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Important Information

Please NoteTo maximize your training investment, the followiggidelines are recommended.

All trainees are to have a computer. Be sure aimg) lyour workbook, power supply and all externalels
(CD-ROM & floppy drive).

All computers are to have the Electronic Consultardt the Energy Analyzer (optional) software irethl
and unlocked (validated) prior to starting timell@onnie at (815) 452-2345 to validate.

Electronic Consultant CD-ROM should be in CD-ROMdr(usually, D:\, E:\, or F:\).
Please silence all cell phones, beepers, or otbrrpdive devices.

Please have computers plugged in and ready to bége pre-set starting time.

Look for Hints:
Throughout this workbook, you will find boxes like this with additional information or hints that
are informative and helpful.

System Requirements:
Windows® 98 or higher, NT, or XP operating systéME not recommended)
Pentium® 100 or higher processor.
64 megabytes of RAM.
CD-ROM or DVD drive.
Sound card.
High color monitor.
30 MB hard drive space available.

Recommended hardware for best performance:
Pentium® 300 or higher processor.
128 megabytes of memory or more.
1 GB or more of storage (hard drive).
Digital camera.
Portable printer.
External mouse

The information contained herein@®nfidential and Proprietary and is for the sole use of the Adtek
Software Company and its customers. Any other sisrictly forbidden without the written
permission of the Adtek Software Company.

Adtek Software Co.
P.O. Box 114

ADTEK

(815) 452-2345
SOFTWARE
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Quick Start Guide

Welcome To Adtek Software!

Thank you for your interest in our products. Tblofwing is a step-by-step guide to
help you get started.

Insert the disk in your CD ROM drive. It may statutomatically, if not, click on the
Start button and select Run; Locate your CD ROM/®&nd type in “setup.exe”
Example “E:\setup.exe”

The first screen you will see has five buttons;

Click on the Install Products button- > Install Products

The next screen allows you to select the softwerduyrt
you wish to install. If you want to Demo the Electic
Consultant you must install it first.

Click on the Electronic Consulta
Browse CD contents
Electronic Consultant

Print/View Manuals

View our website

The Administrator

Contact us

Appointment Scheduler

Follow the on-screen instructions.

Energy Analyzer You may be missing required files and your

computer may re-boot automatically, possibly

: more than once.
Install EQuipment Upgrades

It is recommended to use the default settings.

Easy Loads

Install GAMA Directory




Quick Start Guide

Once the software is successfully installed, S Sales Broposal Uemo Screen

the Demo screen will pop-up. Click on
the Run Demo button E&E@E@mu

Increase Accessory Sales.

N

You now may navigate through the program.

Increase High Efficiency Sales
Extended Warranties

After you have completed the demo and want OnSite Evalua = L7MBESR  Fine Tune Bids with Job Costing
to purchase the pI’OdUCt, Ca” Adtek and glve us Print Proposals-l'-withv eBum:ncIi:k I e Checkl-l(_:istfanSales People

. . urn YounNgales People into Professional Consultants
the number listed in the Red bax. 5 :

i i Flease L3 815-482-28¢5 o purchase s Soffware
We will give you an unlock number to and conver?¥Q Fult Version

type in the Green box.__ Registration #
Validation #

Click the Validate button to unlock the full system-r

Start up Procedure

After reviewing all the features and benefits of tle program and reading this manual, then it is timgo
start customizing the program for your company. Werecommend you start with your Company setup.

|. How to setup your company information.
A. General Informatiofp.11 to p.12)
B. Customizing the Standard Propogall3)
C. Entering your Markups and Margi(s14)
D. Entering Extended Warranty promotions and Ref{at15)
E. Set the default for the Financial Calculgimd.6)
F. Add your Company Information to the PurchasdedScreerp.17)

Il. How to add information to the databases.
A. Adding or changing Data Tags.22)
B. Adding Installation Itemp.23)
C. Adding Equipmen{p.24 - p.26)
D. Adding Kits(p.27 - p.29)
E. Adding Warranty and Rebate Informatig@n30 - p.31)

lll. How to setup your In-home Presentation.
A. Setting up the Customer Needs Sur¢@36 - p.37)
B. Setting up your Presentatigm38 - p.42)
C. Importing Digital Picture§p.18).
D. Loading the Movie and Sound Filgs43 - p.44)
E. Backing up your files and Exporting setup fitesanother computdp.11 to p.12)

IV. Making a Presentation.
A. Practice, Practice, Practice. Do role playing.

Ask your Distributor about Training Classes from Adtek.
6




|. Understanding Computer Basics.
File Structure

File Structure Computer vs. Filing Cabinet
Computer = File Cabinet

Hard Drive (C:\) = File Drawer

Folders (C:\ Adtek) = Folders

Files (logol.bmp) = Information

File Structure (Path)

My Computer
C:\
Program Files Look-In Dialog Box (Windows 98)
Adtek DR -
Brarédales Laaok in: gl

Arkanzas.jpg

bm p, aVl . bread_n_butter.jpg
Select the file

How to locate a file

When trying to locate a file to import, follow the Roues [_Qeen |
steps in this examplgmporting a cover picture) Floe@ibpe. [P Fies (o) =] ceon |

™ Open as read-anly

1. Selecfile from the menu bar.

2. Selecimport Cover File
3. Click theLocate Picturebutton.
4. TheLook Inscreen will pop-up. Look-In Screen with drop down menu
5. Click the down arrow by the dialog boX. P s—— o=
6. From this list you may select the location where Look in: | 25 3% Floppy (4] -l & & ci
the desired information is storéekample; E%’Mtymt
3 1/2 Floppy (A:)) »‘5‘ J=,
7. Highlight the desired file and click open. gg;luzs_m[m
8. Viewand_Saveif desired. %;ﬁ:ﬁl‘gﬁmj :
_:| AdobeCapture
fopemel 3 = |
AQTEK File: of by .Jl.D.ﬂlLr?S |S||el:[ViLC-e|I§H. o ﬁ Cancel |
[~ Open as rsad-orly

4
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|. Understanding Computer Basics.
Glossary of Terms

Bit
Binary Digit
Megabit = 1 million bits.
Gigabit = 1 billion bits.
CD-ROM drive

Compact Disk— Read Only Memory.

Default settings:
A particular value for a variable that is assigaetbmatically by the operating system and remanregfect unless
canceled or overridden by the operator.

Defrag (Disk Defragmenter)
A process that will rearrange files and unused ajgacyour hard drive so the programs will run faste

DVD drive:
Digital Video Disk Drive.

Embed
To cause to be an integral part of a surroundihglev (example: to embed a picture or logo interaplate)

Floppy Drive
A removable information storage device, usually(#jedrive with storage capacity of 1.44MB.

File extensionsFormat (examples)

*avi = audio video interleave = This is wherauywill locate the movies and sound files.

*bmp = bitmap = Pictures

*jpeg = joint photographic experts group = Digppécture

*.mpeg = moving photographic experts group = Mowiligjtal picture

* rtf = rich text format = File extension formased by some word processors, i.e. word.
*ppt = power point = Power Point file (readvarite)

*pps = power point show = Power Point Show (realy)

Hard Drive:

A permanently fixed information storage device,teamng a magnetic disk, usuall¢{ D:, or F:). Hard disks
generally offer more storage and quicker accedata than floppy disks do.

Infra-red Port:
Allows for cable-less connections to external des(example; portable printer)

Link
To go to another file or program to use the comstefnthat file or program, but not make it a peramtrmpart of the host
file or program.

Path:
The necessary steps taken to find a file.

RAM:
Random Access Memory.

USB Port:
Universal Serial Bus.




|. Understanding Computer Basics.
Glossary of Terms, Settings and Version Number

Wildcard character:
* (example; *.* means any filename with any fibeension).

Windows® 95 or 98:
Operating systems.

ZIP Drive:
A removable compressed information storage deviseally the(d) drive with storage capacity of 100MB or 250MB.

Settings:
Path for setting-up your computer monitor (screen).

Example is for Windows 98. Your system may differ.
Click Start;

Settings
Control Panel
Display;
Settings select your highest colaexample True Color 32 bit, or Best Color 16 bit

Continue on by clicking;

Advanced
General;
In tBesplay box, you will see Font Size; Sel&ehall Font.
OK.
Software and Database Version Numbers: About Screen
Click “Help” on the tool bar; then “About”. This
screen will popup. im| About Electronic Consultant

3 Electronic Consultant

The Software version number is located here. I

Software Yerzion 4.13
— [ atabaze Version 3.00

Adtek Software Co.

Electronic Consultant
Copyright 2000 Adtek Software Co.

The Database version number is located hete

Call 815.452.2345 for Technical Support

Swyztem Info..




Notes:
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[I. How to set up your system.
“Company Information”

Company Setup Tab
Complete the Company Information Form.

Company
Enter your general company information.

Contact
Is used for your company'’s internal use only.

Misc. Settings
Default Salesperson
The name of the Salesperson giving the prese}t’a

Default Proposal #
You can assign a starting proposal number (numg

only) and the E/C will automatically increase that /

number or the last proposal number used, by o

Company Setup Screen

= Company Setup Screen

e conpeny~ tep- Bt § E R BT B © B L EIE

vvvvvvvvvv

I
Company }ABC Heating & Air Conditioning
Contact ‘Johr\ Srith
Address ‘454 N Main St

Company Setup Print Setup I ‘Warranty/Rebates

City [Bomngion
State “” Customize Screen Logos
Phone [fi5452-135
Fox fEREEE
Misc Settings

Icon Paths

Default Sales Person  [/ackJones

- - Default Proposal Number 6021864
D
™ rlqv Use default Proposal Number

¥ Hide Costs on Surmmary Screen

Update Information

W Enable Quantities on Proposal Screen
—— ] |

digit, each time you start a new proposal.

Default Proposal Number B

Check this box if you want the software to add the

proposal number to the Customer Information
form. If you leave it unchecked, you must ad
a proposal number each time you start a ne
proposal.

Hide Cost on “Summary Screen” B
Check this box if you do not want the customer
to see any cost on the preview screen.

Enable Quantities on “Proposal Screen” B
Check this box if you want to be able to add
guantities to items on the proposal.

Notes:

Customize Screen Logo

Splash Screen

The “Splash Screen” is the first screen you will
see when you start the program. You may add
a .Jpg or .bmp of your choice. As an example,
you may insert a picture of your company, the
brand you sell or your employees.

1. Click the button labeled “Splash Screen”

2. The Look-in Dialog Box will pop-up.

3. Locate the desired file.

4. Click insert.

5. Follow the above instructions for the buttons

listed below.

Proposal Screen
You may insert a logo to appear on the proposal.

Dealer Logo
You may insert your Company logo on the proposal.

ADTEK

SOFTWARE

1

Mfg. Logo
You may insert the Manufacturer’s logo on the
proposal.

1



II. How to set up your system.
“Company Information”

Company Information Tab (continued) Company Setup Screen

Customize Icon Path Y oy LT o e

sssss |

Update I nformat| on C-I Button Company Setup 18 Prirt Setup Y R arkps li Warranty/Rebates
This feature allows you to access another software <y ket i

Contadty/ohn Smith

program. Address [E™an ot

Customize Screen Logos

When you click on the C-1 button the “Set Zip 1358
Program Path” Look-in Dialog Box will pop-up. M
Email behesicon
Locate the desired file and click insert. B
Default Sales Person  Jack Jones IconIIF:’alhs
You will be able to access that program by Default Proposal Number  [SG215¢ et
. . ¥ Use default Proposal Number
clicking on the C-I button located on the tool bar. \ ¥ ok Cost on SummarySeen
¥ Enable Quantities on Proposal Sereen Update Information
Update | nformation C-11 Button \

Same feature as above.

Look-in Dialog Box (XP version)

Hln t Set Program Path

After you have completed entering & o < - @momE
all the setup information and clicked e ——

the “Update Information” button, M;-J;nt %iﬂiﬁlfﬁe I systsinssieee

then exit the program and re-enter to Documerks (5 5 mmary 10,50

view all the changes. e -

Desktop '_lj Summary 1b.sse
-_,g Summary 2,558
{Q Surveys.sse

H "j |2 system 1a rebates.sse
Class Exercise My Documts | 315721 12 et
. . . . < @ System Za rebates.sse
1. Fill in your Company’s general information ol Bsmenzese
My Computer
2. Type your name in the “Default Salesperson” Q) e | £ Toon ]
bOX . Myp[r;txmk Files of type: |ngram Files [*.exe.") L] Cancel

I Open as read-only

3. Determine if you are going to use the “Default
Proposal Number”. If so, add the starting Notes:
number.

4. Click the update information button.

5. Insert a new picture into the “Splash Screen”

ADTEK

SOFTWARE
12



II. How to set up your system.
“Setting Up The Standard Proposal”

Print Se_tup . . . Print Setup Screen
Determine what information you want to print on
the bottom of your proposal. Pt o Sy i a6 I B I
Company Setup Il Print Setup’ i Markups I “Warranty/Rebates
Proposal Options
P ro p osal G u arantee1 . All material listed above is guaranteed asZpepcme;GAH wor:< will be completed in a professional
E nte r‘ yO u r‘ CO m pan y S g u arante e po I I Cy. Ssggsgﬁggieglzgfg from above specifications involving extra costs will be executed only upon
Proposal Acceptance Policy e
Enter the terms and conditions regulating propos| et e s s sl s pupned o e
I~ Show Company Logo
acceptance. e
Proposal Heading Customized Proposal i Ehole S\Sr\ature‘ L\r\ecg
. Company Benefits W Display Decirnals in Currency
P rO Dosal He ad I n g . ﬁlvbigrmomm Esﬁ;ﬁa“eosfyi?;:ncghiifm eBny‘Tramed Technicians
Enter any title you would like to show on the top | { ...
of the proposajexample: Spring Special)lhis
is optional and may be left blank.

Days Accepted
Enter the number of days the Customer has to Notes:

accept the proposal.

Print control boxes

Check the boxes you want the software to defaul
to. Itis recommended to use preprinted letterhee

If you decide to use preprinted letterhead, then th
logo boxes must be unchecked. Also, check the
Show Signature Lines if applicable.

Company Benefits

List the items that are included in every
installation. If you include something that your

competition does not, then be sure to list it.
Class Exercise

Hint: _ 1. Change the “Days Accepted” to 29.
Use pre-printed letterhead to save

printer ink and printing time. 2. Set up the following boxes:

Uncheck the Use preprinted letterhdmck.
Uncheck the Use company logox

Note: _ Check the rest of the boxes.
See the reportwriter Manual to

design custom proposals.

3. Add “Prompt Service” to Company Benefits.

4. Change the Proposal Header to read:

/ AQTEK “Spring Special”.

SOFTWARE 5. Click the update information button.

13



II. How to set up your system.
“Determining Your Markup”

Markups and Margins

Markup Setup Screen

Determine what gross margin of profit you want

to have at the end of the year. You should
monitor it regularly and adjust your gross
margin as needed.

When you type in a gross margin, the multiplier
will change automatically and visa-versa.

Material Markup
Enter the material markup or margin for
each dollar level.

Warranty Markup
Enter the desired markup or margin for
extended warranties.

Labor Markup
Enter the desired markup or margin. This will

be applied globally.

You may enter up to three different labor rates
to specific items.

Example:

Labor Unit 1 might be your top technician.
Labor Unit 2 might be an assistant or helper.
Labor Unit 3 might be a parts runner.

It is easy to update your labor margin because
you only allocate labor units to specific
equipment, so all you have to do is update

the labor unit rate from this screen.

Hint:

This systemwill allow you to allocate
overhead at a different rate for
material and labor (example; your
accounting department may determine that lab
is 80% of your overhead and material is 20%).

ADTEK

SOFTWARE
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File Customer~ Presentation~ Loads= Print~ Reports~ Company~ Hep~ Ext 5 @ P @ T B
Company Setup T Fiint Setup T Markups Warranty/Rebates
Mu le Gross Margm
(Enter 25140, ets)  (Enter 3535, ete)
M aterial Markup $0.00 to $25.00 lzi 50.00
Material Markup $25.01 ta $75.00 |2 50,00
Material Markup $75.01 to $150.00 |2 50,00
M aterial Markup $150.01 to $250.00 |2 50.00
Material Markup $251.01 and up ’27 [soon
\Warranty Markup B0.00
Labor Markup ,— W
Labor Unit 1 Rate | $50.00 (Enter Hourly Rate)

Labor Urit 2 Rate: ’W
Labor Unit 3 Rate ,W
Material Tax Rate ,W

Labor Tax Rate ,W

[~ Caleulate Sales Tax Before Markups

(Enter Hourly Rate)
(Enter Hourly Rate)
(Enter as D825, eto)

(Enter as 0525, etc)

Edit Discount Codes

— -

Edit Discount Codes/

To edit customized discounts click on the yellow
Edit Discount Codes button and follow the
instructions on the next page.

Material Sales Tax Rate

Enter the total sales tax rate for your area, ifeno
than one, add them togethes.1/4% would be
entered as .0625)

Labor Sales Tax Rate

If labor is taxed in your area, then enter the rate
here.

Determine if you want to calculate sales tax before
or after markup. Be sure to Update Information.

Note:

The sales tax is computed after the
markup is applied in versions 3.05 or
less and is optional in version 3.06+.

> ow

Class Exercise

Enter material markup for 0 to $25 @ 50%
gross margin.

Enter material markup for $251 and up @ a
1.40 multiplier.

Enter labor markup @ 60% gross margin.

. Click the update information button.



II. How to set up your system.
“Customize Discounts” and “Warranties & Rebates”

Customize Discounts Customized Discounts Setup Screen
This screen allows you to setup special discounatswill
not show on the proposal. The discount amountheill

=, Customize Discounts

deducted from the total sale before tax and thgitaxy, |- Discount Code Name [&
will be calculated on the discounted amount Discount
1. Type in the Discount Code Na Total Material [T T3
2. Use the down arrows to determine the discount | » TotalWarmanty [1 [
multiplier (for a 10% discount enter .90)—.-""'"/ Total Labor [1 ]
Ly Label Name |Zone / Sat az Default

‘Wwhananty Dige | Labor Disc

0490 0.90 0490
0.85 0.es

3. Click the Add/Update button

4. Enter a Label Name, this will appe:h/
on the Customer Information Screen.

5. Click the Set as Default button. The new label
and any line that is highlighted will be the new
default. You will be prompted to close and ﬁ/

ct.

re-open the program for the changes to take e

Add/Update _H Cloze

Warranty & Rebates Warranty & Rebates Setup Screen
This screen allows you to set the start and end e
dates of extended warranty promotions and rebat@g: e r e e - § EPATE L8 EER

Company Setup 1! Print Setup T Markups Il Warranty/Rebates
Extended Warranties Extended Warranties Rebales
When your supplier announces that a promotion —— Retete st et [FESIEETTTTT
is in effect, you should enter the start and end Fromton Erapte [12E02000 Recats ena Oate [TONGT999
dates of that promotion. = Prmoton Muter [050 " Rebste atpler [050

- Enter 0.60 for 50% cost share **~ Enter 0.50 for 502 cost share
Enter 1.00 for no cost share Enter 1.00 for no cost share

Promotion Multiplier
Enter the cost share percentégeample; if 50%
cost share, then enter .50)

The promotion multiplier is reciprocal of the cost
share percentage. Together they equal 1
(Example; if the manufacturer will share 40% e
of the cost; then the promotion multiplier would —
be 60% or .60).

Hint.
Rebates You may right click on any date field
Rebates are entered the same as extended and a calendar will popup.
warranties.
Note: Warranties and Rebate must be selected in

Remember:

the Data Tab to enable this function. After you have completed entering all

the setup information and clicked the
“Update Information” button, then exit

ABTEK the program and re-enter to view all
the changes.

SOFTWARE
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II. How to set up your system.
“The Payment Calculator”

Finance Options

At this screen you should set the default settings
for your area. When you start the program these
settings will automatically come up, but may be
changed at will.

Rate
Percent of interest currently being offered.

# of Payments
Number of payments for the duration of the loan.

Import System Cost
Check which system costs you would like
to have imported into the amount field.

Terms

Standard

90 days same as cash

180 days same as cash

360 days same as cash
If the amount is not paid within the selected term:
then interest will accrue from the first day of the
note.

Payment Calculator Screen

EEX

& Payment Calculator,

Payment Calculator

FPayment EEE
Rate W
# of Fayments ’48—@
Arnount ’U—EI

Import Syetem Costs

@ System|Cost O System |l Cost  © System lll Cost

Terms
f+ Standard 180 Days Same as Cash

" 90 Days Same as Cash O 360 Days Same as Cash

Custormer Down FPayment [akii]

[~ Use Percentage for Monthly Payments 0o

v Show Financing Payments on Proposals

Save az Default _I Calculate Payments

Notes:

Down Payment

If the customer gives a down payment, you shoul
enter it here. The down payment will show on the

proposal.

Other options
Check the options you wish to use.

O Use percentage for monthly payment.
If your finance company uses a percentage to
determine the payment, enter the percentage
here.

-

O Show monthly payments on proposal

Hint:

payment options to the customer.

Use this screen to show different 4.

Class Exercise

. Set the interest rate at 20%.
. Set the number of payments at thirty-six.

. Set the terms at 90 days same as cash.

Set the Amount to $5,000.

. Set the Customer down payment to zero.

6. Click the “Calculate Payment” button.

YADTEK

SOFTWARE
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[l. How to set up your system.

“Purchase

Orders”

Purchase Orders
At this screen you should set the default settings

Shipping Information Screen

for your distributor and your company. When you
start the program these settings will automatically
come up, but may be changed at will.

Buttons
Green “Set As Default”Click to set the
information on the screen as default.

Brown “Preview” Click to preview how the
information will look when printed.

Yellow “Print”: Click to print.

ase Order - Shipping Intormation
- Distibuwtor
Company [ABC Distibuting
Contact Him Jones
m 123N Main
City pearia state fEincis
zipfeiss Fax [Bi5672:1000
Phone [15673-1284 Email c.com
Ship To:

Company Aome Conacing

. Hahn Jacobs

Contact

Address {158 5 Adams St
City
Zip

y Poran State [Enois
ip B1111 Fax [315-671-1224
Phone B15-471-4578 Email th@»mm
i Date Via FOB Paint Terms
FA Wf Bast Way [Yous Truck net 10 days
Sasoea| e | e | [ oo |

Light Blue “Close” click to close this screen.

Using the Purchase Order

Select a System, Click the Refresh button,
Highlight the labor and click Delete. This
procedure will remove any unwanted items
from the P.O.

Click the Add button and high-light the blank
line that was added. Now you may add new
items to the P.O.

The Preview/Print and Close buttons are the same
as above.

Class Exercise
. Select the Purchase Order Screen.
. Select System |, II, or IlI.
. Enter a Purchase Order Number.

Purchase Order Screen

Purchase Order

System |
@ System | © System Il © System Il ¥ Include Material Cost

P.O.Date  (12/28/2000 P.O.#

Partit Description Cost
36 x 36 pad (1) Outdoor Unit Pad 36
3/8x 7/8 35t (1) Copper Insulated Lineset 69
Double Pipe 2in Up to 30ft (1) Flue Venting 80
10/3-50 ft Copper with subfe (1) Outdoor Unit wiring 65

200BPNMS (1) Square D 200 Amp Breaker Panel/New Meter Sock 1400
Standard Supply Plenum (1) Supply Air Plenum 55
20x 20 (1) Air Handler Return Air Cabinet 80

Notes:

. Check the Include Material Cost box.

. Click on the Refresh.
. Add 20’ of 2" PVC pipe; now select and delete a

o Ok WN P

row

ADTEK

SOFTWARE
17




II. How to set up your system.
“Importing Digital Pictures” and “Price Files”

Importing The Proposal Cover

The easiest way to personalize the homeowner’s pro-
posal is to take a picture of their home uponvatri If
you use a camera that accepts a 3 1/2” floppyttisk
procedure is very efficient.

The steps for importing files is similar throughdl
software. From th€&ile drop down menu, selekthport
Cover File

Locate Picture

Click the yellow buttorLocate Picture. A box will
pop-up and askook in,if you are using a 3 1/2” floppy
disk, then look-in yourd) drive. Open the folders or
files that contains your picture.

Go to page seven (7) if additional help is needed.

View Picture
The picture will be displayed, if correct, continue

Re-name file
You may type in a new file name if you wish.

Save Picture
Click the green buttoBave Picture. When imported,
a box will say imported successfully.

Importing Proposal Cover File Screen

= [mport Digital Files

Import Digital Files
Proposal Cover File

Current File Name

MNew File Name

cover
Locate Picture
Cave Pl 1

™ Do Not Print Cover Picture

Printing Cover Picture
Un-check thé®o Not Print Cover Picture box to
Print a cover picture.

Close
Click the red buttorClose to exit this screen.

Importing Price Update File Screen

& Update Database

Select Location of Update File

Click on Desired Update Button to open Import Bos
Select location of Update file.

Click on Open .

Click an Close. Files will now be updated

Frint Price Catalog to verify all updates.

m AW

. When Updating Equipment. be sure to update prices.

Location of Update File:

’ Import Distributor Price Updates ]

[

ADTEK
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Updating Price Files
Your distributor may supply you with a 3 1/2” flopp
disk containing your current cost on the itemsditss

Open Update Box

Click the yellow buttoimport Distributor Price
Updates. A box will pop-up and askook in,go to
the location of your update fil@sually A:\)

Open File
Highlight the Updatel.mdb file and click tb@en

button on the pop-up screen. When you open tleis fi
your prices will automatically be updated.

Close
Click the red buttorClose to exit this screen.

Verify
Print a catalog and verify the prices have beeratgui

Updating Equipment
Be sure to update pricing when updating equipment.




II. How to set up your system.
“Setting Up Multiple Computers, Exporting, Backup”

Exporting Setup Files

If you decide to install the software on more than
one computer, this step will save you time. Be
sure the Electronic Consultant Software is insthlle
and unlocked on all computers you wish to import
to, before proceeding.

Setup your system completely on one computer;
then send to a floppy disk. Usually ydar) drive.

The procedure for exporting files is as follows:
Company Setup Files

Check theCompany Setup Files box (se
one disk for each checked box).

Send To
Click the down arrow and select the drive you
wish to export tqusually a:)

Backup
Click the green buttoBackup to begin the

backup process. When the process is finished
a pop-up box will say Backup completed.

Close
Click the red buttorexit to close
this screen.

Hint:

Use this procedure to backup your
Ffiles for storage. Regular backups
are recommended.

Transferring Proposals

1. Click the yellow button to select proposals
you wish to transfer. A pop-up screen will
list all your proposal.

Highlight the proposals you wish to expdrt.
Click the greeiiexport button to copy:

4. When completed a “Proposal Transferred”
box will popup.

ADTEK
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Backup/Export Screen

. Backup Files

Files To Backup/Export

[ Propozal Filez
[ Equipment and Acceszomn Pricing Files

[~ “wlaranty Files

Send To

| &3 o [262944-000] |

[
=3 Documents and Settings
S Raymond E. Kely

@ Desklop

Transfer Selected Propozal Files |

. Transfer Proposals =13

Select desired Proposals to transfer then press Export
Sort By
" Customer Name " Date * Proposal " Sales Consultant

MName Date Froposali Sales Consultant

test Yransfer, 107/18/2002 100134 sam smith
06/26/2002 100191 Jack Jones

John Adams 1219/2001 100130 Jack Jones

Sam Smith 1071042001 100181

Electronic Consultant El

Proposals Transferred




II. How to set up your system.
“Setting Up Multiple Computers, Importing”

Restoring Setup Files Import/Restore Screen
Insert the floppy disk into your floppy drive. A —TETx]
The procedure for Restoring files is as follows. Files To Import/Restore
Company Setup Files [~ Company Setup Files

Check the appropriate files box. I Proposal Fles

Im[gort From [~ Equipment and Accessan Pricing Files
Click the down arrow and select the drive you ™ Wananty Files

wish to import from(usually a:) Imoort E
mport From

Restore EE =l
Click the green buttoRestore to begin the =0

process. When the process is finished a pop-up CWINDOWS

box will say Restore completed. ‘Deskiop

£ Electranic S alezman

Close
Click the red buttorExit to close this screen.

Importing Proposals from the Transfer File
1. Click on “File”.

i Open P I
2. From the drop down menu select “Open o EOX
Proposals”. Locate By

. “ T " Propozalt " Cugtomer Mame " Sales Consultant
3. Click on the “Import From Transfer File butt@& -
4. The Open Proposal Screen will po osa Hame -

100 Fanch over Crawl Space

5' nghllght the proposals you WISh to Impo " :Ilgg:llgg ?;E?Qts;eéoalz:iaarrgjerBasement and Crawlzpace

. 200111 zfer test
6. Click the “Import button, TransPenigs!
7.

Class Exercise
1. Click on Company Setup Files.
2. Locate youfa:) drive.
3. Click on backup.
4. Close.
. Proposalt Sales Const

5. Now Restore the file. Transter test 08/07/2002 200112 Jack Srith
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lll. How to set up your Databases.
“Data Tags”

Data Tags

Tag is the term used to label or describe what is i

the database.

Description/Tags Screen

comery- ek~ B E P AT D CRBEEE

Customize Manual Data Screen

A database may be setup for each line A thru N
in the light blue column. Each line may be
customized, you select a name of your choice
(description/tagland on page twenty-two (22) we
will show you how to add data to that database.

Graphical Data Screen
The Graphical Data column on the right hand side

Description/Tags 1

Installation Data il

Equipment Data T

Customize Manual Data Screen

Description/Tag

Graphical Data
Description/Tag

cannot be changed. There is an existing database-
for each of the tags listed, but you may add items
to these databases.

A e [W
B. ’Lmegel— W
c. [Condenssebmn [Eeoea
D. [Accessores [ElecticalService
E. [hemostat [Fiue
F. ]Pad— [easune_—
6. [Electica [L‘abm—
H. ]Labor— [UneseT—
Lo By Pad
g [Rewm [Retum
K [Watertiester Bopy
M. ]Mml— [W
N M2 Borng
Notes:

Update RecordWhenever you make a change yo
must click theUpdate Record button to save it.

Build Kits

Click this button to bring up the build kits screen
details on page Twenty-six (26).

Class Exercise

1. Select NMisc. 1and change the description to

Boilers.

Update Record.
Go to the Proposal Screen.

4. Click on Add Manual Mat/Labor to see

the results.

JADTEK
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lIl. How to set up

“Adding Items To The Database”

your Databases.

Installation Data
This screen allows you to add items to whichever

| Data Entry

database you select, even if you entered a New tag s s w: s m- o

Installation Data Screen

- S CPRATHOEREEE

Description/Tags Il Data il Equipment Data [ Warranty/Rebates

in the A thru N boxes on the Job Screen (tag is
the term used to label or describe what is in the
database). Follow the steps listed below to add
items to any database.

Installation Data Screen

Step 1:Select a database tag or type the new Name oescription iz e s

into the Tag field if you entered a new tag in the
Description/Tag Screen.

Step 2:Enter the Material and/or Labor cost if
applicable. The selling price will be calculated b

Enter Data Into Job Database for Pricing

ATl A Cieanerd
Material Cost [200
Labor Cost ’0— Labor Hours 1[0.00
Selling Price ’07

Mfg. }Apr\la\re

Labor Hours 2 000 (&

Labor Hours 3 [000 3

Part# [2250

Click on desired record from grid below.

Part# Description Material Net

Labor Net

High Efficiency Air Cleaner

the software. If you want to see what the selling
price will be, then click “View Selling Price”.

Step 3:Enter the manufacturer (optional), a unique

part number, and a description.

Step 4:Click Add Recordoutton.

Repeat this procedure for each part you enter.
Remember to click the_Add Recordutton when

adding a new part and click the Update Record
button when changing an existing part.

Graphical Data Screen

The Tags in the Graphical Screen cannot be
changed, but you may add equipment or parts to
the existing databases by following the above
steps.

Remember:

The Part # must be unique and the
description you select will be printed
on the proposal.

ADTEK
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Hint:

You may type in as many Tag/
Descriptions as desired. These can be
viewed in the manual entry screen by
clicking the yellow “Add Manual
Mat/Labor” button located on the
Proposal Builder Screen.

Class Exercise

1. Inthe Customize Data Screen, in the Tag Box,
type in Boiler.

2. Type in the material cost.

3. Type in the Mfg., a unique part number, and a
description.

4. Click the Add Record button.



lll. How to set up your Databases.
“Adding Equipment To The Database”

Equipment Data , Equipment Data Screen
Data Entry is very similar throughout this softwart
When adding equipment, you will need to add 55 e e o m e oo s ec s 6 pa T B 8w el -t
some additional information' Description/Tags T Intallation Data T {Equipment Data Warranty/Rebates
Enter Data Into Equipment Database for Pricing
Conditiona ~| Efficiency [10.00
Adding Equipment to the Database Mol [<500ToA%2 wrg. [rec
Step 1:Select a database tag name. Capacty | ki
Description [Air Conditioner - - Selling Price W
Optional Material Markup )
' H Material Cost [ Multiplier [ooo
Step 2 Enter the MOde|#1 CapaCIty and LaborCost'iS;[;?L Gross Ma:'gin’zzzi [ Equipment Spec's H GoTo Accessories ]
deSCI’IptIOH Labor Hours 1000 & Labor Hours 2 000 2] Labor Hours 3 [000 |2

Model Description Material Net Labor Net

Air Conditioner 1oco00 100 |
ABCO3I6AKA Air Conditioner 1000.00 .00
ABCOB0AKA Air Conditioner 1000.00 .00
ABC424AKA Air Conditioner 1000.00 .00
ABC436AKA Air Conditioner 1000.00 .00
.00

Step 3:Enter the Efficiency, Manufacturer,
Family/Eff. and material cost.

1000.00

ABC460AKA

Air Conditioner

Step 4:Click Add Record button. ] e

Repeat this procedure for each part you enter.

Notes:

Hint:
You may use this screen to add labor

to a piece of equipment, change the
multiplier/gross margin, and view the

selling price. This will override the
global settings.

Go to the next page to add specifications to the
equipment.

Class Exercise

1. In the Optional Markup Screen change the
multiplier to 2.

2. Click the View Selling Price button.

3. Note how the Gross Margin changed also.

4. Do not update the information.

ADTEK
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lll. How to set up your Databases.
“Entering Equipment Specifications”

Equipment Specifications Equipment Specifications Screen
From the Equipment Data Screen click the light g
blue buttorEquipment Data to bring up this -
Description/Tags I Installation Data T E Data 1 Warranty/Rebates
Screen . Equipment Data.
Unit Type Model # W
Whenever you add a new piece of equipment you ™™ o
R . . R ominal Unit Tonnage ,16— Power Input ’—
will need to fill in this form for the data to be SEER Retng [ WU
. . ominal Heating Gutpu ’7 nit Wei
viewed from the Proposal Builder Screen. B e iy ==
Flue Size ,7
Use the data from the Manufacturer’s Specification s e
. . . . ABCO36AKA Air Conditioner 10.00
sheets and fill in all applicable blank fields. ABCOsOAKA
ABC424AKA A!r Cond!t!oner 14.00
_ ABCsOAA fir Condtioner 00
Be sure to clickAdd Record.

To add information that may be viewed when you
click theEeaturesbutton on the data screen,

Notes:
follow these steps:

Locate a file in the Bmp folder with an .rtf
extension.

Path

My Computer
C: drive

Program Files Folder
Adtek Folder

Brand Folder
Sales Folder

Bmp Folder

Select a Word document with an .rtf extension
(example; fur.rtf). Type over existing information

and save under a new name. Be sure to leave th
file extension (.rtf).

The new file name will need to be entered in the
Feature File Name box.

Class Exercise

1. Find an .rtf file using the above path.
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lll. How to set up your Databases.
“Entering Associated Parts”

Accessories , Accessories: Associated Parts Screen
Click the pink buttorGo To Accessories to
bring up this screen .

Description/Tags T Installation Data I Equipment Data 1 ‘Warranty/Rebates
The Equipment Data Accessories Screen will allopknter batainto acce:

you to enter parts associated with a given model #. 1o :
ABCO36AKA
ABCOBOAKA

atabase for Pricing AstociatedParts

AMF153TKB

Add to the Associated Parts list. Part#|
To associate a part with a particular model, followy ~ Seserpton| o -8
. Material Cost |$0.00 Labor Cost |$0.00 Accessor Y Accessor y
these Steps' i . Labor Hours 1[000 (S Labor Hours 2000 [3{  Labor Hours 3000 [
1. Click on Tag to select the unit type (air e ——————— T
conditioner, furnace, etc.). MFISSTRE  Egansonvave K 100000
AMF355TKB Expansion Valve Kit 1000:00
NAHA001CV Concentric.Venl.Kit ! . 1000.00
2. Click on Model # to select the model. You MR Tuing fo00.00

may select multiple models.

3. Highlight the accessory from the accessories
database (the bottom grid). Notes:

4. Click the green up arrow (+) to add the

accessory to the associated parts list.

To remove a part from the Associated Parts list.
1. Highlight the part in the Associated Parts list.

2. Click the red down arrow (-) to remove

the part .

To add an accessory to the accessories databast
Step 1:Enter a Part #

Step 2:Enter the material and labor cost, if
applicable.

Hint:

When you click on an item in the
Associated Parts box or an itemin
) the Database box, the description
Step 4:Click theAdd Record button. and cost will be listed in the

Accessories fields.

Step 3:Enter the Description.

Click theGo To Equipmentbutton to return
to the previous screen.

Class Exercise

1. Associate an LP kit to a furnace.

ADTEK
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lll. How to set up your Databases.
“Building Kits”

Kit Builder Kit Builder Screen
This feature allows you to group material and lab g - ———
used on most job@xample: air conditioner, coil, e = i e e B o B

¥ Include Modek with Equipment Description
~| ® Include Capacity and Efficiency with Equipment Description

pad, lineset, labor, etc.)This will save time in the  ramiy =

H H & Equipment Database © Agccessory Database © Parts Database © \Warranties
home when building the proposal. -
aterial Net Labor Net |MFG
1000.00 _ BC
ABCO3BAKA 1000.00 00 ABC

ABCOBDAKA 1000.00 00 ABC

Step 1:Click onClear Screen (optional).

>

. Kit Database =

Step 2:Check the boxes that apply. _ — . B e
O Include Manufacturer Name with equipment it parte D T B

deSCI'IptIOI’] Description [Standard & Ton System
O Include Model # with equipment description T R g

R .. . CPD36B15B Dual Purpose Cased Coil 1000.00 00 1t

O Include Capacity and Efficiency with L L — ]

equment qescnptlon Lo ( Material Net [$2600.00 Labor Net [$255 00 Total Selling Price ]$466681—)
O Show quantity on Description | -

O Itemize on Proposal

(If you do not itemize on the proposal, thHen t
description line will be printed on the
proposal).

Step 3:Check the Database box that applies.
O Equipment Database

O Accessory Database

O Parts Database

O Warranties

Step 4:Go to the Tag dialog box and click the
down arrow. From the drop down menu select the
database Tag; then the Family; then the item you

Step 6:Go to Kit Database; Category. Type in a
category(example; Air Conditioner or Furnace);
then click the Kit Part # data entry box and type i
a unique part number; then click the Description
data entry box and type in the description that you
want to show on the proposal.

Step 7:Click the green buttoAdd/Update Kit to
save.

(continued on next page)

wish to add to the kit; then add the quantity @itth
item; then click the green down arrow (+) to add.
Click the red up (-) to remove an item.

Step 5:Repeat Step 4 for each item you wish to
add.

Hint:

It will be easier to manage your Kit
Database if you begin the kit part #
with “AC” for air conditioners, “HP”
for heat pumps, etc. Kitpart#’s are
alphabetized in the proposal screen

Hint:

Be sure you have entered a partinto
your new kit before assigning a Kit
Part # and Description.

Notes:
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lll. How to set up your Databases.
“Building Kits (continued)”

Kit Builder (continued) Kit Builder Screen

= Kt Builter BEE
Oth e r B Utto n S : Ma‘e;\.i;a‘a ¥ Include Manufacturer Name with Equipment Description
Add/Update Kit: To add or remove an item of an  ramiy jm S el e LI
eXlStl ng klt, Select the Klt Part# that you Want @ Equipment Database © Accessory Database © Parts Da(a;j::a‘ - L;b\;te;::nne; _
1000.00 _— BC

to edit and repeat step 4; then click the green
Add/Update Kit button.

100000
1000.00

ABCO3BAKA 00

00

ABC
ABC

>

4 o
I~ Show Qty on Description

Bl | % % Iemized on Proposal
»

Kit Database

Update Prices:When new prices have been
imported or you have manually changed prices in
any of the databases, you must click the orange
Update Pricesbutton, if you want the new prices
applied to your kits.

Category |2
Kit Part#

Description J‘S(andard 3Ton Systern

Modeht
TCADBAKA
CPD36B15B
DURAGRID3338
BOTt 3/857/8
fes!

Material Net |$2600.00 Labor Net |$256.00

Material Net
1000.00
1000.00
200.00

Description Labor Net
abcTCAOBBAKA Air Conditioner
Dual Purpose Cased Coil
Qutdoor Unit Pad

Lineset
ST

Whita Thameactt f  oanan

Total Selling Price |$4655.81
[ I

Copy: After you have built a kit you may select
several line items and copy them to clipboard.

Close J

Paste:When building a new kit you may paste the ENter quantity here/
items you saved in the clipboard.

Delete a Kit: To remove a kit from the Kit

Database click the rddelete Kit button. Notes:

Close: To close the Kit Builder screen click the

light blueClosebutton.

Note:

To change the order of any line item in the kit
database, just drag the line with your mouse.

Class Exercise

1. Build a kit with an A/C, coil, lineset, pad, and
labor.

2. Click “Include Manufacturer Name with
description”.

3. Click “Itemize on Proposal”.

4. Add the kit to the Kit Database.

ADTEK
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Hint:

If you want to include the
manufacturer’s name and a model #in
the description, then be sure to check

O Include Manufacturer Name with equipment
description

O Include Model # with equipment description

O Include Capacity and Efficiency with
equipment description

before you add that item to your
new Kit.

To reverse an entry, delete the part
and re-enter. Then Update Kit.
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lll. How to set up your Databases.
“Building Kits: Manual Entry”

Manual Kit Builder

When you click the Add Manual button from the
Kit Builder Screen, this screen pops up. This will
allow you to enter parts that are not in the databa
Be sure to add the material and the labor coss Thi
information will be used when analyzing your
profits. You may establish the selling price foyan
part you add manually.

You may adjust a kit selling price by entering an
amount into the Selling Price field.

Example By adding (-100) in the selling price
field and clicking the green down arrow, the
amount in the Total Selling Price field will be

Kit Building: Manual Screen

Add Items Manually

Labor Net
[s000

Part # Material Net
I 000

Description Total Tax
‘ [$000

Selling Price

Kit Database .u i
Cateqoryii \ j ™ Show Qty on Description
Kit Part# |2 \ El R=. i

Description J‘S(andard 3 Ton Systern \
Descriptio

abcTCAOSEAKA Alr Conditioner

Dual Purpose Cased Coil

Outdoor Unit Pad

BOft 3/8x7/6 Linesef t

107781 i 8 hun

Modeh
TCAOBBAKA
CPD36B16B
DURAGRID3338

<
Material Net |$260000 Labor Net |$25600 Total Selliny Price 3465681

o ) O~

! Close

decreased by $100. Click “Update Kit” to save.

To Add A Part Manually:

1. Enter a Part #

2. Enter the material and labor cost.

3. Enter the Description.

4. Click the “Calculate Selling Price from Mark-
ups” button or enter the desired selling price
into the Selling Price field.

5. Click the green down arrow (+) to add the part
to the Kkit.

6. Repeat Steps 1 through 5 for each item you
wish to add.

7. Click the green buttoAdd Kit to save if your
building a new kit andUpdate Kit if you are
adding to an existing kit.

8. Click the light blue button in the uppsereen

to Close the Manual Kit Builder Screen.
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Note:
When you enter an item into the
Manual Entry screen

And click on the green (+) down arr

it will be entered into the kit databa

Notes:

Class Exercise
1. Add a part manually.

2. Calculate the selling price.
3. Change the selling price to $100
4. Click on the green down arrow (+)

5. Return to the Kit Builder Screen.



[Il. How to set up your Databases.
“Entering Warranty Data”

Extended Warranties

Entering an Extended Warranty into the database

1. Type in a unique part number.
2. Enter net cost.

3. Type in a description.

4. Click Add Record.

Including an Extended Warranty in a promotion
1. Click on the warranty you want to include.

2. Check the boinclude in Promotion.
3. ClickUpdate Record.

This will add cost depending on promotion

multiplier and date fields in the Company setup.

Rebates

Entering a Rebate into the database
1. Type in a unigque part number.

Enter the Rebate cost.
Enter the Rebate amount.
Type in a description.
Click Add Record.

a bk wb

Including a Rebate in a promotion
1. Click on the rebate you want to include.

2. Check the boinclude in Promotion.
3. ClickUpdate Record.

Hint:
In the “Inc” column the O changes to a
1 ifincluded in a promotion.

ADTEK
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Warranty Screen

le~ Customer ~ Presentation = Loacis ~ Print~ Reports~ Company~ Help~ Ext 5 @ [ TOERCEZE

Description/Tags I Installation Data i Equipment Data ) Warranty/Rebates,

Extended Warranty Dafabase

Part# | ™ Include in Promotions

Net Cast |$0.00 Customize Warranties |

Description |

Part# Material Net Inc
316

K I ]
(oo | o e e

Rebate Screen

29

le~ Customer + Presentation = Loads~ Print~ Reports~ Company~ Hep~ B¢ § CRP AT H ER E £ E

Description/Tags I Installation Data lif Equipment Data. Y Warranty/Rebates

Rebates Database

Part# | ™ Include in Promotions

Net Cost |$0.00 Rebate to Customer  [0.00 Customize Warranties

Description |

Rebate Net
160
160

| | o | — [-—"m"

Class Exercise
1. Enter “RB123” for a Part Number.

2. Enter “Spring 12 SEER Rebate” as a
Description.

3. Enter $75 for the Net Cost.
4. Enter $150 for Rebate to Customer.
5. Click on the Add Record button.

6. Select a warranty to be included in a promotion.



lll. How to set up your Databases.
“Warranty & Equipment Match”

Matching Extended Warranties to Equipment.
1. Select the Warranty from the Warranty Databa_

Warranty Match Screen

Material Net Inc

2. Click the “Tag” down arrow for the Indoor Unit R,

and click on the desired equipment.
Select the Family/Eff. B — :

4. Highlight the models you wish to associate with Femier e
the selected warranty. You may select all by - ecosona

clicking on the “Select All” button, clear the
selection by clicking on the “Clear Selection”
button.

Create
Matches

Part# Indoor Unit Outdoor Unit Description
WARTOT NTVM12EKNB TCADBOAKA Complete System / 10 Years Parts & Labor Warranty
WARTOT NTVMI126KNB TCADBGAKA Complete System / 10 Years Parts & Labor Warranty
1 1

5. Click the “Tag” down arrow for the Outdoor Uni
. . . WARTO1 NTVMI25KNE TCAD18AKA Complete System / 10 Years Parts & Labor Warranty
and CI|Ck on the deS”"ed equ|pment WAR101 NTVM100HJB TCAOBOAKA Complete System / 10 Years Parts & Labor Warranty

WARTOT NTVMI00HJB TCAOD3BAKA Complete System /10 Years Parts & Labor Warranty
6. Select the Family/Eff.

seecta) | [ Cearsetecton | [ sseotar | [ clarsseoton

—~+

5

Sort by Indoor Unit ] l Sort by Qutdoor Unit ] l Sort by Part¥ l _ _

7. Highlight the models you wish to associ
with the selected warranty.

8. Click the “Create Match” button.

Notes:

9. The new match will be stored hefe.

Sorting your Database
For ease of use you may sort the database three

ways.
1. Sort by Indoor Unit.

2. Sort by Outdoor Unit.
3. Sort by Part Number.

Class Exercise

1. Click on a warranty for an air conditioner.

2. Select the correct Outdoor Unit.

Hint:

3. Highlight Outdoor Units. Units may be selected: _

1. By dragging mouse over items.

2. Hold down “Ctrl” key while
clicking on items.

3. Clickon the firstitem, then hold
down the “Shift” key and click at
the end of the last item you want to

JADTEK
4. Clickon the “Select All1” button.

SOFTWARE

4. Click on Create Match.
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V. Steps of the In-Home Presentation Process.
“Pre-Call Preparation”

. Customer Information =] 3

To start a new proposal, click her-e\ﬂi- Customer ~ Presertstion Loads + Frint~ Reports~ Company~ He- Bt ) C PE TB E I E E
Newi Propasal _T Custamer Survey T Jab Infarmation T Propasal

. . . Open Proposal
To open an existing proposal, click here—— o st Plopesat [200115
Update Proposal
. / DZ'E[E Eurr:nl File :
To save a new proposal, click here. Repsi Datsbas '|
Compact Database
Impart Price Updates ) . P
. . : | State: [ Ze]
To save (update) an existing proposal, click here. e o
Restore Files |
Irmpart Security ’ |Jack e
Installation Mol
Opening An Existing Proposal
To open a proposal, first, Clickile” then; “Open
Proposat from the drop down list. Select the proposal : —
. . Promotional Extended Warranties are in effect from 1/1/00 to 12/28/01
you want to work with from the list shown. The
Customer Information Screeshown below, will

appear.
Notes:
Saving a Proposal
To save a new proposal, clickdve Proposalfrom the
drop down list. If you are working with an exigin
proposal, then clickUpdate Proposdl
Pre-call Preparation:
The first step in the selling process is to filltire
Customer Information Form before you arrive at the
prospect’'s home. This will save valuable selliinggt
Date Customer Information Screen
The date will be entered by your computer.
File~ Customer = Presentstion = Loads = Print~ Reports = Company~ Help~ Ext $h P TEECRELE
Sales TaX Customer Info T Customer Survey T Job Information T Proposal
Check this box if this is a taxable sale e Taotle  Popest [
Customer MName: |
Proposal # pukdess |
You can assign a proposal number or the E/C will do Add’;_“': g ——
. . . . . . ity tate: ip:
it for you, automatically, increasing one digit bac norie. I ko
proposal.(see Company Setup of this workbook, for Emat |

deta“s)_ Sales EDnSUIW om@ =]
Installation Motes

Price Code sar'//—‘

Select the price code for this propo

(see pages 14 & 15, on customized discounts).

Installation Notes

Type in information specifically intended for theeu o Lo
of the Consultant(example: Homeowner works
nights, call only after 2 P.M.). Class Exercise

1. Fill in the Customer Information Screen.

/ Ag I EK 2. In the Installation Notes box type in a statentbat

SOFTWARE might be beneficial to a Consultant.
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IV. Steps of the In-Home Presentation Process.
“Importing The Proposal Cover”

On Arrival:

Using a digital camera, take a picture of the
customer’s home upon arriv@ camera that uses
a 3 1/2” floppy disk, is recommendednsert the
floppy into your(a:) drive.

If you need additional help with importing a
picture, turn to page eighteen (18) of this manual.

Importing the Proposal Cover
From theFile drop down menu, selethport
Cover File/Dealer Logo

Locate Picture

Click the yellow buttorLocate Picture. A box
will pop-up and asKpok in,select youra: drive,
open the file that contains your picture.

View Picture
The picture will be displayed on the left side loé t
screen, if O.K., continue.

Save Picture

Click the green buttoBave Picture. Once the
picture is imported, a box will say imported
successfully.

Printing Cover Picture
Un-check thédo Not Print Cover Picture box
to Print a cover picture.

Close
Click the red buttoiClose to exit this screen.

Class Exercise

1. Locate(file) on your Adtek tutorial floppy
(see page 18 of this workbook for details).

2. View and save picture.

ABDTEK
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Importing Digital Files Screen

=, Import Digital Files @@@

Import Digital Files
Proposal Cover File

Current File Name

MNew File Name:
cover

0

™ Do Not Print Cover Picture

Hint:

For Help press F1 or click the “”
Button.

Notes:




IV. Steps of the In-Home Presentation Process.
“Entering Job Information”

Appraise the Existing Conditions: Job Information Screen

Establish a comfortable procedure when arriving greze )

at the prospect location. Look at the existing [ s T ofmrsng 1 oo woman [
equipment, take measurements and pictures. Exverios oroe e - ik cweedoviy cstes o [
Collect the information needed for the loads e
program (Use the InpUt form that you prlnted Estm:)\l::;?ru::::e::n | Supply Air Plenum Return Alr Plenum

prior to arrival). o s -+

Special Instructions

Set-up your printer and your computer. Start
printing the cover page. While the cover page is
printing, do your loads calculation.

Post Sale Information

Next, complete the Job Information form. Y ‘

1. Click on the type of Exterior the building has. Cosng Date | \ /

2. Click on the Indoor Unit Location. ooz | e /

3. Type in the Outdoor Unit Location. Import Picture of Existing System: /

4. Type in the dimensions of the: Click the yellow button and follow the instructions

on the following page.
Existing Indoor Unit.

Supply Air Plenum.

Return Air Plenum. Notes:

5. Type in Special Instructions for the installers

(example; Locate condensate drain near
water heater.)

The above information will print out on the

Installers Guide.

Post Sale Information, Enter:
Which system that was sold

Call Back Date and any Comments

Closing Date and any Comments

Class Exercise
1. Fillin the Job Information.
2. Click on the “Import Existing System”.

j AQTEK (continue on next page to finish this exercise.)

SOFTWARE
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IV. Steps of the In-Home Presentation Process.
“Importing The Existing System Pictures”

Import Picture of Existing System:
To locate and import a file, follow these steps:
1. Click theLocate Picturebutton.

2. TheLook Inscreen will pop-up (see page 7).
3. Click the down arrow by the dialog box.

4. From this list you may select the location
where the desired information is stored
(example; 3 1/2 Floppy (A:))

5. Highlight the desired file and click open.

6. Viewand click Save Picture

You may print only one picture with the proposal.

They print out with the Installer's Guide.

See the Report Writer Manual for additional
printing options.

Import Existing System Screen

. Import Existing 5ystem

Existing System

Currerit File Mame:

Mew File Mame

| Exizting
Locate Ficture |

=] 3

Notes:

Hint:

Give this printout to the Installers
and use it to explain any modification
to the homeowner.

Class Exercise

(continued from page 33.)

3. Locate file (picture to import) on the Adtek

floppy.
4. View and save it.

YADTEK
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IV. Steps of the In-Home Presentation Process.
“Customer Involvement”

Taking the Customer Survey. Customer Survey Screen
This creates interaction with the customer.
il Customer~ Presertation~ Loads > Print~ Reparis~ Campeny~ Heh- Bt §§ C P @ T B € B € E B
Customer Info Customer Survey 1 Job Information i PFroposal

When the home owner answers positively to a Prioriy Comlor, Health and Eficiency Survey
su rvey q uestion , th e answer W| | | resu |t | na Air Treatment for Allergies, Asthma or Upper Respiratory Difficulties

. . Keep Equipment, Ductwork and Home Furnishings Clean
recommendation for the necessary equipment t0 | v educs PetDander
fu |f| II the need Concern for Dry Skin or Sinuses in the Winter Season

' [Hiar} ~| Concern for Airborne Germs, Bacteria, Viruses or Mold on Air Conditioner Coils

il | Inadequate Heating or Cooling of Spacific Rooms in Your House
~| Concem for High Utility Bills over the Next Several Years

Example Does anyone SUffer from hay fever Or Concern for Repair Costs for the Next 10 Years
allergies? The recommendation will be an uie, Comfriable and EfiientSystem

- - Highf ~| Keep your Equipment Efficient, Comfortable and Worry-Free
Electronic Air Cleaner. sz oty Y

Thus, the customer is helping to select high
efficiency equipment or accessories. e Y O [
Clear Proposal [ a

Let the customer click on the screen, get them
involved. People support what they create.

File Customer~ Presentation v Loads» Print= Reparts Company~ Help» Ext {5 P TRERECEHEH

Customer Info Customer Survey 1 Job Information i Proposal
Customizin g the Customer Su rvey Priority Comfort, Health and Efficiency Survey

Custornize Survey

Survey Question# 1 :I ¥ Show Question
! /Air Treatment for Allergies. Asthma or Upper Respiratory Difficulties
Quest|

Select the Survey Question Number./ i ‘yR esuts
Medium ‘E\ectroch\r Cleaner
Type in the Survey Questiofr Low  [recaritr

/'{ Save Information ] l Modify/Create Reports

Click on the “Customize” button
to customize a survey-

High Priority
© Mediumn Priority

© Low Priority

(s ] For - e

Then the Results for High,
Medium, and Low priority-

Save your informatio

To set a color for each priority check which pripri

and click on the “Set Color For Priority” buttowe Color PR
Basic colors:
. I FE[CHEE
Select the color of your choice e ECTETEEE
BEENNENENNN
. ENEEEEEN
Click OK EEEEEEEN
1 00 Il
Custom colars:
[
AN EEEEN
Define Custorn Colars >3
» Caricel

ADTEK
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IV. Steps of the In-Home Presentation Process.
“Customer Involvement”

Viewing the survey questions and the results.
When you click on the “View” button on the
previous screen, this screen will popup.

Previewing and Printing a report.
Select the Survey Template from the menu by

CI I Ckl n g O n th e d OWﬂ a.r rOW an d h I g h | | g htl n g th e Kesp your Equipment Efficient. Comfortable and Worry-Free Preventative Maintenance Plan

Survey Templat

Click on the “Print” button and you will be
able to Preview the “Survey Results” form.

To print the Survey,
Click on Print from the Menu Ba

Select Entire File.

Click OK.

Be sure you have selected a printer and setup thez==

printer properties for that printer.

Customer Survey View Screen

=i Customer Information,

| File~ Customer~ Presertation ~ Loads = print~ Reperis~ Compeny~ Hep~ B4 § © P QT B B B £ & B

Concern for Repair Costs for the Next 10 Years
Quiet. Comfortable and Efficient System

Variable Speed Eq

Extended Warranty

uipment

Customer Info Customer Survey 1 Job Information it Proposal
High Priority T Mediurn Priority [ Low Priority

L Survey I Recommended Equipment
Air Treatment for Allergies, Asthma or Upper Respiratory Difficulties Electronic Ar Cleaner, Ultraviclet Air Treatment Syst
Keep Equipment. Ductwork and Home Furnishings Clear Electronic Air Cleaner
Congern for Dry Skin or Sinuses in the Winter Season Humidifier
Concern for Airborne Germs, Bacteria, Viruses or Mold on Air Conditioner Ultraviolet Air Treatment System
Concern for High Utility Bills over the Next Several Years High Efficiency Equipment

= Customer Information AR
[[Fle customer~ presentation~ Loacts~ prit~ Reports~ Compeny= Heop~ £  C P @ T B E B C E B
Custorer Info Customer Survey 1 Job Information il Proposal
Priority Comfort, Health and Efficiency Survey

Air Treatment for Allergies, Asthma or Upper Respiratory Difficulties

Keep Equipment, Ductwork and Home Furnishings Clean

Reduce Pet Dander

Concern for Dry Skin or Sinuses in the Winter Season

Inadequate Heating or Cooling of Specific Rooms in Your House
Concermn for High Utility Bills over the Next Several Years
Concern for Repair Costs for the Next 10 Years

ist, Comfortable and Efficient System

Consuitant Summary 1 sse
Surveyb.sse

wa U
System 2a rebates 532
System 8a rebates sse
System 3a.sse

Customize

Congern for Airborne Germs, Bacteria, Viruses or Mold on Air Conditioner Coils

Clear Proposal

o RHC Heating & A Conditioning
‘ h\ 125 N Main St
L ) Bloomington, Il 1234

ABC Heating & Air Conditioning

fort and Health Proposal for

Note:

You may customize the survey form.
See the Report Writer Manual for
additional details.

i

i i s
toring Gomfor system

included in our Proposal. The flems indoated & Medum o1

Howthat you hav decidsdwhich systern is bestfor you and your famiy for the next20 years, our Comfort
hew affordatie & &,

High Priority

i Treatment for Alergies, Astma or Upper Respr:

Feep Equpmert, DUCtwork and Home Furnishings Clean
‘Congern for Dry SHin or Sinuses n fhe Vinter Sea:

5o
Consar Tor Abatne Germs, Baciers, Viruses or MTd on AF Candiianer

Cails
e Tor g Uy BT over Tre Next Several Vears

ADTEK
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Concern for Repar Costs for Tre Nex 10 Vears [ Eten ded Warrary
Quiet, Comfortaie and ETfert System VariEbls Speed

guipme

Feep your 7 Prevertalive

Mainten ance Plan

Medium Priorit

Low Priarity

e duce Fel Dander [ Plested A Fier ]
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IV. Steps of the In-Home Presentation Process.
“Developing a Professional Image”

Selling Yourself and Selling Your Company.
This may be the most important part of your

presentation and when linked with the other ImagB e e ot e Sy e e C P E T B €
building tools in the software, you will have added

Company Presentation Screen

value to the sale. I#:
When you create a professional image there is a OuDipacher |
perceived value related to you, your company, #:
and the prOdUCt. ABC [ v |
The Electronic Consultant Software allows the ABC Heating & Air Conditioning | [ ewuwseisosene_|
dealer to present a professional presentation every EEITEE
time. Just point and click. By using the fifteen %ﬂ
buttons at the right, the dealer can organize his [ VAL, Plunking and Elecical_]
presentation and not worry about missing any [ simuseme |
key points. [ Conpo Fremriten ]
Examples:

Show pictures of key employeésniling)
Technicians neatly dressed.

Talk about your policies and guarantees.
Testimonials of satisfied customers. Notes:
Ongoing education.

Licenses, permits, and liability insurance.

Other services.
Etc.

When the dealer sets up the presentation and

exports it to all his salespeople, the company
story will be reinforced in the market place.

This is also a good tool for new inexperienced

salespeople.

Click theCustomizebutton and then go to the nex
page to learn how to setup your presentation.

Hint:
Remember, Homeowners may say they
are looking for the best price, but

they are looking for the best value.

JADTEK
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IV. Steps of the In-Home Presentation Process.
“Personalizing Your Presentation”

How to customize the presentation buttons.
1. Click the yellowCustomizebutton.
2. This will bring up the Import Digital File
screen.

Select the button # you wish to setup.
4. Type a description in the “Button Caption
field.

Click the yellowLocate/View File button.
Select the file you wish to import

(.bmp or .jpg file extension).

7. If this is the picture you want to import, then
Click thelmport/Save Changesbutton.
Repeat this process for each button.

w

o

o

o

Go to page 41 to learn about the equipment
presentation.

Hint:

Digital Files can be located on the
Electronic Consultant CD-ROM in the
Bmp directory.

Class Exercise

1. Import a new picture for button #3 from the
Adtek floppy disk.

2. Label it “Classroom Test".

3. Save it.

JADTEK

SOFTWARE

Company Presentation Setup Screen

|File' Customer ~ Presentation~ Loads = Print~ Reports = Company = Help~ Exit m @) E‘I
A

|
Our Imstallers I

Our Bookkeeper l

Our Dispatcher !

Our Service Manager i
Continuing Education I
Licensa and Permits I
Eneray 5avings Sgresmant i
Company Guarantes I
Installation Checklist i
Customize l

HVAL, Plurbing and Electrical i
24 Hour Service I
Company Presentation i

— Impart Digital Fil

Buttont [

Button Captiar) | Customize

Cuistomize l

File Hams |slandard1 brip

{ Locate / View File I [Tmpm!}'ﬂé‘?.ﬁ;a@gﬁhﬂnm

Fig'rtal Files can ke locsted on the "Electronic Salesman” CO-Fom, under the "BMP"

directory.
Custorizel ’

Notes:
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IV. Steps of the In-Home Presentation Process.
“Showing Your Quality Work”

Before and After Pictures.
Take digital pictures of the existing equipment

and completed jobs.

HF\IB' Customer > Prezentation> Loads= Print~ Reports~ Compary~ Hep~ Bxt h C P @ T B E &

Company Jobs Screen

When viewing the before and after pictures with
the homeowner, show a testimonial letter relating
to the pictures.

To set up your Before and After Pictures, Click
the Customizebutton and follow the steps listed
below.

Notes:

P

Before After
ABC Heating & Air Conditioning

112 § Main St - Chicago, il 61233
312-123-4567 - jack@heal.com

How to customize the Job Screen.
1. Click the yellowCustomizebutton.
2. This will bring up the Import Digital Files
screen.
3. Click the yellowLocate Picture button on
the “Before” side (left).
4. Select the file you wish to import
(.jpg or .bmp file extension).
5. If this is the picture you want to import, then
Click theSave Picturebutton.
Repeat this process for the “After” side (right)

o

Hint:

Be sure the new file name “before4”
matches up with the “after4” to
assure they are both from the same
job.

Click the “Installation” button t/
view different installation types.
Class Exercise
1. Locate a before picture on your training disk.
2. Save it.

3. Locate an after picture on your training disk.

4. Save it.

Company Jobs Setup Screen

Inpon Digital Files
Before

ADTEK
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Currend File Name Exising Files Currant Fie Name Exdsting Files
[betoretjpg beforel jpg [aer1ipg ater] jpg
beforeZ.jpg afterZipg
Mew Fils Marre 4 Mew File Narre "
ﬁalm-i ———  |belored jpg ,——-————-—aw 3 aRerdjpg

|
| SwvePicum | | SovePitare |




IV. Steps of the In-Home Presentation Process.
“Showing Your Quality Work”

Installations.

Take digital pictures of different types of
installations. You may insert up to eighteen
installation examples.

When viewing the installation examples with the
homeowner, show a testimonial letter relating to
those jobs.

To set up your Installations, Click tiastomize
button and follow the steps listed below.

Notes:

Installations Screen

w. Dealer Slides [_ O[]

HFiIs' Customer = Presentation = Loads> Print~ Reports = Company » Help~ Exit 5 [y p Q TE E A

- Installation:

Sample

Custarmize

Customize

Customize

Cuistarnize:

Customize.

Customize

Customize

Customize

Custornize:

Custormize

Custarize:

Custamize

Custornize:

Customize

|

|

|
=
Al Customize
<. I

|

|

|

Customize

Customize.

Installations

ABC Heating & Air Conditioning
112 § Main St - Chicago, Ifi 671233
312-123-4567 - jack@heat.com

Customize

Click the “Before/After” button to
return to the Before/After screen.

How to customize the Installations Screen.

1.
2.

©

Click the yellonCustomizebutton.

This will bring up the Import Digital Files
screen.

Select the button # you wish to set up.

Type a description in the “Button Caption”
field.

Click the yellowLocate/View File button.

Select the file you wish to import (.bmp or .jpg
file extension).

If this is a picture of the installation you wan
to import, then Click thémport File/Save

Installations Setup Screen

. Dealer Slides

‘Flle' Customer =~ Presentation™ Loads~ Print~ Reports~ Company » Help= Exit [ E
Il & i I i}

[ O]x]

i~ Import Digital Fil

Rutordi | 1 15 Sample

Custorize

Custormize

Customize

Bulion Cation | Sample

Customize:

Customize.

FlleMame  [+I3ipa

Customize:

Customize

Customize.

_ustomize

Custormize

Customize:

Custamize

Customize

Customize

ustomize

]

J |

J

J

Locate / Wiew File I["W«ﬁﬁ“?‘-&w%@] ustomize I I
; : J

J |

J

J |

Cuistorize.

Conditioning
ago, Il 61233
372-123-4567 - jack@heal.com

Customize

Changesbutton.
Repeat this process for each button.
Click “Close” when finished.

ADTEK
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IV. Steps of the In-Home Presentation Process.
“Presenting Your Products”

The Product Presentation. Equipment Presentation Screen
You want the fifteen buttons to list the equipment I >

H |F|Ie' Customer = Presentation ™ Loads = Print> Reports = Company = Help~ Exit @ T B @ e -
you want to sell, the accessories you offer, aed thl' : ey~ b S C P B &

type of installations you do. E&E@FB@MD@‘ CEEee ]

12 SEER Air Conditioner

R [ 125EEr eiCondiorer ]
Example: %" Lo [%
1. 14 SEER Air Conditioner Insure Customer [ ema )
2. 12 SEER Air Conditioner Camiost § Sallscion [—i[%
3. 10 SEER Air Conditioner [ tisttRreatum |
4. Electronic Air Cleaner ‘ESEAEF‘H“dI‘F’ J
5. Thermostat et e 1 )
6. Variable Speed 94% Furnace [ Strda e Furace |
7. 80% Furnace [%i
8. 14 SEER Heat Pump [ e
9. 12 SEER Heat Pump
10. Air Handler Notes:
11. Standard 90% Furnace

=
N

. Standard 80% Furnace
. Package Unit

=
w

[EY
NN

. Manufactured Cooling Only Unit
. Typical Installation

=
a1

Hint:
Remember, The Homeowner helped
pick out the products they desire with

the customer survey. ) )
Y Equipment Presentation Setup Screen

Show your quality installations, it
Wi I I add Val ue to you r prese ntation _H File~ Customer = Presentstion= Loads™ Print~ Reports= Company * Help= Exit 5 ° p Q TE E A 2
i~ Import Digital Fil 3
. : 14 SEEF: & Conditianer
Buttani |1_E 12 SEER Air Conditioner |
. . Ruton Cation [14 SEER &1 Condiioner 10SEER & Condiiarer
TO Set Up your EqL“pment ShOW, C“Ck the File Mame: iSystemSampla ipg Electronic Air Cleaner

Thermostat

Customizebutton and follow the steps listed on
page 38 of this manual.

Locate £ Wiew File I Itnport File /5

“ariable Speed 4% Fumace

0% Fumnace

Hint: '
Equipment digital files can be located
on the Electronic Consultant CD-ROM
in the Bmp directory.

12 SEER Heat Pump |
Air Handler
Standard 30% Fumace

Standard 807 Fumnace

Ll

Package Unit
igital Files can be located on the "Electronic Salesman” CD-Rom, under the "BMPY -
directory tanufactured Codling Only Linit
| Customizel I Typical Installation

ADTEK
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IV. Steps of the In-Home Presentation Process.

“Presenting Your Products”

Playing a Video. Video & Sound Presentation Screen

The ten buttons on the right can be customized t( xRS

[H[=] E3

JIFlle' Customer > Presentation > Loads™ Print= Reports= Compary~ Help~ Ext § O [ TE E H

play factory videos, commercials, or even your

own masterpiece.
Contact your Distributor for most current videos. Movies Play Here

If you are running TV commercials, the television

station may be able to give you a digital copy. i

Select Movie from buttons on right.

14.00 SEER Air Conditioner

1200 SEER Air Conditioner

Air Cleaners

Test Fasility

Air Handlers

Customize

Customize

Flay Pause
When making your presentation, play just the ~Sound Comparisons
videos needed to close the sale. { = : { Cusonie :
Befter Custamize:
. [ Best - Low Fire I [ Customize I
Just play the ones that will strengthen your

presentation. If comfort is a major concern, then ————S 1

[ ]
I J
[ J
[ ]
[ Fumapes |
I ]
[ J
I J
[ J

Custarnize

you might play a video on 2-speed equipment; or
if it is allergies, then an air cleaner might be th
product to show.

Notes:

Turn to the next page for instructions on how to s

up your video and sound files.

Class Exercise

Setting up a video to play on your computer.
1. Click the “Customize Movies” button.

. Click the button number you wish to set up.

. Type in a button description.
. Check the Hard Drive or Source Drive boxes.

. Locate the file.

. Save the file.
. Close.

00 N O O W N

. Play the Movie.

Hint:

The Video and Sound Files can be
located on the Electronic Consultant

AQTEK CD-ROM in the Avidirectory.

SOFTWARE
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IV. Steps of the In-Home Presentation Process.
“Audio & Visual Setup”

Setting up your Videos. Video Setup Screen
From the Video Presentation Screen click the

z »
|| Fite= Customer= Presentation™ Loads= Print~ Reports = Company = Helfp~ Ext fCcpP TE E H

yellow “Customize Movies” button. The screen e

on the right will pop-up. s [ 1 T
Buttan Cagtion [araible Speed Funace : =

How to customize the movie presentation Fishane. | { EZZ:E::EIW :

buttons. ' mpoit fle t Hard Drive " Leave fle on Souss Drive

1. Select the button # you wish to set up. [ Looste /vienrio | |pRIERTS RO l A Cleares J

2. Type a description in the “Button Caption” [ i J
field. [

3. Check the “Import file to Hard Drive” box or [ . l
the “Leave file on Source Drive”. Itis : — :
recommended to “Import file to Hard Drive” [ Z“: i
if space allows.

Customize b oviss l Customize: 5 ounds I

4. Click the yellowLocate/View File button.
5. Select the file you wish to import
(.avi file extension). Sound Setup Screen
6. If this is the video you want to import, then
- e Customer > Freze| ion = Loads = Print eports ¥ Company ¥ el i E T B [:ﬂ: F
Click the greeimport/Save Changesutton. o e e s ks faeter G wor =2 € € B 6 &
7. Repeat this process for each button. skl [ [ Vasesmtrarass |
8. Click Close to return to the Video Presentatiol |
Button Caphion Iﬁﬂﬂd -
Screen. T e (|
" |mpot file to Hard Drive: £ Leave file on Source Drive I Air Cleaners I
Setting up your Sound Comparisons. Losate /view Fie | [iBaitlie J9ave Ehaises | Tesl Fasily ]
I Fumnates I
To set up your Sound Comparison buttons, Click | U= o iss——— | i ]
Customize Soundsutton and follow the [ e [ —r— — |
instructions listed above. TR BT — ]
[ Best - Low Fire I I Customize I I I
. Customize
The sound comparisons should be used to show = [eew—
difference in acoustical values of different typés oumeetios J[Eomem
equipment.
Notes:
Hint:

Sound files can be located on the
Electronic Consultant CD-ROM in the

Avi (audio visual interlace) directory
(Good, Better, and Best Tiles).

ADTEK
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IV. Steps of the In-Home Presentation Process.
“Power Point Presentations”

Using the Powerpoint Screen. Powerpoint Screen
This features allows you to add up to twenty-one EIREEREIIEETTN
powerpoint presentations. After you have

developed a powerpoint presentation (.ppt), you Aﬂ 3 C
will need to “Save As” a powerpoint show (.pps). o

ABC Heating & Air Conditioning

Some powerpoint presentations may be available
from your equipment manufacturer or distributor.

[ Eape ] | Sampe ] [ Sample |
This tool is only limited by your imagination. : z: : : z: : { z: :
. . [ Sample | | Sample [ Sample |
Examples of powerpoint topics: : o w — 1 — !
1. Your Company History or Company Story. l — 1 — 1 — )
2. How different types of equipment operates. — 1 — 17 — i
3. Maintenance agreements or Pre-season checks e |
4. Warranty details and procedures. f
5. Packages:
« Clean-air Package Note.

« Landscape Package
- Comfort Package
. Unique or specialty installations.
7. Other services you offer.

You will need Microsoft Power Point
installed on your computer to use this
feature.

How to customize the power point
presentation buttons.

1. Click the yellowCustomizebutton:
2. This will bring up the Import

Equipment Presentation Setup Screen

. PowerPoint Presentations

Impart Powerpoint File:

gutontt | 1 12
Powerpoint Files screen. ks (oot [oarne
3. Select the button # you wish to se Fleame [Sarriepos /
4. Type a description in the o lsesvenre ]
“Button Caption” field: /
5. Click the yellowLocate/View Filebutton./} z,,: : : zp: //: { :p: :
6. Select the file you wish to import | o 1 sich /W o |
(.pps file extension). i gaide ] | ] | S ]
7. Click the “open” button. [ e | ;/mln'e ] [ ST J
8. A box will pop-up and tell you the file : = : : // — : { = :
was imported. > 7 : -

9. Repeat this process for each button. — /
10. Click “Close” when finished-

JADTEK

SOFTWARE

44



IV. Steps of the In-Home Presentation Process.
“Building the Proposal”

Building a Proposal.

Proposal Builder Screen

The graphical pictures at the right are linked to a ez

database.

When you click on the Outdoor Unit or the

Furnace in the graphical screen, you will be asked

to select the outdoor unit tonnage or BTU’s; then

the Family /SEER; then the Model #. This procesg:wo v

= Air Conditioner

will look at the database and limit your choices to *

7
W

Insure Customer
Comfort & Satisfaction

B

Btu or KW (Input) -

Heat Pump
Packaged Unit j

Qutdoor Unit Tonnage  |SIEERIENIE)

Indoor Unit Capacity

only the models that will meet that criteria. l

Arace | unitace | std [T6pt ||

Systems & | ool

col | e Alsystems

When you click on all other items on the graphic

System | - Standard Equipment System | - Optional Equipment

screen, a list of the items in that database waitip
-up in the upper left hand corner of the screen.

[X Remove Selection [

Calculate/Preview I Add to System | X Remove Selection

Example:
1. Click on the Outdoor Unit.

2.
the Model #.

Click the ‘Std” button to add to the proposal.
You may want to add any unit accessories at
this time (see page 86 for details).

Click on the Furnace.

Select the BTU’s/KW; then the Family/SEER,;
then the Model #.

Select the tonnage; then the Family/SEER; thel| Hint:

When building a proposal, start with
the major pieces equipment first for
each system you wish to quote. Check
the “All Systems” box to add items
that are common to all systems.

Notes:

7. Click the ‘Std” button to add to the proposal.
8. Add any unit accessories.

9. Check the Indoor Coil box.

10. Select the tonnage; then the cased/uncased,;
then the Model #.

11. Click the ‘Std” button to add to the proposal.

12. Add linesets, pads, flues, etc. in the same
manner by clicking on the items in the
graphical picture.

Options may be added by clicking
the “Opt” button.

ADTEK
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Class Exercise

Add the following items as Std.
3 Ton 16 SEER A/C
Cased coil

90% furnace

Pad

Lineset

arwbnE

Add the following items as Opt.
1. Electronic air cleaner.
2. Setback thermostat



IV. Steps of the In-Home Presentation Process.
“Building the Proposal”

Building a Proposal. Proposal Builder Screen

Using the Customized Kit feature is a quick and ez E— EEK)

easy way to build a proposal. It is recommended E&E@ﬁ-@@mn@ B e
it e I | 1 -

to start with Kits containing High-efficiency
equipment .

To add a Kit to the Proposal: .
Click on “Customized KitsZ == ===

 Heat Pump

All Ace. Unit Ace.

Your kits are stored by category. — b —
Flrst Select the Category ty Q. Systems © | Al ool | Alsystems | Add Warranties ﬁ

System | - Standard Equipment System | - Optional Equipment

A list of available kits will be listed in
the upper left hand corner of the scregn.

&3
&l

<

I >
X Remave Selection ] Caloulate/Preview I(- Add to System | E’}é@;@g@é@ﬁiﬂi

Highlight the kit you want to add
to the proposal and click on the —
((Add tO Systemn bUttOI"!. e~ Customer~ Presentation ~ Loads~ Print = Reports~ Company~ He\'Eer' CRTPERECEBR

&ir Conditioner

Part [ Description
. . . . AC12-3ton Standard 3 Ton System
The Kit will be listed in the Standard Gz s kuissan

Equipment dialog box. When the Kit

was built, if you checked the ‘Itemized
on Proposal” box, then all items in that
kit will be listed. Otherwise, just the kit
description will be listed-

& | 3
[ Bl addiosstem | [FAdEES Optional | IR ymized Ki .
Systems: | cll ool \ © All Systems | Add Warranties Add Manual MatiLabor

System | - Standard Equiprent System | - Optional Equipment

Note: You may add/delete from the
Standard Equipment list by
highlighting the item and clicking
Remove Selection;

then re-enter the new item.

< I 2 ¢

X Remove Selection l Calculate/Preview I(. Addto System | L?*i; T

Example: cex
1. Click on Customized Kits.
2. Select a Kit containing

16 SEER equipment.
Click Add to System.

The Kit will be listed.
Compare 14 SEER equipment as optional.

See next page for instructions.

ADTEK
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Click here for

< ] ¥
NEETEEE e | mi -
Systems € | coll il ‘ © All Systems Add Warranties Add Manual Mat/Labor

System | - Standard Equipment Systern | - Optional Equipment

o 0k w

al 64
) Dua\ Purpose Cased Coil
) Qutdoor Unit Pad

) Lineset

) Five & two day - White Thermostat
) Labor to install complete system

(1)
1
1
1
1
1

(
(
(
(
(

™

>

]
IX Remove Selection l Caloulate/Preview 1(. PRPETCTm i L e

| >
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IV. Steps of the In-Home Presentation Process.
“Comparing Equipment Prices”

Equipment Comparison Screen. Optional Price Screen

To compare the price of one piece of equipment to |

another, you will want your kit itemized. Follow

the steps listed below. (1 Enter Optional Price as Difference?

Procedure for comparing equipment prices:

1. Select the Standard piece of equipment (follow
steps listed on the previous page).

No | Cancel |

Select Equipment Screen

2. Click on the piece of equipment you want to
compare as optional. Select the tonnage or
capacity; then the Family/SEER; then the
Model #.

Click here for

ABC Heating & Air Conditioning

Qutdoor Unit Tonnage ,m
Indoor Unit Capacity  {Btu or Kiw (Input) -

Qutdoor Unit _

# Ajr Conditioner |1 400 Please Click on line in the Standard Equipment Box to

 Heat Pump select the Uit to compare optional price to, then click on
"OK" button

3. Click the ‘Opt” button to add to the
proposal. A box will pop-up asking
if you want the price difference
(click Yes) or show the full price

Of the Optlonal eql'“pment (CIICk N ) [ysterns @1 c i AN | AlSystems \‘[ Add Warranties ‘*

Sys; | - Standard Equipment System | - Optional Equiprnent

 Packaged Unit

Alace. [ untace | st | ] oK ]

Cased Horiz Coil
Outdag; it Pad
%o install complete system
ineset
Outdoor Unit Wiring

L — 2 —] |
X Remove Selection | Calculate/Preview [£  Addtosystem | JX Remove Selecton |

4. Then a box will pop-up asking you to clic
on the equipment to compare too.
Be sure to highlight the
item you want to compare:
Click “O.K.” or “Cancel”. Compare Equipment Screen

Optional

5. A box will pop-up verifying your selection,
“Yes” or “No”.

"\ir) Compare to Generic (12 SEER 3.0 Tons) & Condtioner Model ACO36C1004

Your selection will be listed in the “Optional
Equipment” box on the Proposal Builder screen
and on the Proposal.

. Proposal

Company~ tepr Bt G CPETHA EBC EE

i cust

[ AB

ABC Heating & Air Conditioning

Outdoor Unit Tonnage 5.0 g
Indoor Unit Capacity  [Btu or KW (Input) B

Click here for

Class Exercise
1. Compare a 16+ SEER to a 14 SEER.

2. Show as price difference.

3. Preview on the Proposal.

alace. | untace. | sta. | 0w

[systems &1 ci cul | cal SyS(ems&Add Warranties
System | - Standard Eiu\pmen(

Cased Horizontal Coil
QOutdoor Unit Pad

Labor to install cormplete system

Lineset

Outdoor Unit Wiring

‘ ol

,
SOFTWARE X Remove Selection I Calculate/Preview [& Addtosystem | [X Remove Selection |
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" Heat Pump
€ Packaged Unit




IV. Steps of the In-Home Presentation Process.
“Equipment Specifications and Features”

Data Screen

Viewing the Product Specification.
After you have selected a piece of equipment,

you may click the “Data” button.

The screen to the right will pop-up illustrating

Insure Customer
Comfort & Satisfaction

that model’s nomenclature.

Systens |

CE T

A Systims

Model# ACO3GC100A

230N %0

This information comes from the “Equipment

Dufdans Unid

Data” tab(see page 23 in Section IIl “How to S L
T -Paciaged Lnt N |

set up your Databases”).

Uit Accessones | St I Cut

From this screen you can click the “Features”

button and the Features Screen will pop-up . J Mo ——

(See beIOW) X IR S I Cainulats 23110 Sy | |3 Eibimow Seecien |
- Notes:

Hint: -

You may wish to check the unit

dimension before adding size
dependent equipment or accessories.

The Features screen serves as a reminder of the

features and benefits of the product you are

explaining to the homeowner.

You may edit this fil§see page 24 in Section IlI

“How to set up your Databases”).
Features Screen

e+ Clatcmer = Srmehon* Loates Brrds Rpos Compy s b S CRP O TH E

E&E@E@@R‘]D@@ 3

Class Exercise

<A Insure Customer L
g Comfort & Satisfaction | .

1. Select a piece of equipment.

Systers 7|

(| L A Systirs

Cuitdose ire Torrage i 0 5]

2. Click on the Data button.
Click on the Data butto %

Iredcaoe Lind Capacity [BL of KW [Inpuf)

Ot Uit

. & Corwdtinet ,ﬁ] L o n
3. Click on the Features button. e l

[ Unt Acoassones | St Im ‘Data |

Sratam |~ Standard Egul

4. Click anywhere on the Features screen to close

.
i Gt [& assospmen |50 eumemsssien )|

ADTEK
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IV. Steps of the In-Home Presentation Process.
“Adding Associated Parts and Manual Entries”

Adding An Associated Part.
1. Select a piece of equipment.

Unit Accessories Screen
[BEE

hep-Et S CATH EREEE

Click here for

2. Click the “Unit Acc.” button.

3. The accessories box will open, listing all
the parts associated with the piece of
equipment you selecteé-

Highlight the parts you wish to add to the
proposal and click Add to System or Add

<

Description
Expansion Valve Kit

as Optional. You may set the quantity here” ;

Sysf

>
[ Addtosystern 1 [[Addasopiional | IS

tems ¢ | conl ‘ © All Systems

System | - Standard Equipment System | - Optional Equipment

Repeat these steps for each associated part y
wish to offer.

If the part is not listed, click the “All Acc.”

ou

X

Button for a complete list of all parts.

Remove Selection [ Caloulate/Preview [(— Addto System | IX Remove Selection

Click Close when complete.

Manual Entry Screen

Proposal (B
i File= Customer et S ERTH ERCEER
Using the Manual Entry Screen. Dorror 1
This is a very important screen. The Manual Ent A P,
Screen allows the Dealer to add specific options 2 i an ot Fievertia ,
such as Duct Cleaning. See “How To Set up Your « s o M. vt /
Databases” beginning on page 21. G © Condensete Drein W tabor K < iso i
D. © Accessories I. © Supply N. © Misc2
E. © Thermostat J. € Return [Accessories - 4
Manual Entry Method: Example o e (I
1. CI|Ck on “ Add Manua| |\/|at/|_ab” button_ Degz;;;nn[ﬂescnpnon,Matena\amd/omaborc:ost,thenchckappropnatebunon P ii“ — j
“ ” . ateral [$0.00 Labor I~ Calculate Price __ﬂ-d&a&ﬁpﬁm‘a! ]
2. You may select from “A-N" or Accessories to | T s
list the selected information, which will appea
at the top of the screen. You may also cli
on the down arrow for more selectio ‘ ke ,
. . . [X RewoveSe\ect\on [ Calculate)Preview [(~ Addto System | l)(’ Remove Selection
3. Click on the line item you want to add. -
. ) Hint:
4. Determine the quantity. Check the “Calculate Price” box if you
5. Click on “Add to system” or “Add as optional” ‘;";‘Q:::e osgsetnet”;:g dadd profit to the
to add to the Proposal. Y :
6. You may add an entry not listed in the databasgetjr¢:

in the “Manual Entry Frame”. Just type in the
description and Material and/or Labor Net
Cost, then add as standard or optional.

You may show a discount by typing a
negative number in the material or
labor fields in the Manual Entry box.

ADTEK
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Class Exercise

1. Add a Spring Rebate of $150 to the proposal.
2. Click “Calculate”.
3. Preview it on the proposal.



IV. Steps of the In-Home Presentation Process.
“Adding An Extended Warranty”

Using the Manual Warranty Screen. Manual Warranty Screen
1. Click the “Add Warranties” button,

[_151]

o Presertaton Loads ~ it~ Reports~ Conpany~ Hep 8¢ & E P E T B € & C & B

A . i i Lescription Click here for
2. The Select Unit Warranties box will T—TTE T
popup (below).
3. Click on the “Add Manual Warranties”
button. The warranty box will open listing
all the warranties in the database-
4. Highlight the warranty you wish to add to | astosron | R
the proposal and click the “Add to System” ~ “==cl cb i caee S Do EaE
. em andart quipmen 'stem prional Equipment
or “Add as Optional” button.
5. Click “Close” when completed.
“ v [ i}
X Remove Selection | Ca}culjelpreview J& Addtosysteml  [X Remove Selestion |

Warranty Match Screen

[_[5]x]
o~ Load ~ Print~ Feports~ Conpery~ Hep~ 84 & B P T B € & C & [

Warranty Matches
To add a warranty that matches both the indoor

Select Unit Warranties Click here for

and/or outdoor equipment, follow these steps: || s coprassen "
1. Click the “Add Warranty” button. The * ndonrt ot warantes | _C_Qudaorunk :
. - NA Matehed with W
Warranty Match screen will pop-up. ousmor gl [ T
Indoor Unit Capacit
M . 4 Qutdoor Unit Partd ‘Degcﬂpﬂon
2. Click on the Outdoor Unit listed on the
. © Heat Pump
proposal. The Part # will be added to the < packagednt )
Outdoor Unit field. — 1 o S |
. . System | - Standard Equipment System | - Optional Equipment
3. Click on the Indoor Unit. 8 - —
4. Click the “Locate” button.
« SjiE ] |
5. If there |S a matCh, the Warrantles W|" be X Remove Selection Il Caloulate/Preview J&  Addtosystemi  [X Remove Selection |
listed. Select the one you want and click Notes:

“Add Warranty”.

Hint:
To set up the Warranty Match

Database, review page 30, in the “How
to Set up your Database” Section.

Class Exercise

1. Match a piece of equipment to a warranty.
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V.P

“Previewing and Printing the Proposal”

rinting Your Documents.

Preview Screen

Preview.
When you click “Calculate” on the Proposal T T RIS
Builder screen, the Preview screen will appear. . ’
. . System / Preview

You can preview each system. Just click the
appropriate tab, I, Il, or Ill.
The selling price will appear as the system
investment, plus the price for the options offered. | oo
Also, any “Rebates” that might be offered.
Hint: $ :
You can CIiCk on the Standard bOX __Propcrﬁa\Scr‘sen System / Investment.......... s0

. - . . Print Proposal lem | Rebaltes........... $o BrEnet
and type in additional information eem I ebat //
or change the description.

Print.
When you click the “Print Proposal”
“Preview/Print Proposal” screen will

Payment Calculator.
button. the New short cut key to the Payment Calculator. Click
pop-up, al-  the “Financing” button and the Payment Calculator

lowing you to either preview or print each system. will popup.

Click on the System you want to Preview or Print. Print Proposal Popup Screen
& Print Proposals
Click Include Cover Sheet if desired. [ Preview I Print Proposals
Preview Print
You can either print or preview from this screen. Pref;gﬂsfosafs Prff:zzﬁlosafs
I System Il I~ Swstem |l
Customized Proposals. et X =
From this screen you may edit, view, or
print a Custom Proposak
\ I Include Cover Sheet
1. Click on the down arrow to view Clstanized Froposal
the Proposal Templates- okal Pz Tengize >
—— ———
2. Select the desired proposal. | [ ]

Click “Customized Reports Edit

3. Scre;/
or “Customized Reports View Screen™ Class Exercise

4. You will be able to print from the view screen. 1. Check the Include Cover Sheet box.

YADTEK

2. Check System | under Preview.
3. Click the “Preview” button.

Continued on next page

SOFTWARE
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V. Printing Your Documents.
“Previewing and Printing the Proposal (continued)”

Preview. Preview Proposal Screen

After you have completed the steps on page 51, then IR
you may review the proposal.

Click on the percentage to increase o
decrease the viewing size (zoo

The number of pages will be listed here.

To close this screen, click the “X” in the corner:

If you are viewing multiple screenExXample:
Proposal Cover, Loads Summary, and Proposal)
then by clicking on the “X” you only close one
screen at a time.

Hint:

When you click on the “X” in the upper
right hand corner, the preview
screenwill close.

Notes:

Caution: By clicking on the “X” from
any Base screen in this software, you

will be asked if you want to exit.

Be sure to save your proposal before
exiting.

Class Exercise

1. Close each screen after viewing.

ADTEK
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V. Printing Your Documents.

i Customer Information

|File = Customer~ Presertstion = Loads~ | Print~ Reports= Company = Help= Ext 85 =] TEERELEEH

Customer Info Custom Reports | stomer Surve il Job [nformation 1 Proposal

Proposals

llers Guide
Drop Down :> Insta S—
Custamer Form . |BO2127
Menu for PRINT L Drop Down Menu  pi#: |
. for PRICE LISTS
Customer Nar  MetPricelists  »

Retail Price Lists # Accessory Ikems ‘ I
) Equiprnent
Address: Installation Items <..J/
Kits - Iternized
Address: Kits - Total

You may print many additional items by selecting
the “PRINT” dropdown menu. Items such as:

1. Proposals:
2. Installers Guide:

3. Customer Form:
Prints a blank form for collecting job information.

4. Job Cost:

5. Net Price Lists:
a. Equipment

b. Installation Items

c. Accessory ltems

6. Retail Price Lists:
a. Accessory Items

b. Equipment
c. Installation Items
d. Kit—Itemized

Prints the retail selling price for each line item
included in the kit.

Class Exercise
e. Kit—Total

Prints total retail selling price for the complete kit. 1. Select “Print” from the Menu bar.
2. Select “Price List”.

3. Then “Equipment”

AB I EK 4. Preview your equipment cost.
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V. Printing Post Sale Information.

Name:
Address:
City, State, Zip:

Phone:

Total Selling Price
Net Parts

Net Labor

Rebate Cost

Net Tax

Total Cost

Gross Profit

Gross Margin

Total Selling Price
Net Parts

Net Labor

Rebate Cost

Net Tax

Total Cost

Gross Profit

Gross Margin

Total Selling Price
Net Parts

Net Labor

Rebate Cost

Net Tax

Total Cost

Gross Profit

Gross Margin

Job Costing Informational Sheet

Mr. & Mrs. Anderson

Sales Consultant: Jack Smith

123 N. Main St.

Proposal #: 100100

Chicago, IL 61333

Date: 10/1/2000

312 - 123-4567

System |

$8,958.00

$4.679.53

$1.000.00

$

$438.71

$6118.24

$2.839.77

31.7%

Selling Price before Rebate  $

System I

Selling Price before Rebate  $

Hint:

When the job is completed, Compare
the Job Costing Informational Sheet
with the actual job cost. Then adjust
your gross margin to the desired
percentage.

System Il

Selling Price before Rebate $

Notes:
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Questions and Answers

Most Frequently Asked Questions.
Question.Where can | put comments on just one proposal?

Answer. To add comments to any proposal, just click onstaaedard dialog box in the Preview Screen anditype
your comment.See page 51 in this manual.

Question.How can | give a discount without re-doing thepwsal?

Answer. From the Proposal screen, click the “Add Manuat/Mgbor” button. In the Manual Entry screen typaai
description and a negative number in the materithmor field. If you do not check calculate pritlee amount you
type in will be deducted from the proposaee page 49 in this manual

Question. When | install an upgrade will | lose my priciagother data? Will | need to call for an unlock?

Answer. No, you will not lose your data or need to catl &m unlock.

Question. Why don’t my kit prices update when | change myggs in the database?

Answer. Many Dealers do not want their kit prices updaatbmatically. To update your kit prices, clitlet
“Update Prices” button on the Kit Builder scree3ee page 27 in this manual.

Question. What is the difference between Installation Datd Equipment Data? How do | know where to enter?

Answer. Equipment data would be your primary brand ofiganent and may include air conditioners, coils,
furnaces, heat pumps, air handlers, etc. Thesesitequire a detailed description such as Mod€lgacity,
Efficiency, and Family.

Installation data would include supplemental oliaml items. This list may include a secondare lifi equipment
and items such as air cleaners, linesets, padshar. See page 22 and 23 in this manual.

Question. Is the tax computed before or after the markugpjsied?

Answer. The tax is computed after in versions 3.05 s Bsd optional in version later than 3.05.

Question. How do | Export Kits after | have built them?

Answer. By Exporting your Equipment and Accessories Rgdtiles. That is where your kits are storiedview
pages 19 - 20 in this manual.

Question. What is the recommended hardware requirements?

Answer. See list on page 2 in this manual.

Adtek Software Co.

P.O. Box 114
ADTEK

SOFTWARE (815) 452-2345




“A high quality and
professional sales
approach is a powerful
way to add value and
differentiate yourself from
your competition.”

Graham Roberts-Phelps

Adtek Software Co.

105 South Main Street
Toluca, lllinois 61369

Phone: (815) 452-2345
Fax: (815) 452-2119
Sales@adteksoft.com

Limitation of Liability. In no event will Advanced Technical Software Camyp (Adtek) be liable for an
indirect, special, incidental, economic or consedfjaé damages arising out of the use or inabildyuse the
software, even if Adtek has been advised of theipiigy of such damages. In no event will Adtekability
exceed the amount paid by you for the softwarecaBse some jurisdictions do not allow the excluso
limitation of liability for consequential or incitéal damages, the above limitation may not applyou.




