
Dashboard
The ‘Dashboard’ dialog serves as the home page for the HGI Web Center.  This page provides an outline of the 
functions available to users.  

The image below represents the dashboard for the HGI Web Center user at the Dealer level.

Open Orders
The ‘Open Orders’ section of the Dashboard shows all orders pending at the Manufacturer:
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The ‘Orders’ section displays open orders on the Home Guard Side.  The orders displayed have been 
uploaded from Web, Remote Order Entry, or originated in Home Guard's internal order entry 
system.

o In Process - The order was acknowledged by the Manufacturer.
o Shipped - The order was shipped.
o Partially Shipped - The order was partially shipped.

• Mfg Customer - Manufacturer’s name and site.  This column is only visible to users assigned to multiple
manufacturing sites for a single customer.

Quotes
The ‘Quotes’ section of the ‘Dashboard’ (bottom portion) lists all non-expired quotes currently pending in Web entered 
by the Dealer.  These quotes have not been uploaded to the Manufacturer.

When the Dealer is logged in, the quotes screen will show Dealer quotes. Select the ‘Company Quotes’ from the quote 
type drop down to view ‘Company Quotes’.  The image below illustrates the Dealer’s view of the ‘Company Quotes’ tab.

• Order - Order number assigned. Selecting on the order number link will display the ‘Order Status’ page for the 
order.

• PO Number - Purchase order number for the order.
• Customer Ref. - Job reference for the order.
• Total - Total cost to the Dealer including taxes and surcharges.
• Est. Delivery Date - Estimated date the order will be delivered to the customer. This column supports

sorting to sequence the visible orders by the Estimated Delivery Date. This column header label is
defaulted as ‘Est. Delivery Date’.

• Status - Current status of the order. Orders can have the following statuses:
o Received - The order was received by the Manufacturer.
o On Hold - The order has been placed ‘On Hold’. The image below illustrates the ‘Header Information‘ Order 
Status’ page of the order that has been placed ‘On Hold’:
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Add Quote
Users logged in as Dealers can enter quotes via the ‘Add Quote’ screen.  To add a quote, select the ‘Create Quote’ 
button on the Dashboard or within Quote Maintenance.  If required, select the user’s site from the ‘Mfg Site’ 
dropdown.  In the ‘Customer’ drop-down, select the for whom the quote is intended. 

The ‘Add Quote’ screen is broken up into four sections as seen below.  Each section can be viewed by selecting the 
header to expand each section.

• Mfg Customer - Manufacturer’s name and site.  This drop down is only visible to users assigned to multiple 
manufacturing sites for a single customer.

• Customer - Web customer assigned to the quote.
Note: If there are no existing customers setup, a quick quote customer will be created with the default 
settings from Home Guard. This customer will be dealer’s name in {}s.  The pricing method for this quick 
customer defaults to Discount From List.

• Quote
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o Measurement Type - Imperial or Metric.
o Status - Status of the quote.  The two status values to choose from are ‘Available’ and ‘On Hold’.  Users can 

determine the default status in ‘Setup’ >> ‘Company’ >> ‘Settings’ >> ‘Default Quote Status’.
o PO Number - Purchase order number for this quote, not the Manufacturer’s PO Number.
o Customer Ref - Contractor job reference for this quote, not the Dealer’s Ref.
o Quote Contact - Person to contact regarding the quote.
o Quote Comment - Any comments regarding the quote.
o Notes - Any notes regarding the quote. (These will not be seen by Home Guard when uploaded)

• Sales

o Salesperson - Personnel in the Dealer’s company responsible for the sale.
o Terms - Preconfigured in ‘Terms and Ship Via’.
o Markup Mult - Percentage of markup from the Manufacturer’s price (If pricing is set based off ‘Discount

from List’ or by ‘Gross Profit Margin’ then this field will change accordingly).  When this field is changed
after line items have been added to a quote, all pricing will be recalculated to reflect the new value even if
the price has been overridden (excluding web-only charge parts).

• Billing Address - The address all financial information will go to.  This information defaults to the information
configured on the customer but can be edited here.
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• Shipping Address - Address to which the order will be shipped to.  Marking ‘Same as bill address’ will use the
same address entered for billing and will not be editable.  This section will also allow for ship via to be selected,
drop ship to be checked, and comments to be entered.

• Mfg Shipping Address - Enabled if the manufacturing site had multiple ship to addresses configured through
Core.  Allows the user to select from the list of configured address.  This is the address the manufacturer will
ship the order to.  Disabled if Drop Ship is checked.

Quote Entry
Quotes may be created and modified by Dealers in ‘Quote Entry’.
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The ‘Quote Entry’ screen includes two sections: ‘Quote Header’ and ‘Line Item Grid’.  ‘Quote Header’ displays the details 
entered in the ‘Add Quote’ screen along with some additional functions.  In the ‘Line Item Grid’, the user will add items 
to the quote. 

Quote Header
The ‘Quote Header’ contains the following:

• Quote Information - Displays important information regarding the quote.  When the Quote Entry screen
first· opens, the quote information will be hidden but can be viewed by using the ‘More’ icon below the
Customer· Name.  To edit the quote information, select the ‘Pencil’ icon located at the top right of each
informational· section.  It will display the ‘Edit Quote’ page, which is like the ‘Add Quote ’ page, with a section
expanded based on which pencil icon was selected.  When all information is entered, select the ‘Save’ button to save
the· information and return to the Quote Entry screen.

• -      button closes the quote and displays the dashboard.  Selecting this button will not prevent· the quote
from being modified in the future.  The user can return to this dialog and edit the quote (including· changing the
customer) at any time until it expires or until it has been uploaded to the Manufacturer.

• - The ‘Print’ button prints the selected quote report in PDF format.  The following selections are all
variations· of the ‘Quote’ report that can be printed.
o Quote
o Quote w/o Pricing - Quote without line item pricing, item subtotal pricing, and total pricing.
o Quote w/o Line Item Pricing - Quote with only subtotal and total pricing.
o Quote List - Quote with list pricing.
o Quote Selling - Quote with list and normal pricing.
o Quote Accounting - Quote with list pricing, price book pricing, costs and margins.

• - The ‘Download’ button allows the user to save the quote as a Word or Excel file as well as in a CSV and
XML·  format.
o CSV - Exports the quote information to a csv file format.  The quote export file name will be
{quotenumber}.csv.

• - Displays ‘Global Options Changes’ dialog.  This allows the user to globally change options for all line
items· and alternate wizard selections on the quote.

In this image, the question selected from the ‘Question’ drop-down was WINDOW COLOR.  Under 
the ‘Old Option’ drop-down, WH - WHITE was selected; under the ‘New Option’ drop-down LO/
WHITE - was chosen.  Select ‘Change’.  The following screen will appear, confirming and saving the 
change.

If the option selected supports option values, the ‘Old Value’ and ‘New Value’ dropdowns will show.  The user 
will then be able to change the option values as well.  Once changed, the new value can be adjusted by selecting 
the pencil icon and selecting a new value from the dropdown in the items before saving.6



• - Copies the entire quote to a new quote.

• - Deletes the current quote.

Line Item Grid
The ‘Line Item Grid’ displays the list of items that are being ordered on the quote. 

The following information can be found in the ‘Line Item Grid’:
• Item - Numeric identifier for the sequence of the line item on the order.
• Qty - Quantity being ordered.
• Part - Part being ordered.
• Size - Ordered height, width, and thickness of the part.
• Price - Calculated price of a single part.
• Total - Total price of the line item give the part price and quantity.
• Options - Below each line item is a comma delimited list of the options selected for the part.
• Surcharge - Total amount being applied to the order by surcharges.  Clicking the link will display a list for

surcharges and the values associated with them.
• Subtotal - Summation of all line item totals and surcharge value.
• Tax - Total tax calculated for the order.  Clicking the link will display a list of the taxes and percentages being

applied to the quote.
• Total - Summation of the subtotal and tax on the quote.
• Entered By - User that created the quote.
• Date - Date the quote was created.
• Expires - Calculated date of when the quote is set to expire.

The currency the quote displays will be the ‘Order Currency’ of the customer.  The format of the values, including 
comma and decimal separators, will display based on the culture settings of the browser being used.

Entering a Line Item
Users can enter line items to a quote using two different methods.

Conventional Method
To enter line item information using the conventional mode, complete the following:

1. Select a category from the left drop-down list.  This will filter the part list to only the parts that exist in the
selected category.

2. Select a part from the right drop-down list.

3. Select ‘Add’ to view the ‘Item Properties’ screen.  This screen allows the user to configured the line item
quantity, sizing and comments.
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Enter the required information in the following fields:
o Quantity - Line item quantity.
o Call Size - Width and height of the ordered part in using the industry standard call size.  The value entered in 

this field will be converted to the specified measurement type on the quote header and the converted value 
will be displayed in the Width and Height fields.  The standard format of this field is FIFI where F = Feet and I 
= Inches.

o Width - Width of the ordered part.  Decimal or fraction values may be entered (disabled when a call size is 
selected).

o Height - Height of the ordered part.  Decimal or fraction values may be entered (disabled when a call size is 
selected).

o Line Item Comment - Field to enter any necessary comments regarding this specific line item.

4. Select ‘Add’ to view the ‘Add Quote Item’ page.  This screen allows the user to select options for the line item.
the line item quantity, sizing, options, and comments.  The following image shows an example of an ‘Add Quote
Item’ page for a single window.

Note: The header at the top of the screen indicates the part number and quote number of the part being added.
If an existing part is being edited, the line item number will be appended to the end of the header.
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7. Users can see an image of the quoted item by choosing ‘Preview’.  The default view is from the outside.  Select
‘Inside’ to change the image view from the inside.  While viewing from the inside, the user can go back to the 
outside view by selecting ‘Outside’ .  Alternatively, the user may select ‘Both’ to see the inside and outside view 
side-by-side. 

5. Configure Options.  If an option is required, the user will not be able to make further selections until the
required choice is made.  This option selection process is much like the ‘Options Wizard’ found in ‘Order Entry’ in
Core.

6. If validation exceptions occur, work to resolve the issue identified by each.  Exceptions are generally a
result of a poor combination of options and/or sizes, so making necessary changes to options can resolve the
exception. Line item validation is configured in Core specifically for each part.  There are three types of exceptions:
Info, Line Item Exception, and Block.

o Block - A block exception will display in the Option Wizard screen with a red brick icon.  These exceptions
will prevent the user from adding the line item to the quote.  The user must resolve the exception before Option
Wizard can be finished.

o Line Item Exception - A line item exception will display in the Option Wizard screen with a yellow icon.
These exceptions will cause the line item to turn read and will display in the line item exceptions and policies screen
when attempting to acknowledge the order.

o Info - An info exception will display information in the Option Wizard screen with a blue icon.  These
exceptions do not display in the line item exceptions screen on the quote; does not cause the line item to turn red.
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8. To see a summary of the item’s options, select ‘Options’.

9. To view the estimates price of the item and options selected, select ‘Pricing’.

Note: User must have permission to “View Pricing” in order to see the Pricing tab.

When all fields are completed and required options have been configured, ‘Add’ will appear.  Select ‘Add’ to 
add the line item to the quote.
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10. To edit a line item, select the link in the ‘Part’ column, to display the ‘Edit Quote Item’ screen.
11. To view an image of the unit, select the thumbnail and a larger image will open for all standard option wizard 

parts. 

12. To view the surcharges, select the ‘Surcharge’ link.

13. To change the quantity of an item, enter the new amount in the provided field and select .
14. To view a line item price breakdown, select the link in the price column.
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The following fields exist in the ‘Order Item Price Breakdown’ dialog:
o Part Price - Price of the part.
o Item Weight - Weight of the item selected.
o Overall Weight - Weight of the ordered item and sub line items.
o Item Cost - Cost for the item.  Will be the same as overall cost when the ordered part does not have sub line

items.  However, when the ordered item has sub line items (that have a cost), the overall cost will exceed
the item cost.

o Overall Cost - Sum of all item costs on the ordered item and all sub line items.
o Item Sq. Ft. Price - Sum of the part and option prices for the item per square foot.
o Overall Sq. Ft. Price - Sum of all part and option prices on the ordered item and all sub line items per square

foot.
o Item Price - Sum of the part and option prices for the item.  Will be the same as overall price when the

ordered part does not have sub line items.  However, when the ordered item has sub line items (that are
priced), the overall price will exceed the item price.

o Overall Price - Sum of all part and option prices on the ordered item and all sub line items.

Note: If a price is overridden, changing any manufactured-priced options will recalculate the overridden price.

15. To view the tax assigned to the order, select the tax link.
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16. Use  to copy the current line item and paste it at the end of the quote.

17. Use  and  to re-order the line items.

18. Use  will delete the line item from the quote.

‘Quote Entry’ can be accessed by selecting the quote number for the intended quote from the Dashboard or from 
Quote Maintenance.  

Quote Maintenance
The ‘Quote Maintenance’ screen provides a centralized location in which quotes can be uploaded, edited, and / or 
deleted.  To access the ‘Quote Maintenance’ screen, select ‘Quotes Maintenance’ from dropdown menu.

Note: The number of quotes that display per page defaults to 10; however, that value can be changed by using the ‘Rows 
Per Page’ drop down.

The drop-down contains the following quote classifications to manage quotes:

• Available - Quotes that have been entered except those with a status of ‘On Hold’.
• On Hold - Quotes placed on hold.  This occurs in the initial ‘Add Quote’ screen.
• Uploaded - Uploaded quotes.
• Expired - Expired quotes.  When accessed through the drop-down, the user can select the quote number.  This

will take the user back to the ‘Quote Entry’ screen where the expiration date of the quote will appear in red.
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Select ‘Renew’ button next to the expired date.  The following screen will appear:

To renew the quote with the same price intact, indicate ‘Preserve Price’ and select ’OK’.  To recalculate a new 
price, indicate ‘Recalculate Price’.  This will return the user to the ‘Quote Entry’ screen where the user can adjust 
the price by selecting the price. 

When viewing the expired quotes in Quote Maintenance, a ‘Delete Quotes’ button will appear at the bottom of 
the screen.  By selecting multiple quotes using the checkboxes in the grid, or the ‘Check All’ checkbox in the 
column headers, the ‘Delete Quotes’ button can be used to delete multiple expired quotes at the same time.

The following columns and action buttons exist in the ‘Quote Maintenance’ screen:

• - Select checkbox.  Check before uploading the quote
• Information - Displays icons to provide additional information regarding the quote.  The following icons may

appear for each quote:
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o - Quote has at least one line-item with an exception.  Clicking the icon will display a prompt with the
exceptions that exist on the quote.

o - Identifies quotes entered by the Contractor that have not yet been submitted.  These cannot be
uploaded, deleted, or copied by the Manufacturer’s customer.

• Expires - Date the quote will expire.

• Quote - Quote number that contains a link to the quote entry dialog.
• Date - Date the quote was entered.
• Customer - Customer’s name.
• Total - Quote total.  This value could change if the quote expires unless pricing is preserved.
• My PO Number - Unless the Dealer has indicated upon ‘Company’ setup that any ‘PO Number’ is to be 
overridden, this value will represent the ‘PO Number’ that was entered when the quote was entered.  If the 
Dealer has indicated that a PO number must be entered, select .

• My Customer Ref - Unless the Manufacturer has indicated in Company setup that any ‘Customer Ref’ 
identifier is to be overridden, this will be the ‘Customer Ref’.

• Est. Delivery Date - Estimated date the order will be delivered after it has been uploaded.  This field is 
read-only and updates daily until quote is uploaded to Home Guard.

• Requested Date - Requested delivery date by the web customer.  By default, this field is blank unless 
a contractor quote was submitted with a requested date.  This field can be edited by using the edit icon (as 
seen below) on the row.  A date can then be selected by using the date picker.  If the date selected does not 
fall on a valid shipping date for the customer in Core, a message will appear indicating this along with the 
closest valid shipping dates both before and after the date selected.  Once a quote is uploaded to Home 
Guard, a message will appear indicating whether or not the ‘Required Date’ on the resulting order is changed 
to the ‘Requested Date’ submitted with the quote.

• - Enter a ‘PO Number’ and ‘Customer Ref.’ These values will be uploaded to the Manufacturer as the 
‘Mfg PO Number’ and ‘Mfg Customer Ref’ on the order.  The default selections can be specified in the Dealer’s 
‘Company’ setup dialog.
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• Mfg Customer - Manufacturer’s name and site.  This column is only visible to users assigned to multiple
manufacturing sites for a single customer.

• - Converts the quote into a PDF formatted report that can be printed.

• - Copy the quote to a new quote and automatically open ‘Quote Entry’ for the new quote.

•    - Select to upload quotes.  The following message will appear:

1. Select ‘Yes’ to upload the quote(s).

Note: If Privacy Policy and Terms of Service are enabled, the user must select the checkbox agreeing to both before
the OK button will be enabled.

2. Whiles quotes are being uploaded, the screen will become disabled to prevent any unexpected changes while
the quotes are actively being uploaded.

3. If the quote does not upload, a message will appear that will provide a reason for the failure to upload:

4. Select  and make the necessary corrections. 
5. Repeat step 1.
6. Once the upload is complete, a confirmation screen will appear that lists all quotes successfully uploaded in
addition to any messages that apply to the uploaded quote(s).  The message column that appears after the completion
of the quote upload will indicate if the quote was uploaded without any changes or if there was some change to the
resulting order in Home Guard Order Entry.
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Note:  Customer quotes are submitted for uploading.  The Dealer uploads the quotes to the manufacturer.

Orders
Orders are uploaded quotes by the Web user or are entered directly by the Manufacturer.  The Dealer will be able to 
view both types of orders as they are processed by the Manufacturer.  This section outlines the tools available to 
monitor orders.

Order History
The ‘Order History’ screen gives the user a snapshot of the open and complete orders and quotes for a specified date 
range.  To access the ‘Order History’ screen, select ‘Orders’ >>’Order History’. 

After a quote has been uploaded to Home Guard Order Entry, those orders and quotes can then be viewed by 
changing the filter to ‘Uploaded’.  The number on the left of the screen is the Manufacturer’s order number.  All 
successfully uploaded orders will now display in the ‘Open Orders’ section of the Dashboard.  Uploaded quotes can 
be displayed in ‘Quote Maintenance’ with the ‘Uploaded’ filter selected.

• Order - Alpha-numeric identifier for the converted order in Home Guard Order Entry. 
Links to the order dialog.

• Quote - Alpha-numeric identifier for the quote.  Links to the quote entry dialog.
• Date - Date the quote was entered.
• Uploaded By - Name of the user (dealer) who uploaded the quote to Home Guard.
• Total - Quote total cost.
• Order PO Number - ‘PO Number’ entered by the dealer, now on the order in Core.
• Order Customer Ref - ‘Customer Ref’ entered by the dealer, now on the order in Core.
• Mfg Customer - Manufacturer’s name and site.  This column is only visible to users 

assigned to multiple manufacturing sites for a single customer.
• - Converts the quote into a PDF formatted report that can be printed.
• - Copy the quote to a new quote and automatically open ‘Quote Entry’ for the new quote.
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1. Once in the ‘Order History’ screen, specify a starting and ending date, and select ‘Submit’.
2. Indicate the type of order to display by selecting ‘Open Orders’ or ‘Complete Orders’.  The columns in each tab

are the same for both types of orders.

The ‘Order History’ screen details the following information:
• Order - Alphanumeric identifier of the order.
• Order Type - Type of order— ‘Order’ or ‘Manufacturing’.
• Date - Date the order was uploaded.
• PO Number - Purchase order number.
• Customer Ref. - Contractor job reference number.
• Total - Total amount of order including taxes and surcharges.
• Mfg Customer - Manufacturer’s name and site.  This column is only visible to users assigned to multiple 

manufacturing sites for a single customer.

Select the order number on the left to view the order status page, shown below (read only).
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Purchase History
Selecting the ‘Purchase History’ menu reveals the dialog displaying the total invoiced sales for a specified date range, 
total overall sales, item quantity, and percentage of item sales.  The user can display information by ‘Orders’,’ Parts’, 
or ‘Options’ for designated starting and ending dates.

1. Select ‘Customers’.  This will summarize Contractor information for all orders during the designated time.

2. Select either ‘Orders’ or the ‘OR’ from the ‘Customer’ column.  This will display the orders placed by the
selected Contractor.

3. Select either ‘Parts’ or the ‘P’ from the ‘Customer’ column.  This will display the parts ordered by the selected
Contractor.

4. Select either ‘Options’ or the ‘O’ from the ‘Customer’ column.  This will display the options associated with the
parts ordered by the selected Contractor.
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User Setup
Dealers can create administrator logins for their Contractors.  To view, create, edit, or delete logins, select the 
appropriate SalesPerson in the drop-down next to the ‘Add User’ button.

Customer Setup
When a Customer is selected from the list on the left side of the screen, a ‘Customer Logins’ button becomes visible.  
When this button is selected, it redirects the user to ‘User Setup’ and chooses the selected Customer in the drop-down 
filter (so the Dealer can create logins). 

Customer Quotes
The ‘Customer Quotes’ section lists all non-expired quotes currently pending in the Web Center that have been 
entered by the Sales Person.  The quotes appear in this tab until either the Dealer uploads the quote to the 
Manufacturer, or the quote is deleted or expired.

When the Dealer is logged in, the quotes screen will show both Dealer quotes and Sales Person quotes as shown in the 
‘Company Quotes’ section.  

The ‘Quotes List’ displays the following information for a pending quote:

• Quote - Quote number.  Selecting the quote number link will display the ‘Quote Entry’ page for the quote.
• Customer - Contractor.
• Date - Date the quote was entered.
• PO Number - PO number for the quote.
• Customer Ref - Contractor job reference for the quote.
• Total -Total currency amount for the quote including taxes and surcharges.
• Submitted - Checkmark indicating the quote has been submitted to the dealer.
• Status - Quote status.
• Expires - Date the quote must convert to an order so that the pricing given at the time the quote was entered

is preserved. Home Guard Industries controls the number of days that quotes can exist before they expire.
• Mfg Customer - Manufacturer’s name and site.  This column is only visible to users assigned to multiple 

manufacturing sites for a single customer.

All columns can be sorted by clicking on the column header.

If the Dealer opens a quote by selecting the ‘Customer Quote’ tab and selecting the quote number link, the phrase 
‘Submitted From Customer’ will be visible in red in the upper right-hand corner of the ‘Quote Entry’ screen.

Permissions
Two permissions directly affect the ability of Dealers to view or edit Contractor-created quotes.  These are 
‘View Quotes (Company)’ and ‘View Quotes (Customer)’ permissions.  Note that administrator Dealer users 
have both these permissions set automatically.
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The default permission is set to ‘Administrator’, equivalent to a standard user with all boxes checked. If a
‘Standard User’ is selected, permissions can also be selected. The following permissions can be selected:
o Approve Holds - Approve ‘Web Approval’ holds placed on quotes or orders by the Manufacturer.
o  Create / Modify Customers& Pricing - User will have the ability to create and modify Contractors, their

 accompanying information, and pricing.
o  Create / Modify Quotes - User will have the ability to create and modify quotes that can be uploaded to

 orders.
o  Delete Quotes - The user can delete quotes that have not yet been uploaded as orders.
o  Modify Quote Pricing - Allows the user to manually edit the pricing on quotes.
o  Modify Quote Taxes - Allows the user to manually edit the tax pricing on quotes.
o  Upload Quotes - Permits the user to upload quotes to the Manufacturer.
o  Upload Quotes with Exceptions - Permits the user to upload quotes to the Manufacturer even if line item

 exceptions exist on the order.
o  View Cost - View the cost from the Manufacturer for the line items on quotes.
o  View Pricing - View the pricing information for the Dealer for line items and quotes, as well as the pricing

 tab in options wizard.
o  View Quote Markup/Margin/Discount - View the markup/margin/discount pricing information for the

 Dealer for line items and quotes.
o  View Quotes (Dealer) - View quotes generated by the Dealer.

Permissions breakdown
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