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Task 2 Day 2

Creating and Sending Estimates

Section 1: Creating an Estimate

1. LogInto Your S.P.A.R.K.S Business Dashboard

CRN Cnrint

» Open your web browser and log in to your S.P.A.R.K.S Business

Dashboard account.

2. Navigate to the Payments Section

e On alaptop/Desktop: Click on the Payments tab located in the left-

hand menu.

e On a Smartphone/Tablet: Tap the hamburger menu (three lines) in the

fop-left corner.
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BUSINESS DASHBOARD
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Q, Search
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Launchpad

Integrate Payment Gatewa
82 Dashboard 9 v Y
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[ calendars
0 Invoice(s) in Draft

£0.00

5] contacts
*§2 Opportunities

Tl Payments

Invoices & Estimates v | Documents & Contracts +

[New| i manage all invoices gene

(i) Connect at least one payment gate

» Select Payments from the menu options.
» Access the Estimates Feature

> At the top-left corner, click on the Invoices and Estimates dropdown.

> Select Estimates from the dropdown menu.
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3. Create a New Estimate
» Click the New button to start creating a new estimate.

. | Mew |
Invoices Documents
L Payment . [New] .
Payments & v & v  Orders v  Subscriptions Transactions  Products ¥ Coupons  Settings

Links
Estimates Contracts :
Estimates @ settings

Create and Manage all estimates generated for your business

0in sent 0in accepted 0 in declined 2 in invoiced

4. Enter Business Information

> Your business information should auto-populate based on your profile
settings. Verify that all details are correct.

» Change the Name of the document at the top of the screen to
reflect watitisi.e J. Smith Quote

{ Back J. Smith Quote{ ¢ Save m

. . Preview Notes
Business & Customer Information o
Add your business information and customer details to this estimate
Business Information
ESTIMATE
Kent Electrics f i
Kent Electrics
01634 553875
Unit G9 Innovation Centre, Maidstone Road
Customer Information Chatham, Kent MES SFA
Add Customer
Billed 10 Estimate  Issue
Add Customer @ No Date
EST3 December
5,2024
Expiry
Estimate Settings Date

December

Add dates and estimates information 12, 2024

Ag Dradiicic

5. Select or Add a Customer
In the customer information section, choose an existing customer from
your contacts or add a new customer by entering their details.
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6. Assign an Estimate Number and Expiry Date:
The system will automatically generate a unique estimate number.

7. Set an expiry date to indicate how long the estimate is valid.
These will be auto populated based on your set-up, however you can

override them.

< Back 1. Smith Quote

Business & Customer Information
Add your business information and customer details to this estimate

Estimate Settings

v
Add dates and estimates information @

CRN Cnrint
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Preview Notes

ESTIMATE

Estimate Number * (5)

EST-3 - +
Issue Date Expiry Date silled to
2024-12-05 20241212

Add Products
Choose or add new products from your product catalogue to this e :

astimate

ITEM

Kent Electrics

Estimate  Issue

No Date

EST3 December
5,2024

Expiry
Date
December

12,2024

NAME PRICE aty TAX
Products Add Tax Automatically

Subtotal $0.00
Item Name Price aty Taxes  Subtotal Amount Due (USD) $0.00

8. Add Products or Services

» Click on Add Products On the left-hand side. Then in the box that opens

select “+ Add Products”

» In the dropdown menu you can select a pre-loaded product/service or

you can select “Create Product”

9. If you Create A Product...
For each item, specify:

Name: The name of the product or service.
Description: A brief description (optional).
Quantity: Number of units or hours.

Price: Cost per unit or hour.
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Repeat this step to add multiple items as needed.

Review and Customise the Estimate

Check all entered information for accuracy.

Add any additional notes or terms that are relevant to the
estimate.

YVVYYVY

10.Save the Estimate
» Once all details are complete, click Save to store the estimate.
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Preview Motes

ESTIMATE

Kent Electrics

01634 553875

Unit G% Inmovation Centre, Maidstone Road
Chatham, Kent MES 9FA

Section 2: Sending the Estimate

Send via Email

After saving, locate the estimate in your list.

Click on the estimate to open it.

Click the Send button.

Choose Email as the sending method.

Review the pre-filled email content and make any necessary edits to
personalise the message.

Ensure the estimate is attached to the email.

e Click Send to email the estimate to your customer.

e 6 o o o \74
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Send Estimate

J. Smith Quote

(®) Email & Text Email Text

Email: cu customerl@example.com

Mobile Number: -

Additional options v

Gancet m

> Alternative Sending Methods

SMS: If you prefer to send the estimate via text message, select the SMS option
and follow similar steps to send the estimate link through SMS.

Share Link: You can also copy the estimate link and share it directly with the
customer through your preferred communication channel.

> Monitor Estimate Status

¢ In the Estimates section, view the status of each estimate (e.qg., Draft,
Sent, Accepted, Declined).
e Use filters to sort estimates by status or date.
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Invoices Documents
- Payment . Mew .
& v & v  Orders ¥  Subscriptions Link Transactions Products ¥  Coupons Settings
inks
Estimates Contracts
Draft Sent Accepted Declined Invoiced
Q Search
Estimate
Quote Name Customer Issue Date Value Status
MNumber
£1,650.0 .
New Estimate EST- 41 @ St Dec 4, 2024 0 ! Invoiced H
Nov 12 .
- ! X Invoiced :
EST-2 @ Ja 2024 £375.00 nvoice
Jim Dew Quote-1 EST-1 Ji.. Nov 5, 2024 £970.00 Sent :

Customer Actions

Customers can accept or reject the estimate directly from the link they
receive.

Once a customer accepts the estimate, it will be marked as Accepted
in your dashboard.

Convert Accepted Estimates to Invoices

For accepted estimates, click on the estimate and select Convert to
Invoice.

This action will generate an invoice based on the estimate details, which
you can then send to the client for payment.

You can add any variations to the invoice by selecting “Add product”
from the left-hand side and entering the details of the addition /
variation
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Preview Motes

(Accopted) ESTIMATE

Dec 6, 2024

Kent Electrics

01634 316279

novation Ctr,

Chatham, Kent MES 9FD
nttps:fwww.electricianinchatham.co.uk

Exercise:

ok OON -

/.
8.

9.

Create a Test Estimate

Follow the steps above to create an estimate for a test customer.
Include at least one service with a specified quantity and price.

Send the Estimate to Yourself

Use your email address to send the estimate.

Check your inbox to view the received estimate and understand the
customer’s perspective.

Accept the Estimate as a Customer

Click the acceptance link in the email to simulate client acceptance.
Verify that the estimate status updates to Accepted in your dashboard.

10. Convert the Estimate to an Invoice

1.

In your dashboard, convert the accepted estimate into an invoice.

12. Review the invoice details to ensure accuracy.

NOTE:

Watch out for today’s “Ask Me Anything” Post (AMA) at 3PM, where
you can ask any questions about today’s Task. Post questions only
in that thread.
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