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6Answer all required questions.
To Print-Email, or Save, 
click the respective buttons.

To start a new quote, select the 
New Quote icon.
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To create a new line item, select 
the New icon.

Use the �nish options to build a 
new item, copy, or exit.

Click Qty to change the 
quantity.
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Global Changes
Edit many lines at once

Preferences
Set default preferences for questions

1 To set a default preference for your 
questions, click the Pref icon. 1 To edit many lines at once, click the GC 

icon.

2 Select what you would like defaulted, 
and choose your new option. 2 Select what you would like changed, 

and choose your new option.

3 Select which line items you would like 
them applied to.  To select multiple, 
Control-Click or check Apply to all.

4 Click Apply when �nished.

3 Click Save when �nished.


