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Approving Quotes in the Portal
What is covered in this quick reference guide?
e Using the Quotes Table Page 2
e Viewing a Quote Page 3
e Approving or Rejecting a Quote Page 3
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Using the Quotes Table

luation Services

Navigate to the Home dashboard by
Q clicking on the Home tab. The Quotes

table is at the bottom of the Home

dashboard. ) osrooan

[ cases

All Open Cases - Enter search term

By default the table will list your Quotes
¥ guotes awaiting approval. Use the Filter List
© Filter List field to filter the table by [ My Quotes Awaiting .. v ]lm
different categories including your
completed quotes and all your quotes. v My Quotes Awaiting Case Number | Case Subloct
Approval 00029276

Page 10f 1| 1 Records

My Completed Quotes ‘h“\l\

\Va
My Quotes All v

— Enter a search term into the Search
Search . .

' ¥ field to search by any cell in the table.

i [ Awaiting Approval € I :

My Quotes Awaiting ...

(R
\\ F
Quote Number v | Quote Status v | Case Number v | Case Subject
00000157 Awaiting Approval 00029276 [ -
Quote Status v ‘
Awaiting Approval
i Quofe Stat Sort by a column in the Quotes table
Cuctes uote status 1}\ e by hovering over a column’s header and
Search , clicking on the black arrow that
My Quotes All v Q_ Enter search term... appears .
Quote Number v | Quote Status 1 v | Case Number v | Case Subject ~
00000157 Awaiting Approval 00029276
00000118 Rejected 00016622

Page 1 of 1| 2 Records
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Viewing a Quote

In the Quotes table, click on the

Quote Received ... v | Expiration Date v ' dropdown arrow next to a quote.
20/03/2025 18/09/2025 :
v

18/12/2024 P

View Quote : _

1 e Select View Quote.
Approve/Reject Quote
View Quote & A window with details of the quote will

appear.

rrrrrrrrrrr

" " . @ Download the quote as a PDF by
Download == clicking Download.

\
y
\

Approving or Rejecting a Quote

In the Cases table, click on the

Quote Received ... v | Expiration Date v
® dropdown arrow next to a case.
: 20/03/2025 18/09/2025
v
18/12/2024 \ N
: v
e Select Approve/Reject Quote. View Quote

: Approve/Reject QuoteJ
Q Continued on the next page... ;«’
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Quote Number

Approve / Reject Quote
Quote Status
Case Number

Review the quote's details to ensure
W they are correct.

Case Subject
r

Case Subject

° If you are approving the quote:
Purchase Order Number @) 1234567 :
II Landgate Message Please let me know if you have any questions .
Purchase Order Number @ 1234567 You may provide or update the

\ ¥ Purchase Order Number.

\ :

y :
A, Upload Files
Or drop files

_ Upload any relevant attachments
&, Upload Files g # using the Upload Files button or
Or drop files ur py draggi.ng and dropping files
into the window.
Approve / Reject Quote
Message

° Add an optional message.

s

Approve i 0 Click Approve.

T~
|

|

|

|

|

T

>
W
fpprene ReeetQuae _ e If you are rejecting the quote:
Quote Reject Reason Or rop fles o
No longer required : )
. e Select a Quote Reject Reason.
\> :
anm;enequired -
m Q ek rejet
>

c Note: Approved and rejected quotes

will be moved to My Completed Quotes
in the Quotes table.
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