Create and Manage Quotations and
convert to Sales, Order & Invoice in
RunOnweb

Go to runonweb.com

1. Introduction

In this tutorial, you will learn how to create, update, and cancel a quotation, as well
as how to convert a quotation.

2. Quotation Menu

Select the Quotation menu to open the Quotation list screen.

Select Quotation



https://www.runonweb.com/

3. New Quotation Button

Click the New Quotation button to start creating a Quotation.

Click New
Quotation

4. New Quotation

Date, Quotation by are already filled in. You can update them if needed.
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5. Select a customer

Search and select an existing customer.

Click Select a
Customer

[-Sc:ect a customer

Arul
+919789045678

Sakthi
+919092911223

Thamizhselvan
+919360633445

Velavan
+919626634567
L

6. Create new customer

Click + icon to add a new customer

Click +




7. New Customer Page

Enter the new customer details and click Add to save and select the customer.

New Customer

Phone

Name - = | Email

Date of Birth (i ]
dd-mm-yyyy GST Number Opening Balance

Address Linel Address Line2

Pincode

8. Select a product

Select a product from the dropdown. You can search by product name or code.

Products:

[-S(-:un a product

Apples-12 (50)-93.5

Crisp, sweet apples grown in the hills of Himachal Pradesh.

Apsara Erasers -12 (15) - 339

Smooth erasing and sharp tips, perfect for everyday school use.

Banana Chips (Salted) - 250g - 21 (65) - 88

Basmati Rice (Classic) - 24 (85) - 100

Premium long-grain basmati rice known for its aroma and flutfy texture.

7
%’ Crispy banana slices deep-fried and lightly salted, a Kerala favorite

Select a product




9. Product Selection Dropdown

Or click the arrow to find a product by its category.

Click here

10. Select the product category

select the product by its category

Bak@ry & Sweats Products Dry Fruits & Nuts Fruits & Vegetables

Select the product category

Hotel Food




11. Select Product

Select Product

Search by product name

13(255)-79

Select Product

12. Selected Product List

After product selection you can update the quantity, Purchase cost and Sale price of
the products.

Total Tax

Product Unit Quantity Sale Price Discount
Amount Exempt

@ Almonds KG X X O




13. Tax Exempt Checkbox

Select the checkbox to exempt the tax for a product.

Select Here

14. Other Optional Fields

Enter loading charge, unloading charge, transport charge and Special discount if
applicable.

Loading Charge Unloading Charge Transport Charge

Type

Payment
Special Discount Cash




15. Round Off

If the total value has decimal points, you can round it off.

Select Here

Round Off: (@ NoRound Off () Increase (0 Decrease

16. Amount Received

Enter the amount received from the customer

Enter Amount Received




17. Add

Click "Add" to create the Quotation

Click Add

H

18. Quotations list

You will be redirected to the Quotation list screen after the Quotation is successfully
created.
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19. Quotation Conversion

Click here to View the list of Actions.

Click here

20. Conversion List

You can convert this quotation into a sale, order, or invoice as per your
requirements.




21. Approve Conversion

Click "Yes" to confirm and approve the conversion.

Confirm

A new sale will be created from this quotation. Are you sure you want to
Convert?

22. Navigation

Click "Go To" to view the details of the newly created sale, order or invoice.

(% Quotation converted successfully. New sale 16 created X

X
Converted Successfully

Quotation converted successfully. New sale 16 created.

Ok Go To Sale 16




23. Converted Quotation

The quotation number is displayed at the top, indicating from where it was created.

24, Bill Number

Click the bill number to edit the quotation.

Click Bill Number




25. Edit Quotations

You may modify all fields except the customer. Additionally, you can add, update, or
remove products during the update process.
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26. View Conversion Summary

You can view the conversion summary of a quotation.

Conversions

Sales: 15 16

Orders: 12

Invoices: 6




27. Update Quotations

Click Update to save the changes.

Click Update

28. Delete Quotation

Click the Delete Quotation button to delete the quotation.

Click Delete Quotation




29. View History

Click the View History link to see the work history of this quotation performed by the
employees.

Click View History

View History

30. History

You can see who performed which actions and when in the history.

From Date To Date

B History - dd-mm-yyyy 0O dd-mm-yyyy O

@ User Converted to Sale 16 1 minutes ago

@ User Converted to Invoice 6 2 minutes ago

@ User Converted to Order 12 3 minutes ago

@ User Converted to Sale 15 5 minutes ago




31. Print

Click Print to generate and view, the bill.

Click Print

32. Download and Print Bill

You can print and download the bill.

Invoice
ABC Private Limited

Bill No: 7
Date: @2/10/2025
8ill To: Arul
+919789045678

[feem vame rica] |
[ W [ wew |

Sub Total: ¥260.00

Total: 260.00

Amount Received: ©.08

ealance Amount: 260.08

Previous Pending Amount:24,404.00

Thank You For Business

Authorized Signatory

Oharapuram, Dharapuras, Tamil Nadu, 624617
[T 1 | Phone




Thank You




