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Quote Templates: 

Question:  What is a Quote Template and what is it used for?
Answer:   A Quote Template is way to customize your entry field default values for new quotes.  They are used to help speed up and maximize time efficiency in quoting a risk. 

 Question:  How do I create and set up a Quote Template ?

Answer: The following steps will assist you in creating and defaulting a Quote Template:

1. Open a new quote.

2. Go through the entry fields and change those that you would prefer to display differently.  (Note: if you do not want to default a vehicle make and model, DO NOT tab or click your mouse into either of those fields.  If you do, you will be forced to select a make and model)

3. It is not necessary to rate the quote.  Stop on the F5 vehicle tab OR Vehicle section, if you have Single entry turned on (IL & TX only).  

4. Once you have modified the fields to your satisfaction, click on the “File” menu located in the upper left corner of the screen.

5. Click on “Save As”.
6. When a submenu appears, click on “Quote Template”.
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7. A “Quote Template” box will appear in the middle of your screen.

8. You will see a default description as “New Template” in the field.

9. To name your template just type over this default description (some examples of template names that have been used are: Basic Full Coverage or Basic Liability.  The description can be what ever you want to name it).

10. Click the OK button when you have completed the description for your template.

11. Another pop up box will appear asking you if you want set this as your default quote template.  If you click the Yes button, all new quotes will use this template.  If you click the No button, the program will use the existing template for new quotes.

12. The set up for your quote template is completed.

13. Close the quote template by clicking on the “X” at the top left of your screen on the Tool bar.

Question:  Can I create more than one quote template? If so, how do I view all of them to choose the one I want to use for a new quote? 
Answer:  Yes, you can create as many quote templates as you would like.  However, you can only set one template as your default (the one that opens automatically when you click on the new quote icon located on the Tool bar 
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).

To view and select a specific template to start a new quote, do the following:

1. Click on your “File” menu at the top left corner of your screen.

2. Click on “New Quote from Template”.

3. A box with all of the quote templates that you have created will appear.
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4. To open a quote using a specific quote template, highlight the template description and click on the OK button.

Question: Can I edit a quote template?
Answer: Yes, by doing the following:

1. Click on the “File” menu and select “Edit Quote Template”
2. Select the quote template you would like to modify.

3. Make your changes to the fields that you need.

4. Once all of your changes have been made, Click on the File menu and select “Save Quote Template”. 

5. Close the quote template by clicking on the “X” on the Tool bar.

Question: Can I change my default quote template for the new quote icon?

Answer:  Yes, by doing the following:

1. Click on the “Tools” menu at the top of the screen

2. Select “Options”
3. Go to the “General” tab

4. Under the “Default Quote template” section, click on the drop down list to select your new default quote template.

5. Click on Apply, then OK.

Question: How do I delete one or more quote templates that I no longer need?

Answer: Deleting quote templates uses the same process as deleting saved quotes (Oct ’04 Newsletter):

1. Close all open quotes.

2. Click on the “Tools” menu and select “Quote Management”
3. From the submenu, select “Delete quotes”.

4. From the drop down list in the “Deletion type” entry field, select “Quote Templates”.

5. Click on the “List” button at the bottom of the screen to display all of your templates.

6. Uncheck those templates that you DO NOT want deleted (or choose the Select/Unselect option and then check those that you do want deleted). 

7. After all templates have been selected for deletion, click on the “Delete” button at the bottom of the screen.  You will get a pop up message asking you to confirm the deletion.

8. The display of your quote templates will be cleared when the deletion is completed.  Click on the “Done” button to complete this process.

If you have any questions on Quote templates or any other feature of the Comparative Rater, please feel free to contact our Support department at 1-800-383-3482, ext 2 or by email: Support@Turborater.com.

Link to October ’04 Tech Tips Newsletter – Quote Storage Management: Deleting Quotes
Link to November ’04 Tech Tips Newsletter – Communications with ITC
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