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Quote Approval Process 

 

This document provides instructions on how to submit quotes for approval and how to approve quotes.  

 

Submit Quote for Approval 

1. From the Quote queue, click the quote associate with the customer. 

  

2. Click on the drop down arrow and select Submit for Approval. 

 

Verify quote was sent to Approval Queue 

1. Click on the Related tab and navigate to the Approvals section. 

 

2. Verify quote went to the following approver groups: 

o Tammy, Eric, or Amy 

o Josh Williams 
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Approve Quotes (Approvers only) 

1. Click on the Related tab. 

 

2. Navigate to the Approval section. 

3. Click on the Approval # in the queue to open quote. 

 

4. Review quote. 

5. Click Approve at the top right. 

 

6. Click Approve again to approve the quote. 

 

For a videos of this process, click here and here. 

https://www.loom.com/share/c3be20fa7bc14912b77f7b5266cc1ed6
https://www.loom.com/share/5a168902885b4601a5f2ad648329998a

