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QuoteFlow manual
QuoteFlow is where a salesperson records a customer’s need and water analysis, builds a priced
proposal from the catalogue under the company’s pricing rules, gets a discount approved, and issues a
Word and PDF document in the company’s own look. It is also the light CRM: customers, contacts,
activities and follow-ups, the pipeline, the lost reasons.

This manual follows that order. Each page shows the screen it describes. The whole manual is also one
file to send on: QuoteFlow-manual.pdf.
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Who does what

Role May

Sales See and edit customers; create and edit opportunities in their region or country; build
and issue proposals; request discount approval.

Commercial admin Set list prices and pricing rules; decide discount approvals; see opportunities in their
scope; hand an opportunity to another owner.

Operations manager See opportunities in their scope; decide discount approvals.

Content admin Maintain the catalogue (equipment, services, datasheets, photos) and the proposal
templates.

Super admin Users and roles, organisation settings, audit log, system; hand an opportunity to
another owner. Holds no commercial rights.

A role is held for the whole company, one region or one country. An opportunity in a region you hold no
role in does not exist for you: it is not listed, and its address answers "not found".

The path of a proposal

1. A customer with a contact.

2. An opportunity: the site, the intervention, the water application, the period.

3. The water data: the customer’s analysis and the treatment goal.

4. The proposal: options and lines, texts, pricing.

5. Approval of any discount above the salesperson’s authority.

6. The document: preview, mark ready, issue. The Word and PDF files land in the opportunity’s folder.

Everything else (catalogue, pricing rules, templates, administration) is set up once by the administrators
and used every day by the rest.
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Sign in and roles
Open the app’s address, https://qtflo.com, and sign in with your email and password.

Your account

New accounts arrive as an invitation link from an administrator; the link asks you to set a password once.
If no mail reaches you, the administrator can copy the link from the Users page and send it another way.

Account (your name, top right) holds your name, job title and phone, which print on the proposals you
issue, and your password. Change the password you were given on first use.
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Roles and scope

What you see depends on your roles. Each is held for the whole company, one region or one country:

Sales works customers and opportunities in their scope and issues proposals.

Commercial admin sets prices and rules and decides approvals.

Operations manager decides approvals and reads opportunities.

Content admin keeps the catalogue and the templates.

Super admin keeps users, the organisation and the system.

An opportunity outside your scope is not shown anywhere, and its address answers "not found". The
database enforces the same rule behind the application.

Signing out

Sign out is under your name. A session ends by itself after a long time without use; signing in again
continues where you were.

QuoteFlow manual · page 6 of 44



My work
The home page after sign-in: what waits for you, your follow-ups, and the sales figures of what you can
see.

What waits for you

The list at the top names the proposals that need you: an approval to decide, a proposal about to expire, a
draft that has not moved for a while, a decision that came back. Each row opens the proposal.

Follow-ups

Your open follow-ups from the activities you logged or were handed, the earliest first, with Done to close
one. An overdue follow-up is marked.

Sales

Mine shows your own opportunities; Everything I can see the whole scope of your roles. Open pipeline,
win rate and value won over the last 90 days, the pipeline by stage, the proposals by status, and issued
and won value over six months. Click a tile to open the list behind it.
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Notices

The bell holds the notices sent to you: a proposal expiring, a template retired, a catalogue price changed
on one of your drafts, new pricing rules, a follow-up handed to you, an approval decided. A notice opens
what it is about.
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Customers and activities
Customers lists every customer with its industry, place and open opportunities.

A customer

A customer has a name, industry, address, classification, notes and contacts. Its page shows its
opportunities and what they add up to, its contacts, and its activities.
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Activities

Activities are the CRM: a call, meeting, email or note, dated, with a follow-up date when something is to
be done and an owner for that follow-up. The owner is yourself, or a colleague who can see the
opportunity. Follow-ups appear on My work; the owner is told the day it falls due.

Log activity on a customer’s or an opportunity’s page opens the form: kind, date, what was said, and the
follow-up date and owner.

Anyone who can see an activity’s opportunity and edit customers may read and log activities; only the
author edits or deletes one.

Export and import

The Customers page exports every customer with its contacts as CSV, and imports a CSV after a dry run
that shows what would be added or changed before anything is written.
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Opportunities
An opportunity is one request from one customer: a site, a location, the intervention type (planned,
emergency, multi-year), the water application, the water source, the sales region and country, the
expected order date, the rental period (start and end, or "to be determined"), a stage and a probability.
The reference is generated from the organisation’s pattern, for example MWS_GER_26_10_CFK_Inc .

A new opportunity

New opportunity asks for the customer and contact, the sales region and country, the site, the requested
period, the intervention type, the water application and the expected order date. The reference is given
when the opportunity is created.
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The board

View: Board shows the open opportunities by stage: lead, qualified, proposal, negotiation. Drag a card to
the next stage. Each column heads with its count and value.
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An opportunity’s page

The page holds the general data, the water data and treatment goal, the files, the proposal and the
activities.

Closing an opportunity as won or lost happens here. A loss asks for its reason (price, competitor, timing,
no budget, no decision, other) and an optional note; the reports count the reasons.

Files

The opportunity’s folders: 01 Customer Input , 02 Proposals , 03 Contract , 04 Technical , 05
Handover , 06 Communications , as the administrator names them. Pick a folder, upload into it, download
from any. Issued proposals land in 02 Proposals  by themselves.
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Owner and reassignment

The owner edits an opportunity, its water data and its proposal. A super admin or commercial admin can
reassign it to another salesperson; the new owner is told.
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Water data
The customer’s analysis of the inlet water and the treatment goal, entered on the opportunity’s page. The
parameters asked are those the content admin defined for the water application (Catalog, Water
parameters); a required parameter needs a value or a waiver with a reason before the proposal can be
marked ready.

QuoteFlow manual · page 16 of 44



QuoteFlow manual · page 17 of 44



One row

Value: a number (the typical or average figure), or words where the customer gave none: "not
measured", "< 0.1".

Maximum: beside the number, for the inlet water. An average alone, or an average and a
maximum; the document prints the Maximum column only when a printed parameter has one.

Status: measured, estimated, missing, or waived with a reason.

Source of the value: where it came from, for example "Lab report 2026-09".

In proposal: untick to keep the value on the opportunity without printing it.

A row without a value is not printed.

Your own parameters

Add a parameter under a group writes a parameter for this opportunity alone: a name, a unit and a value.
It prints after the defined ones, in the order written, and is marked "On this opportunity only". Ask the
content admin when a parameter should become a standard one.

Saving

Save water data writes the whole section. The summary line says how many required values are still
missing; the proposal’s Water data and Treatment goal steps show the same.
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Building a proposal
From the opportunity, Start proposal opens the builder: eight steps across the top, each marked when it
still blocks the proposal, and a readiness gauge on the right. Work in any order; the proposal cannot be
marked ready while a step is blocked.

The live preview

Show preview in the header keeps the document beside the steps, as the customer will get it. It renders
again a moment after each saved change ("Changed, rendering shortly…", then "Up to date"); Refresh
renders now, Open in new tab gives the current PDF. The browser remembers whether the pane is open.
An issued version has no preview: its documents are on the Generate step.

1. General, 2. Water data, 3. Treatment goal

The opportunity’s data and the water data as they will print, with the readiness checks on them. Edit them
on the opportunity’s page.
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4. Options

One or more options the customer chooses between ("Rental of 1 × IPF10", "Emergency supply for 21
days"), each with a rental duration and comments. Lines inside an option:

Rental equipment from the catalogue: price per day × the duration.

Service and consumable items, transport, external supplier items, post-rental work.

Optional lines, printed as extras outside the option’s total.

Add line picks the kind, then the catalogue item and the quantity:
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A line from the catalogue takes its description, unit and price from there; a custom line is written by hand
and always needs commercial approval.

5. Texts
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The cover message, the project understanding, the process description, assumptions and exclusions. The
template decides which are required; the others print when filled.

6. Pricing

Every line with its list price, the discount you ask for, and what the pricing rules allow your role. A discount
above your authority marks the line "needs approval" and blocks the proposal until it is decided.
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7. Approval

Preview PDF shows the proposal as the customer will get it, before anything is sent. Request approval
sends the lines that need a decision to the commercial admins with your comment; the proposal is read-
only until every line is decided.
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Withdraw request takes it back. The decision (approved, approved at a lower discount, rejected) shows
here and as a notice.

8. Generate
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Pick the template (the company’s proposal, or a shorter one), switch off the optional blocks the template
allows, Preview PDF again, then Mark ready and Issue proposal. Issuing renders the Word and PDF
files, appends the datasheets of the rented equipment, stores both in the opportunity’s 02 Proposals
folder and freezes the version.

Revisions and comparison

An issued proposal never changes. New revision copies it as R2, R3, …; the earlier documents stay
where they are. Compare on the version bar shows what changed between two versions: general data,
water values, options, lines, prices, texts and approvals.
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Notices while a draft is open

The catalogue price of one of your lines changed: the line is marked, and saving it takes the new
price.

Your template version was retired: pick another on the Generate step.

New pricing rules make a line need approval: the Pricing step says so.
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Approving discounts
Commercial admins and operations managers see Approvals: the requests waiting in their scope.
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One request

The proposal, the requester’s comment, and each line with its list price, the requested discount, the
owner’s own authority and the rule that applies. Decide each line:

Approve: the line keeps the requested discount.

Approve a lower discount: the line takes the figure you enter.

Reject: the line goes back to the owner’s authority.

Approve all I can decides every line within your own authority at once. A note is optional and travels to
the requester. Show preview in the header shows the proposal document itself under the header, so the
decision is taken with the document in view.

The requester is told, the proposal unlocks, and the decision stays on the proposal’s Approval step.
Reports keeps the figures per approver and outcome.
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Catalogue
Catalog holds what proposals are built from. Content admins keep the technical content; commercial
admins keep the prices.

Equipment

A type per rentable unit: code, name, family, description, specifications, a photo and a datasheet (a PDF
appended to every proposal that rents it). The commercial admin sets its price per day.
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Families, service items, external items

Families are the technologies (ultrafiltration, reverse osmosis, DAF, …). Service and consumable items
and external items have a unit and a list price; the unit prints beside the quantity ("2 days", "4 cans").

A price change reaches open drafts as a notice; issued proposals keep their prices.

QuoteFlow manual · page 31 of 44



Water parameters

The list asked on every opportunity: key, label, unit, group (inlet or treatment goal), type (number or text),
the applications it applies to, whether it is required, and its allowed range. A parameter marked inactive is
no longer asked but keeps its old values.
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Pricing rules

A rule set has an effective date and rows. Each row sets, for an intervention type, a deal size or a
duration, the maximum discount each role may give without approval and the minimum markup. The first
matching row decides.

Publishing a new set tells the owners of drafts whose lines now need approval. Disclose authority lets
salespeople see their own maximum discount before they ask.
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Templates

Templates lists the proposal templates. Each has versions; one version is active and the proposals use it.
A version is either built in the app, or an uploaded Word file with merge tags (the builder’s field list names
every field).

QuoteFlow manual · page 34 of 44



A template

New version copies the active one or starts from the shipped starter; a new version is edited until it is
activated, then it never changes. Retire a version to stop its use; the owners of drafts that use it are told.
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The builder

A built version is a sequence of blocks laid on a look, a Word file that gives the cover, contents, headers,
footers and paragraph styles:

headings and rich text with merge fields;

the water tables (inlet, with or without the Maximum column; treatment goal);

the equipment descriptions, the rental periods, the price tables, the optional extras;

a picture from the picture library, with a caption;

the list of datasheets.

A block can be optional, so a salesperson may switch it off on one proposal, or shown only when its data
exists. The builder saves as you type, lists problems, and previews with sample data. Activate freezes
the version.

Show preview keeps the rendered template beside the blocks, filled with the sample proposal, and
renders it again after each save; so a change to a heading or a table shows within seconds.
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Document language

The Organization page sets the document language, which formats dates and numbers in every
document.
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Reports

Over the opportunities you can see: the pipeline by stage with weighted value, win rate and lost reasons,
approvals per approver and outcome, activity over time. Filter by region, country, owner and period. Each
report prints as a PDF.
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Administration
For super admins.

Organization

Company name, legal name and address (printed on proposals), currency (locked once proposals exist),
units, the reference pattern, proposal validity, the expiry warning and stale draft thresholds, how long
notifications and the audit trail are kept, the document language, and the regions and countries with their
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codes in references.

Users

Invite a user with roles and scopes, change roles, deactivate (an owner with open opportunities is handed
over first), reissue an invitation link.
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Document folders

The folder names every opportunity gets, and the upload rules.
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Audit log

Every change with who, when, from where and what; filters by action, actor and period; export.
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System

Sample data: load a fictional company to look around, only into an empty instance; remove it
again.

Stored files: the nightly check lists documents whose file is gone; run it now.

Database access: whether the database enforces the region and country rules behind the
application ("In force").
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Everyday answers
1. I cannot see an opportunity a colleague mentions.

You hold no role in its region or country. A super admin adds one.

2. Mark ready is disabled.

A step still blocks: the mark on the step and the readiness panel say which. Lines needing approval
block until they are decided.

3. The preview or the issue says the PDF service is unavailable.

The service was asleep; try again in a minute, or press Refresh on the preview pane. An issue that
fails retries by itself.

4. The preview pane stays grey.

The browser has no PDF viewer of its own (some mobile browsers). Open in new tab shows the
document there.

5. A download says the file is missing.

The stored file was removed outside the app; the System page’s check lists all such files. Issue a
new revision to get fresh documents.

6. The customer’s analysis has a parameter we never defined.

Add it under the group on the water data section; it is kept for this opportunity only. Ask the content
admin if it should become a standard parameter.

7. We do not want a value printed.

Untick "In proposal" on its row.

8. A proposal was issued with a mistake.

Issued versions never change: make a revision, fix it, issue R2.

9. The customer gave only a maximum.

Leave the value empty and fill the maximum; the document prints a dash for the average.

10. Who sees my activities?

Anyone who can see the opportunity and edit customers; only you edit or delete yours.
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