AccuQuote – Contractor Version – Set Up Sheet
Step 1)  Branch needs to add Contractor/Job Account into AQ
· Tools/Customer Management/Addresses
· Under Contractor/Job box – click on “Add”
· Fill out account details (including ProNetwork and Contractor #)
· Contractor Number to be determined by branch

· Click on “Contractor/Job Preferences” button near the bottom of the pop-up 
· Set Product Preferences (Example: Energy Star, Screens, Color)

· Set Sell Pricing to the Contractor (Gross Margin or Mark-up, tax, etc.)

· Save, Ok, and Submit (must click “submit” for it to save on server)

Step 2)  Send Contractor Info to TSM
· Provide Contractor/Job Name and Contractor/Job Number as typed into AccuQuote 

· List of Names and Email address for all the contractor’s Employees who need access to AQ 

Step 3)  TSM will send Branch email with all information for BRANCH to send to contractor. Email will include … 
· AccuQuote Link to Download: www.Simonton.com/AccuQuote 

· Usernames and the First Time Password for all Contractor’s employees requesting access 

· Contractor Version Cheat Sheets 

Step 4)  Understand how to use the “Review” tab
· The “review” tab will be right next to the “Start” tab
· If branch has more than one contractor account, the default setting is set to “Show All”

· They can choose to select a specific contractor and just review their orders at one time

· Check it throughout the day to see orders that Contractors have sent to Branch
· Branch may want to have a couple people assigned to check this field

· Important for Contractor and Branch to review the “Attributes” tab prior to ordering units
· Click on “show discrepancies only” to see what is different from line-to-line and make corrections as needed

· Once the order is confirmed as ‘ready’ to order, the Branch will apply a PO (purchase order) to the order and click on the “Order” icon to send to Simonton
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