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DISCLAIMER 
We update iQuote frequently. This user guide will be updated on an ongoing basis and may 
have slightly outdated content due to the frequency of software updates. Please review the most 
current version of this guide regularly and with care. 

TRADEMARKS 
All products detailed in this document are the property of Uptake and cannot be used or 
reproduced by any person or company without a purchased license agreement or having the 
written consent of Uptake. Any unauthorized reproduction of product and relating documents 
are subject to legal action; and is protected by Federal, Provincial and Local law. Any concerns 
as to the legality of reproduction should be directed to: Uptake 1 Robert Speck Pkwy, 
Mississauga, ON L4Z 2G5, Canada Suite 800. (905) 712-3840. 

CUSTOMIZATION 
This user guide will show you how to use the iQuote application with the assumption that your 
dealership has made the migration to CloudLink and your iQuote application has been set up in 
a standard configuration. However, it should be noted that depending on your dealership’s level 
of customization, or if your dealership hasn’t migrated to CloudLink yet, your screens may look 
slightly different than those shown here.  
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INTRODUCTION 
Welcome to iQuote. This user-friendly application allows you to produce a professional quality 
machine or attachment quote document for presentation to a customer. To access the 
application, log in to CloudLink with your Username and Password, then click the [ENTER] 
button under iQuote. You will be taken to the iQuote Home page. 
 

 

Overview 

Standard Packages 
iQuote is connected to the DBS price list for standard packages from CAT MAs or dealer-
specific ordering packages. This list is updated daily. Each package for each model is built 
starting with the standard MA arrangement and can be customized for the way it is sold at your 
dealership. 

Attachments 
Attachments are also connected to the DBS price list. When adding them to a standard 
package, there is a list of Mandatory attachments and Optional Attachments. 

CAT Claim Programs 
These are maintained in a table which contains all the details for these programs as listed in 
CSS. This table contains the program pricing, details as to its specific prerequisites for 
connection to a deal, and allows for multiple programs to be added. 
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Warranties 
These are maintained in a table which contains all of the different warranties available for the 
specific model, as well as the pricing for each. 

Trade-ins 
For the purposes of incorporating the value of the trade into the quote and, should the deal be 
approved, pushing the details of over-allowances, outstanding balances of existing financing, 
and payout details to the Sales Agreement document. 

Sales Agreement 
All of the details from the quote submitted to the customer transfer directly to a PDF or Microsoft 
Word document version of the company sales agreement that contains the legal details 
normally printed with and signed off on by the customer. 

Deal Workflow Facilitation 
Once the customer has agreed to purchase and the agreement details have been entered into 
iQuote, the status of the deal can be set to Won, Lost, or No Deal. Each has its own subsequent 
workflow to enter information required by the dealer process, i.e. Lost Sales detail, Competitive 
Price information, etc. that saves the sales rep from having to submit that information manually 
or repetitively. 

Navigation 

Navigation Bar 

 
The Navigation Bar is located at the top of the screen and includes quote workflow, standard 
packages, model lines, administration, and links. The Navigation Bar can be accessed from 
anywhere in iQuote. 

Quote Search Bar 
A search can be done for an existing quote based on Quote Number, Business Name, 
Customer Number, Serial Number, or Stock Number for both equipment and attachments. 

 

Print 
To print what is shown on the screen, click the print icon at the top right of the page. 
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Quote Search Filter 
The Quote Search Filter helps you filter the total list of all quotes down to just the quote(s) 
you’re looking for. Admins can search for a quote developed by anyone. The sales reps can 
only search for quotes assigned to or shared with them. 
 

 

Selecting a Model 
In the top Navigation Bar, hover over the product family you want to quote on and then click on 
the base model. This will bring up a page showing all new, rental, and used machines that are in 
inventory or on order for that specific base model. 
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Model Menu 

The Model Menu is available when you are working from a Product 
home page. 
 
A drop-down list allows you to drill down to a specific MA or standard 
package. Everything displayed in the model menu is specific to the 
model shown in the hierarchy.  
 
 
 
 
 
 
 
 
 
 

Model Config 
Users with Admin access to iQuote responsible for the model configurations will see the Model 
Config link at the bottom of the left menu on each model page. Clicking the link will display the 
following configurable items: 

• Model Admin: set highlighted model as default and general model info 
• Freight Admin: set the freight amounts from each branch 
• Extras Admin: select which extra and its cost to display on each quote by default 
• CAT MA’s Admin: modify the description for the MA to make it dealer specific 
• Model Description Admin: change the description of the standard features of the model  
• Component Description Admin: select which CAT price list items to hide or change the 

description; if updated, it will affect all quotes with In Progress status 
• Options & Bundles Admin: dealers can create bundles or specify options that can be 

added to the quote 
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These Admin pages are also available on Base Model, Family, and Area levels. This allows 
users to set up model information from a higher level. 

• Changes made on Base Model will apply to all Models of the Base Model. 
• Changes made on Family will apply to all Base Models and Models of the Family. 
• Changes made on Area will apply to all Families, Base Models, and Models of this Area.  
 

NOTE: The Base Machines, CAT MA’s, and DBS Configuration Admin pages will only be visible 
on Model level. 
 
Media Library  

The Media Library allows users to attach images or documents to the quote. You can attach an 
unlimited number of media files at the Area, Family, Base Model, and Model Levels. These 
media items will be added on the quote when the quote is created and listed under the 
Documents tab. 
 

NOTE: This functionality can also be used to store PDF, xls, PPT, .doc files as a reference 
library. 
 
Options & Bundles 
An Option is an item which users can add to a quote that would not be included in the base 
configuration. A Bundle is a group of options that the user can add.   
 
Add Bundle: 

1. Click the Add Bundles link. The Bundle window displays. 
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2. On the Settings, set up a Description and a target GP% user for the bundle item(s). 
3. The Components tab shows the available configurations for the quote and also the 

ability to add more or update/remove the existing configuration. Add/Edit the 
configurations as needed. 

EQUIPMENT RELATED TASKS 
Click the Equipment Related Tasks icon next to the stock number of a piece of equipment to 
perform the following tasks. 

Reservation Request 
Click [Request Reservation] to request a reservation for the machine selected on the 
inventory. Enter all required fields and then click [Send Request]. 
 
The email is sent to the users set up to receive the Reservation Request on the Admin module 
Manage Users for Reservation Request and also for the sales rep selected on the 
Reservation Request page. 

Work Orders 
Click [Work Orders] to view a list of all work orders related to the equipment from a segment or 
invoice view. 

Warranty 
Click [Warranty] to display a list of all warranties that were purchased for the equipment. 

Equipment Configuration 
Click [Equipment Configuration] to display a read-only view of the DBS configuration for the 
equipment including attachments attached to the serial number. 

Transaction Register 
Click [Transaction Register] to display a complete summary of all the transactions charged or 
credited to the serial number in DBS, including work orders. 
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CREATING A NEW QUOTE 
A quote can be started from a number of different places in the application: 

● The Add link in the left menu 
● Standard Packages 
● Standard Equipment 
● Inventory 
● On Order 
● Base Machine  
● Templates (My, users and shared) 
● From a previously created quote  

Quote Types 
There are two types of quotes: Budgetary and Opportunity.   
 
Budgetary quotes are “what-if” quotes when sales reps need an estimate that will never be 
presented to a customer and will not create an opportunity in SalesLink. If the sales rep wishes 
to convert a budgetary quote a customer quote, they can copy that budgetary quote to an 
opportunity quote type. This provides management with the visibility of the sale in the 
opportunity reports in SalesLink.  
 
NOTE: Sales agreements and quote documents cannot be created from a budgetary quote.   

Methods for Starting a Quote 

Add Link (Left menu) 
The [Add] button to the right of the Quotes line in the Left menu allows all of the machine-
related information to be carried directly to the quote to begin the customization process. 
 
Base Machines: 
 
Some quotes that are for custom machines not built off a price list or DCA configuration will 
begin from the base machine page. For example, a hydraulic excavator that is going to be used 
for a specific application that requires special boom, lines, and stick combinations. 
 
CAT MA’s: 
 
Beginning a quote from the MA menu allows the sales rep developing the quote to choose from 
a list of machines as they would be ordered from the factory if an inventory or on-order unit is 
not suitable for the customer’s purposes. 
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DBS Configurations: 
 
Some dealers use DBS Configurations instead of Standard Packages or quoting from Inventory 
or On-Order. If that process is in place at your dealership, these configurations will be visible on 
this page. 
 
Standard Packages (Left and Top menu): 
 
Click on the Standard Package link in the top navigation bar and then select Public View.  
Models in each subsequent category are listed across the top of the Models Menu. 

 
 
The list includes the model name as ordered from the factory, the name of the Standard 
Package for that model or the Caterpillar MA, the cost of the warranty, Retail Price, Factory 
Code, and a [Create Quote] button. 
 
Alternatively, you can view the Standard Packages from the model’s left menu. 
  

 
 
The Standard Package list will display with the Package Number, Package Name, Description, 
and System Default GP%. 
 
Inventory: 
 
Select the Inventory link in the left menu. A list of dealer inventory for the model being quoted 
will display. 
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Click the Equipment Related Tasks icon next to the Stock Number of the unit you want to quote, 
then select [New Quote] from the list.  

Previously Created Quote from the Quote List 
Click on the quote number from the Quote List. Click on the Common Tasks link, then select 
[Create Copy to New Quote]. 

Additional Documents 
In addition to the quote and Sales Agreement, the Documents section will also contain 
documents such as RPO, Warranty, CSA, Shop Get Ready Form, Rental Agreement, Quote 
Worksheet, Warranty Worksheet, Used Equipment Extended Coverage Program (available only 
for used machines), Rental Agreements, and CAT Delivery Service Record or DSR (available 
only for new machines).   
 
If there are any items in the Media Library relating to the equipment quoted, it will be added to 
this section and available on Quote Sending Email. You can change the description and also 
delete them from the quote revision if needed. 
  

 

Quote Worksheet  
This document was developed to allow dealers to save the Quote Worksheet in PDF format and 
contains the quote Configuration, Financial, and Payment Terms. Each revision has its own 
document and is displayed on the document list. The document can be viewed using the PDF 
icon on the configuration tab or emailed using the email icon. 
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COMMON TASKS 
Hover over the Common Tasks drop-down menu at the top right of the Quote Details page to 
display the following tasks:  

Quote Task 
Edit Quote Header: Edit the customer and opportunity information and assign a sales rep, or 
select a different stock number than the original quote. 
 
Share Quote: Allows the quote to be visible to other sales reps so that they can create a quote 
based on it, or they can assist in finishing the quote and save their changes. 
 
Delete Quote: Deletes the quote and all revisions. 
 
Lock Quote: Only available to Admin users; changes the quote so that it cannot be edited and 
removes any editing ability including changing the status and quote header.  
 
Set Quote to Public: Allows the quote to be viewed by all users. 
 
Reopen Quotes: Based on the user’s access level to iQuote (admin, power users, and sales 
reps), deals in No Deal and Lost status will be able to be changed back to Submitted or Open.  
This will also change the status and stage of the opportunity in SalesLink. 
 
Reopen Quotes in Won or Lost Status: 
In order to reopen a quote that has an opportunity stage of Lost or Won, you need to first 
reopen the quote that set the opportunity to Lost or Won and then reopen the No Deal quote. 
 
Reopen Quote in No Deal Status: 
With the possibility of multiple quotes on one opportunity, the stage of the opportunity could be 
different than the status of the quote. No Deal quotes can only be reopened if the opportunity 
linked to the quote has a stage of Development or No Deal. 
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Edit Quote Status 
Submitted: Select Submitted when the quote is presented to the customer. On the Submitted 
screen you have the option to add a completed activity that will appear on the sales rep’s 
calendar in SalesLink. 
 
NOTE: This process doesn’t create an activity follow-up. The follow-up will need to be created 
manually by the sales rep. 
 
Change to Won, Lost, or No Deal: 
Once the decision is made by the customer, change the status of the quote accordingly to one 
of the following: 

● Won – The quote was accepted by the customer. This will also create a new deal in 
COTI if your system is enabled. 

● Lost – The quote was not accepted by the customer and they chose to purchase from a 
competitor. The lost sale information will be visible in SalesLink. 

● No Deal – The quote was not accepted by the customer for reasons other than 
purchasing from a competitor. 

 
If the system is configured to collect competitive information, you will see the following 
information pre-populated from the quote’s information when the quote status is changed to 
Won, Lost, or No Deal: 

● Sales Rep (quote sales rep) 
● Transaction Date (current date) 
● County (from Sales Agreement) 
● Model (quote model) 
● Manufacturer (quote equipment makes) 
● Cust. Invoice w/o trade (quote configuration - Grand Total) 
● Serial # (equipment serial number) 
● Year of Manuf (equipment year manufacture) 

 
If the status is set to Won, the following fields should be pre-populated: 

● Sales Territory (region where the quote sales rep is assigned) 
● Country (customer country) 
● PIN County (from SA County) 
● State Tax (if there are taxes for the quote revision) 
● Status (Equipment Status) 
● Governmental (Quote set up) 
● Deal Sheet GP% (GP% of the quote revision) 
● Stock Number (Equipment Stock Number) 
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Current Revision Tasks 
Copy to New Quote: Creates a copy of the existing quote, assigns a new quote number and 
revision to it. 
 
Copy to New Revision: Copies all of the details of the original revision of the quote to a new 
tab, allowing for a modified version of the existing quote but leaving the details of the original in 
place. 
 
Send Email: See the Email Quote section for more information. 
 
Delete Revision: At times a sales rep may choose to run some “What-if” scenarios with a quote 
without having those changes saved with the quote. This feature allows for the deletion of this 
revision. 
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QUOTE SUMMARY PAGE 
When first creating a new quote the following screen will be displayed:   
 

 

Single or Multiple Opportunity Association  
If this is an Opportunity Quote, there is an option to create a new opportunity or relate the quote 
to an existing opportunity in SalesLink.   

• If this is a new opportunity, it will assign an opportunity number in SalesLink with the 
product details and estimated revenue for the customer.   

• If this is related to an existing opportunity, select the customer and the rep and the 
system will provide the open opportunities that can be assigned to the quote.   

• Click [Add] to associate with a single product opportunity. Click [Select] to replace a 
product. If replacing a Primary product, the information in the quote will be used to 
calculate the estimated revenue for the opportunity and replace the product information.   

 
See the SalesLink User Guide for more information on opportunities.   
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Quick Quote 
Clicking the [Quick Quote] button will open the quote editor and download the document as a 
Microsoft Word file to your computer automatically.  
 
Page 1 contains the model name and the standard layout for a quote introduction. 
 
Page 2 contains Standard Package features from the Caterpillar price list for this model, listed  

 by compartment.  
 

Page 3 contains Additional Components that are included over and above what is on the  
 Caterpillar price list.  
 

Page 4 contains the price, warranty, and any additional considerations as well as a closing 
paragraph that can be customized to suit each customer. 

Custom Quote 
Clicking the [Custom Quote] button will display a screen containing a series of tabs across the 
top. 
 

 
 
From this screen you can change the configuration or pricing, add payment term options for the 
customer to choose from, modify the way the quote will appear when sent to Microsoft Word or 
PDF, or go directly to the development of a Sales Agreement. 
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CUSTOMIZING THE CONFIGURATION 

Tabs 
Each quote has a workflow for Product Configuration, Payment Terms, Quote Editor, and 
Agreement Editor, each with its own options that allow a sales rep to develop the Quote and 
Sales Agreement for printing and submission to the customer. 
 

 
 
Clicking on the Quote link opens a Microsoft Word version of the quote containing all of the 
components that have been entered or selected to that point. Click on the two buttons to the 
right of the Agreement button and iQuote opens either a letter or legal-size PDF of the 
agreement. 
 
The Configuration tab is where Pricing, GP%, equipment consist, attachments, extra details 
specific to this quote or standard on every quote, claim programs, warranty options, trade-ins, or 
CSA are modified for the purposes of developing the price that will appear on the quote. Prior to 
changing the configuration, you must change the status of the configuration to In Progress. 
 

 
 
Once the configuration has been changed to In Progress, a Pencil icon will appear in every 
section of the page. To modify one of the sections, click on the Pencil icon. 

Change the Equipment Source 
If you need to change the equipment that is being quoted but the customer information can stay 
the same, click the Pencil icon beside the source field to choose a different piece of equipment 
from other sources.   
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Change the Overall Pricing, GP $ and % 
Click on the Pencil icon in the top right corner of the Package section. The General Information 
page will display. 
 

● Configuration Name: Created by the Quote Administrator when the package is created. 
You can modify it or the Description of the package, but neither will appear on the quote. 

● Shipping To: A list where the choice is made as to which branch this piece of 
equipment will be shipped to for the purposes of determining if there will be freight 
charges added to the price. 

● Target: A section where the choice will be made as to how the price that will be quoted 
to the customer is calculated.   

● Calculated Sell Price (the default): Allows the bottom line price and any additions or 
discounts applied in the remaining sections of the configuration to be calculated based 
on the model system default GP% (set by the package administrator), or if the model 
doesn’t exist it will be based on the model default GP% (also set by the iQuote 
administrator) and any additions or discounts applied in the remaining sections of the 
configuration. 

● GP%: Will override the model default and recalculate the price based on the selection. 
Subsequent change to the configuration in the lower sections will all be priced at this 
GP%. 

● Sell Price: Will not allow the bottom line price of the quote to change regardless of 
additions or discounts applied in the remaining sections of the configuration. For 
example, if the target sell price of the deal is set at $110,000, the Actual GP% changes 
to 19.2%. Any changes to the configuration to add or remove cost will leave the sell price 
at $110,000 but will move the GP% on the deal higher or lower as each change is made.   

Package Currency, FX Rate, and Credit Claim FX Rate 
These items apply to Canadian dealers only. 

Price List Increase Adjustment % 
This option is usually applied to a quote being delivered to a customer in the month preceding a 
change in CAT List price for machines that will not deliver until after the price list change has 
taken effect. If you wish to change this, click in the box next to System Defined and type a 
number, such 1.0, that will adjust the price by that percentage. 

Cat Discount % 
This number is set by the iQuote administrator and can be changed in the Model Config. 
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System Current or Non-Current  
This legend indicates on a line-by-line basis whether the feature or price is current as of the 
morning of the date the quote is prepared. This will also be the case when opening a quote that 
was created some months prior to the current date.   
 
Any change to override pricing on a feature or price is changed to show that item is User 
Defined, meaning it was overwritten by the person developing the quote. If any pricing is 
marked as Unconfirmed, it means a change was made on the CAT price list last night but the 
iQuote administrator has not approved its introduction to the package. Before using this price, 
always check with your Sales Coordinator.   

Capability to Override Zero from CAT Price List 
If the quote is from a Price List and the List value is $0, the user has the option to update this 
value by clicking the Pencil icon next to the CAT Consist.  
 
NOTE: This will only work this way if CAT Price list is $0. All other amounts coming from the 
Price List won’t be available for changing.  

Change the Consist Details 
Click on the Pencil icon at the far right of the Consist line to display the other consist options 
available on the CAT price list. If you make a selection by clicking in the check box to the right of 
the package you will be asked if you wish to use the Target GP% or one that you set.  
 
When completed, click [Add] and then click [Remove]. The choice will replace the consist 
package in the quote configuration. 
 
NOTE: This is not usually necessary as the package is always prepared by the iQuote 
Administrator and should only be used when developing a Custom Quote for a package not pre-
built prior to your quote. 
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Change the Cat Components (Attachments) 
Click on the Pencil icon at the far right of the Cat Components line to display the components 
that are included in the package. 
 

 
 
The list of attachments is sorted by Reference # and shows the description of the item, whether 
it is a Line Installed or Pin-on item, the weight, quantity, list price, target GP%, and a column to 
edit the details or remove the item from the package.  
 
NOTE: Removing an Item marked with an L or Line Item may be modifying the package in a 
way that cannot be ordered using MA pricing, so always consult with a Sales Coordinator before 
making this choice.   
 
To remove an item from the package: 

1. Click in the check box at the right side of the Item line. 
2. Click [Remove] at the top of the window. 

 
To add an item to the list: 

1. Scroll all the way down to the bottom of the window to the drop-down list. The default 
attachment type is mandatory.  

2. From the drop-down list on the right of the Attachment Type box, select Optional 
Attachments. The window will refresh and reappear. 

3. From the drop-down list at the far right of the Category line, select the category of the 
attachment that you’re looking for.  

4. Select a quantity, target GP% (if you wish to change it), and then click in the check box 
on the right side 

5. Click [Add Sel] at the top of the window. 
 
NOTE: Please review the requirements underneath the attachment to see if some other 
component such as a lines group or couplers is required as well. 
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Add an Inventory Attachment 
In the Configuration Details area there is a section for DBS Inventory Attachments, which allows 
users to add in stock attachments to any quote from Inventory, Price List, and DBS 
Configuration. 
 
Click on the Pencil icon at the far right of DBS Inventory Attachments. Here you can add 
attachments from inventory or add them manually. 
 

 
 
Click [Add Attachment]. iQuote will search the DBS inventory for attachments for the model of 
equipment that you are quoting. 
 
If the item you wish to add to the quote is displayed, select it by clicking the check box to the left 
of the cost. Click [Add Sel]. 
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Manually Add Consists as per DBS Components 
Click on the Pencil icon at the far right of CAT Components (Attachments). 
 

 
 
Selected Attachments are already a part of the configuration on the quote. You can edit each 
attachment to change the quantity, target GP%, or add notes.   
 
In the Available section, you can add items from a list of mandatory or optional attachments for 
the model being quoted from the current or previous price lists. If there is an attachment from 
another model you want to add, [Change Model] to search. 
 
NOTE: Pay close attention to the CANNOT BE USED WITH section of the attachment. iQuote 
does not prevent an attachment from being added. 

Adding Other Components 
There may be quotes where you want to add an item that is not on the CAT price list, such as a 
locally manufactured specialty item. To add that item, click on the Pencil icon at the far right of 
the Other Component line. 
 

 
 
Enter all information into the fields, then click the [Add] button. Enter as many components as 
needed. 
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Extras 
Extras are typically items entered by the iQuote Administrator that attach a cost to the deal, and 
are a preset for every package quoted on that model, i.e. PDI cost, manuals, etc.  
 
To add or remove items to the list, click on the Pencil icon at the top right corner of the Extras 
list. 
 

 
 
To remove an item, uncheck the box to the left of the item and then click the [Update] button.  
 
To add an item, click in the area below the Extra heading and type the description of the extra, 
then choose the currency it will be quoted in from the drop-down list under the Cost heading. 
Type in a dollar amount without dollar signs or commas. Set a Target GP% if necessary, then 
click [Save].  

Standard Jobs  
Some dealers use DBS Standard Jobs for processes like PDI or to ensure standardized quoting 
for the same process regardless of the branch providing the service. 
To add or remove items on the list, click on the Pencil icon at the top right of the Standard Jobs 
list. 
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DBS Costs 
When quoting new inventory equipment, iQuote can provide visibility to Transaction Register 
costs against this equipment. It can be configured to pull costs of certain transaction codes into 
quotes. 
 
To add or remove items on the list, click on the Pencil icon at the top right of the DBS Costs list. 
 

 

Add a Post-Sale Credit Claim  
Post-Sale credit claims are used to take advantage of model-specific or application-specific 
program funding from Caterpillar programs. There is a table in iQuote that has all of the CAT 
claim programs listed and the rules for the application of that program for each model.  
 
To add a Post-Sale Credit Claim, click on the Pencil icon to the right of the Post-Sale Credit 
Claim line. 
 

 
 
To apply the program to the deal, click on the button on the right side of the program that you 
want to use. 
 
For each item that you wish to add, select it by clicking on the arrow at the right and then enter 
either the % of list, % of net, or $ amount that you wish to apply from the AIM dollars available to 
the deal. If you do not enter a Target GP% on the line, the item will be marked up by the deal 
GP%. When all entries are completed, click the [Update] button. 
 
NOTE: Please refer to the finance program administrator at your dealership as the application of 
the inflow and outflow $ to the deal in iQuote may be configured differently for your dealership. 
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Add or Change a Warranty 
The iQuote Administrator will have attached the default new machine warranty to the package, 
but there is also a warranty table attached to iQuote that allows for optional warranties to be 
quoted to the customer.  
 
All the warranties for all models are shown from the quote base model. When selected, the 
description of the warranty is formatted as model - months/hours + coverage type. 
 

 

System Warranty 
The list of warranties was added manually on Model Administration application. If you want to 
add a System Warranty, select the warranty from this list and click [Add]. 

Uploaded Extended Warranty 
The list of warranties was imported from a CAT Excel file on the Model Administration 
application. To add an Extended Warranty from CAT, select the warranty amount from the 
Extended Warranty list and [Add]. 

Custom Warranty 
In order to win new business or enhance PINS, a dealer may choose to offer a custom warranty 
funded by the dealership instead of Caterpillar. This section allows the user to input a warranty 
for the quote. To add a Custom Warranty, enter the description of the warranty, the Cost 
Amount, and then click [Add]. 
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Add a CSA 
To add a CSA, click on the Pencil icon to the right of the CSA line. 
 

 
 
Enter a description, select a sell type from the drop-down list, then enter a dollar amount without 
dollar signs or commas in the box to the right. Click the [Add] button.  

Introduce a Trade-in to the Quote 
Trade-in are added to quotes to account for how the trade-in will affect the GP% on the deal, or 
in situations where the dealer chooses to pay more for a machine in trade than it is worth (over-
allowance) to win a deal. To add a trade-in to the quote, click on the Pencil icon to the right of 
the Trade-ins line. 
 

 
 
Enter all required information into the form fields. Once entered, the information will populate the 
quote and the Sales Agreement fields. Click the [Add] button.  

Options & Bundles 
Options & Bundles are a set of configurations that you can add but won’t affect the quote 
configuration.   
 
Difference between Options and Bundles: 
 

● Options: Can be added/removed from the quote individually. Only one list of Options 
will be available on the quote. 
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● Bundle: A group of options. You cannot add only one item from the bundle to the quote 
and you cannot delete only one item from a bundle after it’s been added to the quote.  

Add an Option 
Select the checkbox next to the option and click [Add to Quote]. The item(s) will be added to 
the configuration section of the quote. 
 
NOTE: Each option item can only be used once on the quote configuration.   

Remove an Option 
To remove an option from the quote, click the [Edit] button and then delete/change the option. 

Remove an Option from the Option List 
To remove an option from the option list, click the [Edit] button and then remove/change it. If 
the option is being used on the quote, it won’t be available to remove/change. 

Add a bundle on the Quote Configuration 
A bundle can only be added once on the quote, but you can create multiple bundles. Click [Add 
to Quote] to add the bundle to the quote.  

The bundle(s) will be added to the configuration section of the quote and the  icon will 
appear before the bundle description to indicate that it is an item from a bundle.  The number in 
brackets indicate the bundle number that was added. 
 
NOTE: Each bundle item can only be used once on the quote configuration.  

Remove/Change an Option from a Bundle List 
To remove/change an option from a bundle, click [Edit] and then remove/change it. If the 
bundle is being used on the quote configuration you can only change the Description and the 
GP%.  

Remove a Bundle from the Quote Configuration 
To remove a bundle from the quote, click [Remove from Quote]. You can also click the [Edit] 
button, select [Remove Bundle from Quote Configuration], then click [Update]. 
 
NOTE: A bundle item on the quote configuration won’t be available for removing/changing. 
 
The Configuration page is now complete. To mark it as complete scroll back up to the top of the 
page to the Configuration line and select Complete and go to Payment Terms. 
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ADDING PAYMENT TERMS 
5 different types of Payment Terms can be quoted to a customer: 

• Receipt of Invoice 
• Delivery 
• CSC (Conditional Sales Contract) 
• Lease 
• RPO (Rental with Purchase Option) 

 
There is no limit to the number of Payment Terms that can be added to a quote. Each type has 
its own specific information to be entered. 
 

 

Receipt of Invoice and Delivery 
There are options at the top that control how the price will be shown on the quote document. If 
you put a check mark next to either the Warranty or the Trade Allowance, then the prices will 
read as Included on the quote document. 
 
If you do not check them, they will be priced separately. Enter the Cash with Order without a 
dollar sign or commas. When completed, click New Term at the top to add another option, 
Quote Editor to change the quote, Agreement Editor to print a Sales Agreement without a 
quote, or Save Only to stay on the page. 
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CSC (Conditional Sales Contract) 
Select CSC from the drop-down menu, then enter the payment terms information into the 
required fields. 
 

 
 
When completed, click New Term at the top to add another option, Quote Editor to change the 
quote, Agreement Editor to print a Sales Agreement without a quote, or Save Only to stay on 
the page. 

Lease  
The procedure is exactly the same as listed for CSC above except there is an additional field for 
a Buyout Amount at the end of the lease. 

RPO (Rental with Purchase Option)  
Enter the Cash with Order (if any), Monthly Rate, Overtime Rate (if any), select a Minimum and 
Maximum Term for the agreement in the drop-down lists next to each. Select either Net 
Payment upon Receipt or Other for the payment terms. If you choose Other, enter the 
arrangement being quoted. RFP Program and comments are optional. 
 



 

IQUOTE USER GUIDE 

 

Copyright © 2019 Uptake Technologies, Inc.                         33 

When completed, click New Term at the top to add another option, Quote Editor to change the 
quote, Agreement Editor to print a Sales Agreement without a quote, or Save Only to stay on 
the page. 

VIEW THE QUOTE 
You have now completed the configuration and payment terms pages of the quote. At this point, 
you may decide to see the quote as it would look in Microsoft Word or PDF. At the far right side 
of the Workflow Tabs line is a Microsoft Word logo next a blue link that says Quote. Click the 
link and the quote will open with all of the information displayed as entered on the Configuration 
and Payment Terms tabs. 
 
A Microsoft Word document will open: 

● Page 1 contains the model name and the standard layout for a quote introduction. 

● Page 2 contains Standard Package features from the CAT price list for this model, listed 
by compartment.  

● Page 3 contains Additional Components that are included over and above what is on the 
CAT price list.  

● Page 4 contains the price, warranty, payment terms, trade-in details, CSA quotes and 
any additional considerations as well as a closing paragraph that can be customized to 
suit each customer. 
 

You can also save this document to your local computer. 

QUOTE EDITOR 
The Quote Editor is used to make changes to the quote that do not affect the price but rather 
the presentation of the quote. You can change the cover page appearance, control the display 
of standard features and components, and review and modify the text that accompanies the 
Warranty / CSA / Trade-in information selected on the Configuration tab. 
 
As each page is modified, it is important to move to the next page by clicking the [Save and Go] 
buttons at the top of the quote. Each of these selections will save the information changed on 
the page and update the Microsoft Word document connected to the quote. If you make 
changes and then click on one of the other pages, your changes will not be saved.  

Change the Cover Page / Footer Section 
The logo line allows you to choose None if you are printing on company letterhead, Black and 
White if you are printing on a blank page on a black and white printer, or Color if printing on a 
blank page on a color printer. Edit any other fields as necessary. 
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Add Picture on the Cover Letter 
This feature allows you to add a selected image on the quote document which will be displayed 
on the first page of the cover letter. There is no option to change the location or size of the 
image on the document. Image formats supported are .jpg, .bmp, .png, and .gif. 

Default Image on the Document  
Each model can have a pre-setup equipment image done through the Model Config – Model 
Admin page. When the quote is created this image is added on the quote document by default. 
You have the option to remove/change that image from the quote. This default image coming 
from Model Admin is not available for Used Machines quotes, but you will still have the option to 
add an image of the used equipment on the quote. 

Change Image on Quote 
If you have an actual image of the machine being quoted, you can attach the image to the 
quote. Click [Attach a file], upload your image, then click [Save]. 

Change the Standard Features Section 
The compartments of features are listed in the order in which they appear on the CAT price list 
and include all features. The order of the compartments can also be changed or turned off as 
needed. 
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To hide an individual compartment or list item from the quote, click the check box to the right of 
line. 
 
To promote or demote a compartment or list item, click on the upward pointing arrow next to the 
heading of the compartment or list item. 
 
To create a new Compartment, click on the [New Compartment] button and type the name of 
the Compartment. 
 
When completed, click on either the [Save and View Document] button or the [Save and Go 
to Components Section] button if you wish to move to the next tab. 

Change the Components Section 
The components view can be modified to allow the CAT reference numbers and the individual 
list prices of the components to be displayed. 
 

 
 
To add the Reference Numbers and/or List Price to the quote document, click the check box 
next to the column heading. 
 
To hide an individual component item from the quote, click the check box to the right of line.  
 
To promote or demote a component item, click the upward pointing arrow next to the heading of 
the compartment or list item. 
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When completed, click either the [Save and View Document] button or the [Save and Go to 
Price / CSA / Warranty / Trade-ins Section] button if you wish to move to the next tab. 

Change the Price / CSA / Warranty / Trade-ins Section 
The page allows for free-form additions to standard text entries set up as defaults for each 
section. 
 

   
 
Each section has a check box next to Included in the document that can be checked to hide 
the section from the quote.   
 
When completed, click the [Save and View Document] button. 

Agreement Editor 
The Agreement Editor is used to bring the details already entered when developing the quote 
into the workflow required to produce a Sales Agreement. Changes to the Settings and 
Customer Section allow for the additional entry of information not required in the quote but 
mandatory to produce the Agreement document. 
 
As each page is modified, it is important to move to the next page by clicking the [Save and Go] 
buttons at the top of the quote. Each of these selections will save the information changed on 
the page and update the PDF file connected to the agreement. The document can be viewed in 
either letter or legal format and contains a second page of legal terms and conditions associated 
with a sale or RPO (Rental with Purchase Option). 
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Change the Settings Page 

 
 
Make all necessary changes in the fields displayed on the Settings page. 
 
The Warranty section is filled in by the workflow of the quote, but the CSA detail needs to be 
entered prior to the agreement being produced. 
 
When completed, click on either the [Save and View Document] button or the [Save and Go 
to Customer Section] if you wish to move to the next tab. 

Change the Customer Info 

Customer Details Section 
At this point any change to customer information should be recorded. Click in any of the boxes 
that require changing and edit it. 
 
The Industry Code and Industry Group must be selected from the drop-down menus to support 
the reporting of the deal to CAT in the proper way. The Equipment Support Contact and Product 
Support Contact need to be entered where available. 
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Alternate Shipping Address Section 
This section will be filled out in situations where the shipping address is different than the 
address in the Customer Details Section above. If it is the same as the address above, click the 
[Same as Sold To] button.  

Other Customer Information Section 
This section will be specific to each dealer. Where State and Federal tax exemption numbers 
are required, and identifying who finances the Federal tax, they are entered here. 
 
When completed, click on either the [Save and View Document] button or the [Save and Go 
to Components Section] if you wish to move to the next tab. 

Change the Components Page 
If you are able to determine the Stock Number, Serial Number, Year, and Manufacturer, enter 
each of them in their respective fields. 
 

 
 
To add the Reference Numbers to the agreement document, click the check box next to the 
column heading. 
 
To hide an individual equipment item from the agreement, click the check box to the right of line.  
 
To promote or demote an equipment item, click the upward pointing arrow next to the heading 
of the list item. 
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When completed, click on either the [Save and View Document] button or the [Save and Go 
to Financials Section] if you wish to move to the next tab. 

Change the Financials Page 
Up to three additional entries can be added manually to the financials section, including items 
with $0 added to the cost of the deal, discounts to be extended to the customer, and additional 
cost items. Do not enter a dollar sign or comma in a field.  
 
Click [Save and View Document] to see the Legal or Letter size version of the Sales 
Agreement for printing and signatures. 
 
NOTE: The version of the Sales Agreement printed is specific to the dealer, so the document 
that you see may be different. 
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Email Documents 
Hover over the Common Tasks drop-down menu at the top right, then click [Send Email]. 
 

 
 
The documents displayed will be from the revision selected. Each document icon can be 
selected for review. You can select each box document from the quote to attach to the email.  
 
After the email is sent, you will have the option to change the status of the quote to Submitted.  
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LINKS 

Personalize – Quote Editor 
In the Links menu, select [Personalize – Quote Editor]. This allows users to personalize the 
cover page of every quote document they create. Making changes to this page will only affect 
the user. 
 

 
 
You can personalize the following information: 

● Introduction 
● Model Name 
● Closing Remarks 
● Quoter Name 

 
NOTE: If you want to use the special tag, don’t change its name. Otherwise iQuote won’t 
understand it and won’t use it. 
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ADMIN 

Credit Claims Program Admin 
In the Admin menu, select [Credit Claims Program Admin]. This page allows admins to set 
up credit claims. The claims can be created to apply to all or specific models for a certain period 
of time. 
   

   

Quote Links Admin 
In the Admin menu, select [Quote Links Admin]. This page controls the links in the Quote 
Links section of the Common Tasks menu in each quote. The URL could be the location of a file 
on an FTP server if the system is enabled to do so. 
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Manage Users 
In the Admin menu, select [Manage Users]. This page will give access for all users except 
Sales Reps.  
 

 
 
User levels: 
Admins:  

• View and edit all quotes 
• Reopen closed quotes (that are in Won, Lost or No Deal Status) 
• Add and edit standard packages  
• Able to access the Report – Outstanding, Credit Claims Program Admin, Quote Links 

Admin options in the Admin menu 
 
Power users: 

• View and edit all quotes 
 
Read only:  

• View all quotes 
 
The user admin checkbox will give the user access to this screen and allow them to manage 
users in iQuote. They will have the ability to add a new user or edit the user to change their 
access level or edit/add comments. 
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Manage Reservation Recipients 
In the Admin menu, select [Manage Reservation Recipients]. Users on this list will receive a 
copy of the email that is sent when a new reservation is requested. See the New Reservation 
section for more information. 
 

 

Manage Extras 
In the Admin menu, select [Manage Extras]. This page allows users to manage the default 
values of global extras. Even though a value is entered on the admin page, it can be overwritten 
in the Model Config section of each family and model. 
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Attachment FPC to Base Model Mapping 
In the Admin menu, select [Attachment FPC to Base Model Mapping]. This page allows the 
user to choose which base model attachment to use as a template when quoting any inventory 
attachment in that family.  
 

 
 
NOTE: If you choose to configure iQuote to work this way, Uptake Support staff must implement 
this change for you. Contact Uptake Support at support@uptake.com. 
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