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Training and Support
Training
In order to gain the most benefit from your investment and utilise EQ to its full potential, we offer a variety of training
courses to suit all users and systems.

Details of our standard courses can be found at https://www.compusoftgroup.com/training/.

Alternatively, please call us on 0845 6031370 or email training.eq@compsuoftgroup.com and we will be pleased to talk
through your options.

Accessing Support
1. Click Help > Help Options on the topmenu bar for the following options:

2. Alternatively, click Help > About EQ Software for Contact Information:

3. Press the F1 key on your Keyboard for context-sensitive help from anywhere within EQ:
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Loading Supplier Catalogues
You can download catalogues from our server so that you have the most up-to-date catalogues.

Part 1 - Download Catalogues
From the main screen click the drop-down arrow under Product Catalogues and select Download Catalogues.

Note: If you are prompted for a registration key (displayed as # signs),
please call 01827 839259 and speak to software support. Enter the key
provided and click Update Settings.

All the suppliers that are available to you, on general release, are listed alphabetically.

Premium Suppliers are
listed separately
underneath this list.

1. Click the + next to a supplier’s name to show the catalogues they have available
2. Put an X next to each brand of catalogue you want to load.

Go down the list of suppliers and pick the ones you need
3. Click Download Selected Catalogues to start the download.

You can continue to use EQ at the same time until the catalogues are downloaded.

EQ Net will downloadcatalogues in the backgroundand will inform youwith a popup notification as theyare downloaded.

Hints & Tips

Only download a small selection of catalogues from your main suppliers
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Part 2 – Import Catalogues
Click on the same drop-down arrow as you did on Part 1, but this time select Import Downloaded Catalogues.

This list shows only the catalogues recently downloaded.

Click All Catalogues. Click Import Catalogues to begin loading.

Please wait while this completes. DO NOT interrupt the procedure as it will corrupt your data. When completed, you will
be presented with a systemmessage asking you to close and re-open EQ
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Configuring Catalogues
IMPORTANT
Once you have imported your catalogues, you MUST configure them with any discounts you receive from your Suppliers,
and the margins you wish to make. These are default settings but can be overridden in other parts of the system.

To configure your catalogues, click the Supplier List icon on your top toolbar, choose a supplier and click the
Catalogues button on the left.

Here you will be able to see a list of all the catalogues you have downloaded for that supplier.

In the example above, the supplier has provided a mixture of both trade and retail prices for different catalogues. The
first thing you will need to do is set your method of pricing using the Priced column.

Supplier Margin Allows you, as the supplier of these products to your customers, to set your own margins against the
catalogue. It is recommended to use this option when retail price is not available (see below), or
when you wish to sell products at more or less than the supplier’s recommended retail price.

Retail Price Uses the supplier’s retail price for this catalogue.

Product Margin Will require additional configuration. Allows you to set a specific margin against product types, for
example if you want to make 30% margin on all hobs, regardless of the manufacturer. It is not
recommended to use this option.

Once you have set your pricing method, you will then need to enter the relevant figures. EQ works best when set to use
margins – please see Appendix 4 for the comparable margin/mark-up conversion table and assistance with working this
out.

IMPORTANT NOTE
All catalogues, for all suppliers, must be configured prior to use. You are responsible for ensuring that all catalogues are
configured correctly.
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Checking your Prices
Finding Products

Once downloaded, all your products will be listed in the catalogue database located on the toolbar.

Click the Search button on the left-hand side of the screen

Enter a product code or part of the product code into the Code box.

Single click on your desired item from the list of products to see further information in the bottom part of the window.

Click the calculator icon on the right-hand side to view your pricing information (exc. VAT).

Product Pricing Information

BasePrice- is the price that has been downloaded into EQ.
This is the price that the supplier of this product has given
to EQ and will usually match the price list they have
provided to you.

CostPrice-is the price of this item to you, to purchase this
product from the supplier as listed.

SellingPrice-is the price of this item to your customers.

Your cost and selling prices are calculated based on the
discounts and/or margins you have applied in the Suppliers
List > Catalogues window.

Click OK to close this window. Repeat for each price that you wish to check.
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Basic System Configuration
Entering your Company Details

Click the System Config icon on your main menu bar.

Select the first option, Your Company Details on the left. Enter your company information on the right hand side.

If you have a different delivery address, select Your Delivery Details and enter the relevant information.

You will also need to enter your VAT registration number which you can do in Currency/Tax Settings.

Click Update to save your changes and close System Config.
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Configuring your Quotation Layout
Open System Configurations and select Documents> Quotation Layout, then click theQuotation Group Settingsbutton
on the right.

Select how you wish to show
your prices for each of the
product groups.

No Prices Lists all items without any individual prices

All Prices Lists all items with all individual prices

All Prices + Sub-total Lists all items with all individual prices and the sub-total for that product group

Sub-total Lists all items without individual prices but shows the sub-total for that group

Group Products – Priced Groups all items together and shows the price for the product group

Group Products – Unpriced Groups all items together without a price for the product group

The below example shows what a quotation might look like with the following settings applied:

Furniture: Group Products –
Unpriced

Doors & Accessories: Group
Products – Priced

Appliances: No Prices

Lighting: Sub-total

Sinks & Taps: All Prices + Sub Total

Surfaces: All Prices

Remember to click Update on any windows to save your changes.
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Adding your Logo
You can display your company’s logo as a header to the EQ Software documents.

Part 1
• In EQ, from System Config, under Documents click General Layout
• Tick the box Show Company Logo. This displays the graphic on each document
• Click Update
• Close EQ

Part 2
By default, the graphic contains “Your Name Here Ltd” text but this now needs replacing with your own logo. You also
need to include your address details because the graphic fills the top section of the documents and replaces the address.

• OpenMy Computer to browse to C:\Program Files\Easyquote4 and find the file userlogo.bmp

• Right click the file and go to Open with… and pick Paint. (NB If you use other graphic editing software you can use this
to make the changes, but these instructions show the use of Paint)

• To remove the default contents, click the Select tool and drag across from the top left-hand corner to the bottom
right-hand corner, to select everything in the current image. Press the Delete key on your keyboard

• You can copy and paste your company logo into this image and position it. You can also insert text for the
contact details by using the A button

• There is no limit to the contents of this image but ensure that the graphic is always kept at the same size (720
pixels by 124 pixels)

Save the graphic when you are finished and return to EQ. Go to a print preview (Product Information, for example) and
you will see the new graphic appearing as the header. If you make amendments to the logo, restart EQ before going to
print.
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Backing Up your Data
It is strongly recommended to back up your data regularly. You will need to ensure that everyone apart from the
Administrator is logged out of EQ.

Click the SystemConfig drop-down arrow from the mainmenu barand select
Backup.

You might want to consider changing the location of the backup
file, which can be done by clicking the icon and choosing
another location, such as a memory stick or an external hard drive.

(This location can be changed by default in System Config > Miscellaneous
Configuration > Backups.)

Click Backup.
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