal has been 

signed. 

 

g. Editing a Sent Proposal, what happens?   LŦ ȅƻǳ ŜǾŜǊ ƴŜŜŘ ǘƻ άŜŘƛǘέ ǘƘŜ ǇǊƻǇƻǎŀƭ ŀŦǘŜǊ ƛǘ Ƙŀǎ ōŜŜƴ ǇƭŀŎŜŘ ƛƴ ǘƘŜ {Ŝƴǘ 

Status. Below is an example of editing and what happens 

i. To edit the proposal     

1. Go to Proposals > Sent 

2. Find your Sent proposal 

3. bŜȄǘ ǘƻ ǘƘŜ ƴŀƳŜΣ ŎƭƛŎƪ άŜŘƛǘέ 

4. ¸ƻǳ ǿƛƭƭ ƎŜǘ ŀ ǿƛƴŘƻǿ ŀǎƪƛƴƎ ȅƻǳ ǘƻ ŎƻƴŦƛǊƳ ǘƘƛǎ ǎǘŜǇΦ /ƭƛŎƪ ǘƘŜ άhƪΣ L ǳƴŘŜǊǎǘŀƴŘέ ōǳǘǘƻƴ ǘƻ ŜŘƛǘΦ 
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5. This will take you back to Step 5 of the proposal. 

6. If you need to make changes to name of the proposal, click on Step 2. 

7. If you need to make changes to the pricing table that is used in the proposal, click on Step 3. 

8. If you need to make changes to the text/picture content of the proposals, click on Step 4. 

9. Once you make your changes, go back to Step 5 and then use the orange buttons at the bottom to save 

the proposal back to a draft status. 

a. ¦ǎŜ ǘƘŜ ōǳǘǘƻƴ ά{ŀǾŜ ŀƴŘ ǎŜƴŘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴέto save as Sent and resend 

to your client. 

b. ¦ǎŜ ǘƘŜ ōǳǘǘƻƴ ά{ŀǾŜ ŀǎ {Ŝƴǘέ to save as sent, but do not resend to client. 
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Catalog 
To Access:  Click on the Catalog section on the dashboard:  

 

 

1. Services  A service is an item that you will charge for an amount of work to be done. Under 

{ŜǊǾƛŎŜǎΣ ŀ άǳƴƛǘέ ƻǇǘƛƻƴ ƛǎ ƛƴŎƭǳŘŜŘΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜ ǿƛƭƭ ōŜ ǳǎƛƴƎ ά²ŜōǎƛǘŜ {ŜǘǳǇέ 
a. Adding a serv ice  

i. /ƭƛŎƪ ƻƴ ά!ŘŘ bŜǿέ  
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ii. The following fields are required when adding a Service: Name, Price , Unit and Description. 

1. Name ς 9ƴǘŜǊ ƛƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜΦ CƻǊ ŜȄŀƳǇƭŜΣ ά²ŜōǎƛǘŜ {ŜǊǾƛŎŜέ 
2. Price ς Enter in the price of the services. For example, 500.00 
3. QTY ς Enter in a quantity for the service.  For Example, 1. Please note: If need a half quantity, use 

0.50. 
4. Unit ς Select from the drop down-ƭƛǎǘ ŀƴ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜΦ CƻǊ ŜȄŀƳǇƭŜΣ άCƻǊ {ŜǊǾƛŎŜέΦ ¢Ƙƛǎ Ŏŀƴ ŀƭǎƻ ōŜ 

configured under Catalog > Settings > Services & Subscriptions Dropdowns as describe below. 
5. Description ς Enter in some text for the description of the service. We do not recommend having 

more than 48 lines of text and blank lines for the description. 
iii. We recommend that you add as much information to the new Service. Including a description of the service, 

that will be shown in your pricing table. 
b. Add New Category ς Adding a service to category will help you easily find this service at a later time and will help you 

keep track of your Services. 

1. /ƭƛŎƪ ά!ŘŘ ƴŜǿ ŎŀǘŜƎƻǊȅέ   
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2. DƛǾŜ ƛǘ ŀ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ 

 
3. Now you will see the Category name associated with this Service. 

 

4. Example of this will show up under Services:  
c. Editing a service   

i. At any time you, can edit and modify services. Find the Service and ŎƭƛŎƪ άŜŘƛǘέ  
d. Deleting a service   

i. !ǘ ŀƴȅ ǘƛƳŜΣ ȅƻǳ ŘŜƭŜǘŜ ŀ ǎŜǊǾƛŎŜΦ CƛƴŘ ǘƘŜ {ŜǊǾƛŎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άŘŜƭŜǘŜέΦ   
e. Search  

i. Search ς LŦ ȅƻǳ ƘŀǾŜ Ƴŀƴȅ ǎŜǊǾƛŎŜǎΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά{ŜŀǊŎƘέ ƻǇǘƛƻƴΦ 
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2. Products  A product is defined by an item to sell. In this examǇƭŜΣ ǿŜ ǿƛƭƭ ōŜ ǳǎƛƴƎ ŀ ά²ƛǊŜƭŜǎǎ 

aƻǳǎŜέΦ 
a. Adding a product  

i. /ƭƛŎƪ ƻƴ ά!ŘŘ bŜǿέ  

ii.  
iii. The following fields are required when adding a Product: Name, Price, Description 

1. Name ς 9ƴǘŜǊ ƛƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ tǊƻŘǳŎǘΦ 9ȄŀƳǇƭŜΣ ά²ƛǊŜƭŜǎǎ aƻǳǎŜέΦ 
2. Price ς Enter in the number for the price. Example, 50.00 
3. Description ς Enter in some text for the description of the product. We do not recommend having 

more than 48 lines of text and blank lines for the description. 
iv.  We recommend that you add as much information to the new Product. Including a description of the Product, 

that will be shown in your pricing table. 
b. Add New Category   Adding a Product to category will help you easily find this service at a later time and will help you 

keep track of your Products. 

1. /ƭƛŎƪ ά!ŘŘ ƴŜǿ ŎŀǘŜƎƻǊȅέ   
2. DƛǾŜ ƛǘ ŀ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ 
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3. Now you will see the Category name associated with this Product.  
4. Example of this will show up under Services: 

 

c. Editing a product  

i. !ǘ ŀƴȅ ǘƛƳŜ ȅƻǳΣ Ŏŀƴ ŜŘƛǘ ŀƴŘ ƳƻŘƛŦȅ ǎŜǊǾƛŎŜǎΦ CƛƴŘ ǘƘŜ {ŜǊǾƛŎŜ ŀƴŘ ŎƭƛŎƪ άŜŘƛǘέ  
d. Deleting a product   

i. !ǘ ŀƴȅ ǘƛƳŜΣ ȅƻǳ ŘŜƭŜǘŜ ŀ ǎŜǊǾƛŎŜΦ CƛƴŘ ǘƘŜ {ŜǊǾƛŎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άŘŜƭŜǘŜέΦ   
e. Search  

i. Search ς If you have many products, ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά{ŜŀǊŎƘέ ƻǇǘƛƻƴΦ 
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3. Subscriptions   A subscription is defined as an item that continues to occur for months, or 

even years. ¦ƴŘŜǊ {ǳōǎŎǊƛǇǘƛƻƴǎΣ ŀ άǇŜǊƛƻŘέ ƻǇǘƛƻƴ ƛǎ ƛƴŎƭǳŘŜŘΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜ ǿƛƭƭ ōŜ ǳǎƛƴƎ άaƻƴǘƘƭȅ ²ŜōǎƛǘŜ ¦ǇŘŀǘŜέΦ 
a. Adding a subscription   

i. /ƭƛŎƪ ƻƴ ά!ŘŘ bŜǿέ  

ii.  
iii. The following fields are required when adding a Subscription: Name, Price, Period, Description 

1. Name ς 9ƴǘŜǊ ƛƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ {ǳōǎŎǊƛǇǘƛƻƴΦ 9ȄŀƳǇƭŜΣ άaƻƴǘƘƭȅ ²ŜōǎƛǘŜ ¦ǇŘŀǘŜέΦ 
2. Price ς Enter in the number for the price. Example, 75.00 
3. Period ς Use the drop-Řƻǿƴ ōƻȄ ŀƴŘ ǇƛŎƪ ŀ ǎŜƭŜŎǘƛƻƴΦ 9ȄŀƳǇƭŜΣ άaƻƴǘƘέΦ 
4. Description ς Enter in some text for the description of the subscription. We do not recommend 

having more than 48 lines of text and blank lines for the description. 
iv. We recommend that you add as much information to the new Subscription. Including a description of the 

Subscription, that will be shown in your pricing table. 
b. Add New Category  Adding a subscription to category will help you easily find this service at a later time and will help 

you keep track of your Subscriptions. 

1. /ƭƛŎƪ ά!ŘŘ ƴŜǿ ŎŀǘŜƎƻǊȅέ   
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2. Give it a name and click ά{ŀǾŜέ 

 

3. Now you will see the Category name associated with this Subscription.  

4. Example of this will show up under Subscriptions:  
c. Editing a subscription   

i. !ǘ ŀƴȅ ǘƛƳŜ ȅƻǳΣ Ŏŀƴ ŜŘƛǘ ŀƴŘ ƳƻŘƛŦȅ ǎŜǊǾƛŎŜǎΦ CƛƴŘ ǘƘŜ {ŜǊǾƛŎŜ ŀƴŘ ŎƭƛŎƪ άŜŘƛǘέ  
d. Deleting a subscription   

i. !ǘ ŀƴȅ ǘƛƳŜΣ ȅƻǳ ŘŜƭŜǘŜ ŀ ǎŜǊǾƛŎŜΦ CƛƴŘ ǘƘŜ {ŜǊǾƛŎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άŘŜƭŜǘŜέΦ   
e. Search  

i. Search ς If you have many products, ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά{ŜŀǊŎƘέ ƻǇǘƛƻƴΦ 
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4. Adding Catalog Items through Step 3 of a Proposal  You can also add items to your Catalog, during Step 3 of 

building a proposal. This can be done for Services, products or Subscriptions. 
a. To add Catalog item   

i. Enter in the Name/Description, Price, Rate and QTY. You can even include a description of the item. To add to 

ǘƘŜ /ŀǘŀƭƻƎΣ ŎƭƛŎƪ ƻƴ άSave and add to Catalogέ 

 
ii. You will receive a notification on the lower right of the screen, stating the item was added to the Catalog. 

5. Importing Catalog Items  If you have a large amount of items that you wish to use for your pricing table, we recommend 

to import them. 
a. Locating the import process   

i. /ƭƛŎƪ ƻƴ ǘƘŜ ǘȅǇŜ ƻŦ ŎŀǘŀƭƻƎ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇƭƻŀŘΦ ά{ŜǊǾƛŎŜǎέΣ άtǊƻŘǳŎǘǎέΣ ά{ǳōǎŎǊƛǇǘƛƻƴǎέ 
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ii. ¢ƘŜƴ ƻƴ ǘƘŜ ¦ǇǇŜǊ ǊƛƎƘǘΣ ŎƭƛŎƪ ƻƴ άLƳǇƻǊǘέ  

b. Understanding Quote Roller fields for Proposals  

i. For the import process we have 5 fields that we recommend to be populate in the .CSV 

ii. Category ς Field to describe the category of the item For example: Food = Category Name 

iii. Catalog Name ς Describes the name of the item. For example: Catalog Name = Pizza 

iv. Description ς Describes the item in detail. 

v. Price ς Price of the item 

vi. Rule ς In the Quote Roller System, we have default examples included, but you could have your own. Our 

ŜȄŀƳǇƭŜǎΣ ƛƴŎƭǳŘŜ άtŜǊ {ŜǊǾƛŎŜέΣ άtŜǊ IƻǳǊέΣ άtŜǊ 5ŀȅέΣ  

vii. Qty ς Used if there is quantity for each item. 

c. Importing the f ile  

i. For Services, Products, Descriptions 

1. Please Note:  If you would like your items to be Alphabetized A to Z in Quote Roller, make sure to 

Sort your .CSV Catalog Name Z to A, as the Quote Roller system will process the last item on the list 

first. Questions, contact us for Support. 

2. For ServicesΣ ²Ŝ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΣ άƘŜŀŘŜǊǎέ ŦƛŜƭŘǎ ŦƻǊ ȅƻǳǊ Φ/{± ǘƻ ƛƳǇƻǊǘΦ 

ά/ŀǘŜƎƻǊȅέΣ ά/ŀǘŀƭƻƎ bŀƳŜέΣ ά5ŜǎŎǊƛǇǘƛƻƴέΣ άtǊƛŎŜέ  άwǳƭŜέΣ άvǘȅέΦ wǳƭŜ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƘŜ ŀƳƻǳƴǘ ƻŦ 

time. Example: Per Service, Per Hour, Per Month.

 
3. For ProductsΣ ²Ŝ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΣ άƘŜŀŘŜǊέ ŦƛŜƭŘǎ ŦƻǊ ȅƻǳǊ Φ/{± ǘƻ ƛƳǇƻǊǘΦ 

άbŀƳŜέΣ ά5ŜǎŎǊƛǇǘƛƻƴέΣ άtǊƛŎŜέΣ ά/ŀǘŜƎƻǊȅέΦ 

 
4. For SubscriptionsΣ ²Ŝ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΣ άƘŜŀŘŜǊέ ŦƛŜƭŘǎ ŦƻǊ ȅƻǳǊ Φ/{± ǘƻ 

ƛƳǇƻǊǘΦ άbŀƳŜέΣ ά5ŜǎŎǊƛǇǘƛƻƴέΣ άtǊƛŎŜέΣ άwǳƭŜέΣ /ŀǘŜƎƻǊȅέΦ wǳƭŜ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜΦ 

Example: Per Service, Per Hour, Per Month. 
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5. If you would like a sample .CSV file, over on the right, add one item manually to Quote Roller and 

then click on  for the file. 

6. ²ƘŜƴ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǳǇƭƻŀŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά.ǊƻǿǎŜέ .ǳǘǘƻƴΦ  

7. /ƘƻƻǎŜ ǘƘŜ ŦƛƭŜ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ŀƴŘ ŎƭƛŎƪ ƻƴ άbŜȄǘέ  

8. bƻǿΣ ǿŜ ƘŀǾŜ ǘƻ ƳŀǘŎƘ ǘƘŜ ŦƛŜƭŘǎ ŦǊƻƳ ǘƘŜ Φ/{± ƛƴǘƻ vǳƻǘŜ wƻƭƭŜǊΦ 9ȄŀƳǇƭŜ ǎƘƻǿƴ ŦƻǊ ά{ŜǊǾƛŎŜǎέ 

a.  
b. Please note that each type of items have required fields to mapped.   It must be mapped, but 

ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ƘŀǾŜ ǘƘƻǎŜ ŦƛŜƭŘǎ ǇƻǇǳƭŀǘŜŘ ƛƴ ȅƻǳǊ Φ/{± ƛƴ ƻǊŘŜǊ ǘƻ ƛƳǇƻǊǘΦ ¢ƘŜȅ ŀǊŜ ƳŀǊƪŜŘ 

with an * . 

c. hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŦƛŜƭŘǎΣ ȅƻǳ Ŏŀƴ ƴƻǿ ŎƭƛŎƪ ƻƴ ά5ƻƴŜέ  

d. The Quote Roller system will process the request. If you have a large amount to upload, it might 

take some time. You will receive an email when it has been completed. 

e. When you received the email, we suggest that you go through your Catalog items, make sure 

they are filled out correctly. 
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6. Exporting Catalog Items  With this option, you can export your Catalog items from the Quote Roller System into a .CSV 

(Comma Separate Value) document. It then can be opened into Microsoft Excel or another spreadsheet type of software. 
a. To Export Catalog items  

i. First click on Services, Products or Subscription 
ii. hƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƻŦ ǘƘŜ ƛǘŜƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9ȄǇƻǊǘέ ōǳǘǘƻƴ 

 
iii. You will receive a dialog box, asking you to Open or Save the file. We recommend that you save the file to your 

computer. Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜ ǿƛƭƭ ōŜ ŜȄǇƻǊǘƛƴƎ ά{ŜǊǾƛŎŜǎέΦ 

 

7. Price Lists   A price list is an item that you can create and use in your pricing table, during Step 3 of 

setting up the proposal.  A price list can also be created in Step 3 of building the proposal. Price lists can be a combination of 

Services/Products/Subscriptions. You can also configure Discounts, Taxes and Currency for each price list. This is a useful tool 

to create price lists instead of adding each Catalog item, discount, tax and currency to a proposal manually. Save time and 

efficiency by using price lists. 
a. Create a price list   
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i. /ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ ŀ ǇǊƛŎŜ ƭƛǎǘέ ƻƴ ǘƘŜ ǊƛƎƘǘΥ   
ii. 9ƴǘŜǊ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ tǊƛŎŜ [ƛǎǘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ 

 
iii. Choosing a Discount Type, Tax type and Currency 

 
1. Discount Type ς Here you have two options. 

a. Line Item Discount ς Adds the option to have a discount for each of the line item(s) you add for 

Services/Products/Subscriptions 

b. Total Discount ς Adds the option to include a discount for the complete price list. 

c. You can also add and mƻŘƛŦȅ ǘƘŜ ŘƛǎŎƻǳƴǘ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ōƻǘǘƻƳ ǎŜŎǘƛƻƴ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ άŀŘŘ ŀ 

ŘƛǎŎƻǳƴǘέ  

2. Tax Type ς Here you have two options 

a. Line item tax ς Adds the option to have a tax for each of the line item(s) you add for 

Services/Products/Subscriptions 

b. Total tax ς Adds the option to include a tax for the complete price list. 

c. ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŀŘŘ ŀƴŘ ƳƻŘƛŦȅ ǘƘŜ ǘŀȄ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ōƻǘǘƻƳ ǎŜŎǘƛƻƴ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ άŀŘŘ ŀ ǘŀȄέ 
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3. Currency ς Here you can select in which currency will be used for this price list. This can be a useful 

tool if you have clients in different parts of the world that do not use US Dollars. 

iv. /ƻƴŦƛƎǳǊƛƴƎ ά{ŜǊǾƛŎŜǎκtǊƻŘǳŎǘǎκ{ǳōǎŎǊƛǇǘƛƻƴǎ 

 

1. For exampleΣ ǳǎŜ ǘƘŜ ōǳǘǘƻƴ ά!ŘŘ ŀ {ŜǊǾƛŎŜέ to add a line item. If you have Catalog 

items already, they will be displayed that particular section, using the down arrow for the dropdown box.  

 
2. If you have many Catalog items or use categories for ȅƻǳǊ ƛǘŜƳǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άƳŀƎƴƛŦȅƛƴƎ ōƻȄέ ōƻȄ ƴŜȄǘ ǘƻ 

the name field to show a sorted view for all your items.  

 
3. Mark as optional    

a. For this option, check this to if you want to require this option to be included or if you want your 

client be able to pick and choose the items from the price list.  
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4. Quantity editable 

a. For this option, check this if you want your client to be able to modify the QTY field when they view 

the proposal using the web version. 

5. Adding items to  Catalog 

 LŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ŀŘŘŜŘ ǘƘŜƳ ƛƴ ǘƘŜ /ŀǘŀƭƻƎΣ ȅƻǳ Ŏŀƴ ŀŘŘ ǘƘŜƳ ƘŜǊŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜ ŀƴŘ 

ŀŘŘ ǘƻ /ŀǘŀƭƻƎέ  

6. Go through and add all the items that you ǿƛǎƘ ǘƻ ǳǎŜ ŦƻǊ ǘƘƛǎ tǊƛŎŜ ƭƛǎǘΦ 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǳǎŜ ǘƘŜ ά{ŀǾŜέ 

button . 

 

v. Editing and deleting add items to the Price List. 

1. For each of the items that you have added, you can edit them and delete them at any time. 

2. Highlight your mouse over the item, and two icons will show up. The first is to edit and 

the second is to delete. 

b. Adding Price Lists to Proposals   

i. /ƭƛŎƪ ƻƴ άtǊƻǇƻǎŀƭǎέ 

 
ii. CƛƴŘ ȅƻǳǊ ǇǊƻǇƻǎŀƭ ŀƴŘ ŎƭƛŎƪ ƻƴ άŜŘƛǘέ 

 
iii. Dƻ ǘƻ ǘƘŜ оǊŘ ǎŜŎǘƛƻƴ ƛƴ ŜŘƛǘƛƴƎ ǘƘŜ tǊƻǇƻǎŀƭ άtǊƛŎŜέΣ ǘƘŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ǇǊƛŎƛng lists section on your right. 
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iv. ¦ǎƛƴƎ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄΣ ǳƴŘŜǊ ά¦ǎŜ tǊƛŎƛƴƎ [ƛǎǘέΣ ǎŜƭŜŎǘ ȅƻǳǊ ǇǊƛŎŜ ƭƛǎǘΦ 

v. /ƭƛŎƪ hY ǘƻ ŎƻƴŦƛǊƳΣ ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ŎǳǊǊŜƴǘ ǇǊƛŎƛƴƎ ǘŀōƭŜέ !ƭƭ ŎǳǊǊŜƴǘ Řŀǘŀ ǿƛƭƭ ōŜ 

ŘŜƭŜǘŜŘέΦ Please note: that you cannot add items and settings manually and then use and existing price list. 

When you choose to use an existing price list, it will overwrite your manually added items and pricing table 

settings. 

vi. You will receive a confirmation that your price table was added. It will look something like this.  

 
vii. Congratulations, you have successfully added your created pricing list to your proposal. 

c. Another way to add your add a price list from Step 3 or creating a proposal.   

i. During the setup of your proposal on Step 3, you can manually add your items to the table. If you wish to save 

ǘƘƛǎ ǇǊƛŎƛƴƎ ǘŀōƭŜ ŦƻǊ ŦǳǘǳǊŜ ǳǎŜǎΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά!ŘŘ ǘƻ /ŀǘŀƭƻƎέ ōǳǘǘƻƴ  to add 

them to your price lists, in which they can be found under Catalog > Price Lists. 
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8. Taxes  A tax rate is a detail that you can setup in your Quote Roller account to be used when 

creating proposals or added to your Price Lists. The Tax rule is defined by a % of the total for either the catalog line item or 

for a full total of the pricing table. You can add as many different Tax Rules, but please note only one tax rule can be used for 

each proposal. 
a. Setting up Tax Rates 

i. Enter in the name of tax and the tax rate, click Add 

 
ii. Add as many taxes rates as you need, make sure to select the radio button next to the tax rate that you would 

ƭƛƪŜ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘΦ {ŜƭŜŎǘƛƴƎ ŀ ǘŀȄ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘΣ ǘƘƛǎ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ǿƘŜƴ ǳǎƛƴƎ άǘƻǘŀƭ ǘŀȄέ ƛƴ ǎǘŜǇ о όǇǊƛŎƛƴƎ 

table) when creating the proposal. 

 
b. Adding a tax rate to a proposal  

i. /ƭƛŎƪ ƻƴ άtǊƻǇƻǎŀƭǎέ 

 
ii. CƛƴŘ ȅƻǳǊ ǇǊƻǇƻǎŀƭ ŀƴŘ ŎƭƛŎƪ ƻƴ άŜŘƛǘέ 

 
iii. Dƻ ǘƻ ǘƘŜ оǊŘ ǎŜŎǘƛƻƴ ƛƴ ŜŘƛǘƛƴƎ ǘƘŜ tǊƻǇƻǎŀƭ άtǊƛŎŜέΣ ǘƘŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ǇǊƛŎƛƴƎ ǘŀōƭŜ ǎŜǘǘƛƴƎǎ ƻƴ ȅƻǳǊ ǊƛƎƘǘΦ 
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iv. LŦ ȅƻǳ ǿŀƴǘ άǘƻǘŀƭ ǘŀȄέ ǘƻ ōŜ ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ǘŀōƭŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜǘ ά¢ŀȄ ǘȅǇŜέ ǘƻ ōŜ ǎŜǘ ǘƻ ¢ƻǘŀƭ ¢ŀȄΦ ¢ƘŜƴ 

ȅƻǳ Ŏŀƴ άŀŘŘ ŀ ǘŀȄέ ŀǘ ǘƘŜ ōƻǘǘƻƳΦ ²ƘŜƴ ǳǎƛƴƎ ǘƻǘŀƭ ǘŀȄΣ ǘƘƛǎ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ǿƛǘƘ ȅƻǳǊ άŘŜŦŀǳƭǘέ ǘŀȄΣ ƘƻǿŜǾŜǊ ƛǘ 

can be changed. 
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v. LŦ ȅƻǳ ǿŀƴǘ άƭƛƴŜ ƛǘŜƳ ǘŀȄέ ǘƻ ōŜ ǎƘƻǿƴ ŦƻǊ ŜŀŎƘ ƛǘŜƳ ƻŦ tǊƻŘǳŎǘǎκ{ŜǊǾƛŎŜǎκ{ǳōǎŎǊƛǇǘƛƻƴǎ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜǘ 

ά¢ŀȄ ¢ȅǇŜέ ǘƻ ōŜ ά[ƛƴŜ LǘŜƳ ¢ŀȄέ 

 
 

9. Settings   In this section, we provide you additional options to configure your Quote Roller account 

to for your business needs. There are also options to clean up your Catalog items. 
a. Services & Subscriptions Dropdowns   

i. Catalog Ą Fields Using this option, you can add an image to your Catalog items. Please 

note that this will only show on the Web Version of the proposal.  
1. To enable, check the box and click Save. 
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2. Now you can go into your Catalog items. You will see this picture next to each item:   
3. /ƭƛŎƪ άŜŘƛǘέ ƴŜȄǘ ǘƻ ŜŀŎƘ ƛǘŜƳΣ ŎƭƛŎƪ ǘƘŜ .ǊƻǿǎŜ ōǳǘǘƻƴΣ ŎƘƻƻǎŜ ȅƻǳǊ ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ {ŀǾŜΦ ²Ŝ 

recommend a square picture of the size of 250(w) X 250(h) pixels for the best use of this option. 

 
 

ii. Services Ą Unit  These options, you can add your own time for Catalog ά{ŜǊǾƛŎŜέ ƛǘŜƳǎΣ 

and set your default. 
1. Adding a custom time 

a. 9ƴǘŜǊ ƛƴ ǘƘŜ άbŀƳŜ ƻŦ ǘƘŜ ¦ƴƛǘ wǳƭŜέ ŀƴŘ ŎƭƛŎƪ {ŀǾŜΦ 

 
2. Select your Default time. 

a. Use the Radio button under the Default column and select your time. When new Services are 

added the default will be selected first. 
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3. Configuring your Service Catalog items for Time 

a. Dƻ ǘƻ {ŜǊǾƛŎŜǎ Ҕ /ƘƻƻǎŜ ȅƻǳǊ ƛǘŜƳΣ ŎƭƛŎƪ άŜŘƛǘέ 

b. You will see the time section. 

 
4. Configuring your line item for time in Step 3 of creating a proposal. 

a. Dƻ ¢ƻ tǊƻǇƻǎŀƭǎΣ άŜŘƛǘέ ȅƻǳǊ ǇǊƻǇƻǎŀƭ and go to Step 3. 

b. 9Řƛǘ ǘƘŜ ƭƛƴŜ ƛǘŜƳ ŀƴŘ ǳƴŘŜǊ ǘƘŜ άtǊƛŎŜ ŎƻƭǳƳƴέ ǘƘŜ ǎŜŎƻƴŘ ŦƛŜƭŘ ƛǎ ŦƻǊ ǘƛƳŜΦ 

 

iii. Subscriptions Ą Period ¢ƘŜǎŜ ƻǇǘƛƻƴǎΣ ȅƻǳ Ŏŀƴ ŀŘŘ ȅƻǳǊ ƻǿƴ άǇŜǊƛƻŘέ ŀƴŘ ǎŜǘ 

ȅƻǳǊ άǇŜǊƛƻŘέ ŘŜŦŀǳƭǘΦ 
1. Adding a custom period 

a. 9ƴǘŜǊ ƛƴ ǘƘŜ άbŀƳŜ ƻŦ ǘƘŜ tŜǊƛƻŘέ ŀnd click Save. 
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2. Select your Default period. 

a. Use the Radio button under the Default column and select your time. When new subscriptions 

are added the default will be selected first. 

 
3. Configuring your Subscription Catalog items for Period 

a. Go to Services > /ƘƻƻǎŜ ȅƻǳǊ ƛǘŜƳΣ ŎƭƛŎƪ άŜŘƛǘέ 

b. You will see the time section. 

 
 

4. Configuring your line item for period in Step 3 of creating a proposal. 

a. Dƻ ¢ƻ tǊƻǇƻǎŀƭǎΣ άŜŘƛǘέ ȅƻǳǊ ǇǊƻǇƻǎŀƭ ŀƴŘ Ǝƻ ǘƻ {ǘŜǇ оΦ 

b. 9Řƛǘ ǘƘŜ ƭƛƴŜ ƛǘŜƳ ŀƴŘ ǳƴŘŜǊ ǘƘŜ άtǊƛŎŜ ŎƻƭǳƳƴέ ǘƘŜ ǎŜŎƻƴŘ ŦƛŜƭd is for time. 
























































































