® PROPOSAL PACK WIiZARD

5 MINUTE QUICK START

IF YOU NEED ASSISTANCE AFTER FOLLOWING
THE SETUP INSTRUCTIONS AND VIDEO CONTACT US

You | Watch a video of these getting started instructions at:
https://www.ProposalKit.com/htm/videos-wizard-quick-start.ntm

Additional setup tutorials are available online at:
https://www.ProposalKit.com/htm/wizard-setup-tutorials.htm

The Proposal Pack Wizard is a Microsoft Word Add-In. This means
it is not a stand-alone program. The Wizard runs within Microsoft
Word and only within our Proposal Pack Wizard’s word document.

Enable the macros as soon as you first open the Wizard document
which happens during the Wizard installation. Look in the Word
toolbar for Add-Ins, click that toolbar, then click the RunWizard
button. 3 button clicks are all it takes to get the Wizard running.

STEP A: ENABLE THE MACROS

Follow the instructions in the first page of the Wizard Word
document for how to enable the macros. The Wizard program will
not run if you do not enable the macros.


https://www.proposalkit.com/htm/contact.htm
https://www.proposalkit.com/htm/videos-wizard-quick-start.htm
https://www.proposalkit.com/htm/wizard-setup-tutorials.htm

For Microsoft Word 2010 and greater you must click the Enable
Content button in the yellow bar next to the Macros are disabled
warning message which looks like this:

@ ProposalPackWizard_Win - Microsoft Word - O >
Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @ 9

o Marked as Final An author has marked this"$ocument as final to discourage editing. x
E\E) Security Warning Macros have been disabled. Enable Content x

If running Windows in S Mode you may also have to right click the
Wizard’s document in the install folder, click the General properties
tab then click the Unblock box or Unblock button.

STEP B: RUN THE WIZARD

Once the macros are enabled you can run the Wizard. Your
Wizard’s Word toolbar will look like this screenshot. Locate these
buttons on your Wizard document’s toolbar.

ProposalPackWizard_Win - Microsoft Word - O x

Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @ e

ProposalPack.Wizard. RunWizard A] Enable the macros
\ B) Click the Add-Ins tab
C) Click the ProposalPack.Wizard.RunWizard

Custom Toolbars




STEP C: FOLLOW THESE STEPS TO CREATE YOUR FIRST
DOCUMENT:

<l First - Install your Proposal Kit Professional, Proposal Pack, Title
Page Pack and/or Contract Pack product before running the
Proposal Pack Wizard. The Wizard will search for these
products, so they must be installed first. Proposal Packs, Title
Page Packs, Contract Packs and Proposal Kit Professional are
each downloaded and installed separately. We have hundreds
of template packages which plug in to the Wizard. Install
whichever product(s) you installed.

The Wizard does come with a very limited collection of plain
templates; however, it is meant to be used with one or more of
our other template products. Access to the complete range of
templates requires a template product.

J If you purchased and installed Proposal Kit Professional, you
will also see a blue icon on your desktop.

J If you purchased and installed a Proposal Pack template
product you will also see a red icon on your desktop.

If you purchased and installed a Contract Pack template
J product you will also see a purple box icon on your desktop.

J If you purchased and installed a Title Page Pack template
product you will also see a magenta icon on your desktop.



<l Second - Run the Wizard by double clicking the J Run
Proposal Pack Wizard icon on your Windows start menu or on
your Windows desktop. The icon looks like our logo with a
green background.

Different editions of Microsoft Word have slightly different
methods of enabling macros such as our Proposal Pack Wizard.

Refer to the instructions in the Wizard document for the specific
version of Word you are using. Enabling the Wizard macros is a
security step that is managed by and required by your Microsoft
Word software. This is a one-time only step you have to do
before you will able to run the Wizard software.

IF YOU DO NOT ENABLE THE MACROS ACCORDING TO THE
INSTRUCTIONS, THE WIZARD SOFTWARE WILL NOT RUN,
AND YOU WILL NOT SEE THE WIZARD INTERFACE SCREEN.

IF YOU DISABLED THE MACROS BEFORE READING THE
INSTRUCTIONS, RE-READ THE INSTRUCTIONS FOR YOUR
VERSION OF WORD IN THE WIZARD DOCUMENT. THE
INSTRUCTIONS WILL SHOW YOU HOW TO GET THE WIZARD
SECURITY ENABLED.

If you see a message about Trusting Content or Trusting
Macros from this publisher, you must check the box.

If you see a message about Enabling Content or Enabling
Macros you must click the enable option.

If you see an Options button during this process you must click
to get to the enable options.



The first time the Wizard document is opened you will have to
perform the macro security enabling steps. The Wizard will not
automatically run and show you the interface screen this first
time. Once you have enabled the macros, close the Wizard
document. Then double click the J Run Proposal Pack
Wizard icon on your desktop.

From then on, the Wizard software will automatically run each
time you double click the icon, and you will see the Wizard
interface.

«l Third - The first time the Wizard is run, after the macros are
enabled, you will be prompted to enter some information about
you and your company and how you intend to write your
documents. The Wizard will start in Novice mode which disables
the more advanced features of the Wizard.

This will make it easier for first time users to quickly create a
document without being confused by the more advanced
features. Once you have created your first document in Novice
Mode the Wizard will automatically enable Expert Mode (if you
purchased the Expert version of the Wizard) and all the Wizard
configuration features will be unlocked.

Each time the Wizard is run it will search for any newly installed
template packs. You only need to install the Wizard once
regardless of how many template packs you purchased and
installed.



Proposal Pack Wizard Interface - (Home Screen) *
] Select the Proposal Pack style to use for your project.
_J Document Styles Customize elements of the design theme.
START 7] X Setup and build your project documents, Create a new
HERE ,d Document Projects project for each document or edit existing projects.

O n Ce yo u h a Ve - X Finish editing your documents for the Current Project
e e . _g Edit Current Document created in the step above then save as a PDOF.
completed the initial
TIP: To create a Word document of any samples or types of documents listed on the web site dick

S et u p , th e P ro p OS a | Document Projects = Add New Project > Pick Documents, Then use the View Samples or Quick
Start tabs to import one. Click OK, Use Selected Templates then save your project to build it.
Pack Wizard

|nt e rfa ce Op ens’ an d S — Current Selected Style and Project

you are now ready — i

to start creating your R

first document. T R ]

When the Wizard is
run, you will see the

Review the manual for help, First read the ™5 Minute
Quick Start” chapter and look through the chapters,

{1

[You |
ini  Tube )
main interface ~IPROPOSAL PACK WiZARD
screen that looks |
. . www . ProposalKit.com E(;r USZ wcl:: Proposal Packs, Contract Packs and Proposal
like this: =
About Check for Updates |

Click the button -J—I Document Styles, pick the style you want to
use for this project. This will usually be the style you purchased
or if you purchased the Proposal Kit Professional, you will have
the choice of four or five assorted styles. Once you have
selected the style click OK. A default style will already have
been selected for you, so this step is not required to get started.
You can also purchase additional add-on template packs at a
discount from this screen.



Proposal Pack Wizard Interface - (Home Screen)

'J I Document Styles

Pack style to use for your project.
ements of the design theme.

START =) ) Setup and build your project documents. Create a new
HERE - Document Projects project for each document or edit existing projects.
. . Finish editing your documents for the Current Project
.ﬂ Edit Current Document created in the step above then save as a PDF.

TIF: To create a Word document of any samples or types of documents listed on the web site dick
Document Projects = Add Mew Project = Pick Documents, Then use the View Samples or Quick
Start tabs to import one. Click OK, Use Selected Templates then save your project to build it.

Preferences — Current Selected Style and Project
Current Style:
Quit Wizard
Current Project:
Change the current project to: j

Review the manual for help. First read the ™5 Minute
Quick Start™ chapter and look through the chapters.

(You |
«IPROPOSAL PACK WiZARD
www. Proposalkit.com For use with Proposal Packs, Contract Packs and Proposal

Kit products,

About Check for Updates

<l Fourth - Add a new project by clicking the button -;I Document
Projects. We use the term “proposal” in many places when
referring to the document being created — however you can
create any type of business document including business plans,
manuals, reports, studies, proposals, contracts, RFP responses,
estimates, etc.



Then click the button Add New Project

Pick Proposal Pack Project

Show projects I Work in Progress
in status: °9 j
Pick Project: I Nome Sl j
ﬂARET Add Mew Project Edit Selected Project Search Projects Clone Selected Projec
|Use this screen to start a new project, edit an existing project and manage the status of each project. Each :
; d - Batch Projects
new proposal, business plan, contract, report or other business document you create requires a new document

project to be added first. Start a batch creating multiple projects and documents.,

Adding a new project involves selecting topics that will become the pages of your document and entering the
name and address contact information to be merged into the document. Once you have setup a project, go
back to the Wizard home screen to create the documents for the project and do your final edits.

You can also make a duplicate copy of an existing project (either just doning the project settings or also doning

a past project’s documents). This makes it more effident to make either a new document for an existing
customer, or reuse a past document by making & copy you can then manually edit for a new dient.

Gold arrows in the Wizard interface point at what you should be
doing next.



Now you are on the main project screen. Enter a Project Name.
This will be used for your reference and for the folder name that
all this project’s documents will be saved in.

Click the Pick Documents button to start selecting the chapters
that will make up your document (i.e. a Cover Letter, Title Page,
Table of Contents, and so on). This will take you to the Pick
Documents screen.

The Wizard will pre-populate your first project with a few
common templates to help get you started.

Enter Project Data X

Project Mame: I My New Project

Save To Folder: I c:\Proposalkit\ProposalPack \ProposalProjects_V##\My Mew Project Browse | Delets Old Files

— Document Configuration Options

| & United States Dollars j
¥ Merge Company and Client Data with templates

I American English (default) j
[ Combine templates into single master document

¥ Turnon Page Mumbering

I General Business Proposal j Select what type of project to areate,

Pick Title Page Graphic Select Title Page graphic. This replaces the 'Proposal’
I g eh hd header with the alternate wording or logo.

START r - i I
HERE ] I Pick Documents -J Other Data
2 Company Data j I Multiple Choices

3 I Client Data o) I Line Item Quate
Ck, Save Project and Build Documents Save Project w/o Building Documents Cancel -




The best way to get started is to use the Quick Start tab in the
Pick Documents screen. There are hundreds of premade lists
for all types of documents and all types of businesses.

Click the Search Import Lists button and type in a single word
that is related to what you are doing (i.e. investing, grant,
education, training, electrical, lawncare, medical, security,
wedding, catering, fashion, software, etc.) Pick any of those from
the list then click the Import Topics from List button.

Your project will now be loaded with a set of chapters. You can
now customize that list as needed by adding new chapters and
removing unneeded chapters based on your exact situation.

Pick Documents for your Project (Preposal, Centract, Grant, Resume, Report, Business Plan, etc.)

Proposal Type: General Business Proposal
Mumber of Templates Selected: 0

[ Remove Templates [ Add Templ earch by Name [ View Samples [ Add a Contract [ Presets [Tlﬂe Page Quick Start

Import List Categorj I Pick a Category j (58)

ist: | Pick Impart List] - (530)

Pick Impart List
From Customer Support
From Admin or 3rd-Party

Import Topics from List Built-in Lists — Search Import Lists
3D Printing and Prototyping Services Proposal
Accounting and Payroll Services Proposal
This import feature is use]  Acquisition Plan Proposal provided as bonus help
material to show how son| Advertising Campaign Services Proposal Lring out a base set of

templates to start with, | Aerospace f Aviation Services Proposal
Agricultural Grant Funding Proposal
IMPORTANMT: These lists { Agriculture and Ranching Grant Funding Proposal ler, longer or countless
variations of lists of temp Air Charter and Tourism Services Proposal
Animal Farming Startup Proposal

Using 'Import Lists”is ver{ Animal Rescue Shelter Sponsorship Proposal pelect a set of topics
based on what someone | Annual Report d Templates' tab.
Architectural Design Proposal
If you have a specialized| Artifidal Inteligence Project Funding Proposal create your proposal by
selecting applicable chapy Artist Custom Design Services Proposal d situation and what
topics you need to talk alf Artist Gallery Consignment Sales Proposal n.
Arts and Cultural Heritage Funding Project Proposal
If our support departmer] Artwork Purchasing Propesal der then dick the Refresh
List button. The newly a{ Asset Management Services Proposal import list and your

project will automatically | Asset Tracking and Management Project Propasal
Assisted Living Care Proposal

Auction Fundraiser Proposal

Auction Services Proposal

AudiofVisual Production Proposal

Awards Support and Sponsorship Proposal

Awareness and Sensitivity Training in the Workplace Proposal
OF, Use Selected Templd Banking Services Proposal -
| BasicProductSales Proposal

Beauty and Healthy Living Product Sales Proposal
Beauty Salon Services

Click the "View &Reorder Selected | Bed and Breakfast Hospitality Proposal hg templates for this
project dick the "OK, Use Selected | Benefit Charity Concert Sponsorship Propesal » bnt” button in the Wizard
home screen to create your documents,
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Use the Remove Templates tab to remove chapters that you do
not want in your final document. Highlight one or more entries
then click the Remove Template(s) button. This only removes
them from your list of selected chapters for this project - no files
are ever deleted.

Pick Documents for y: ject (Proposal, Contract, Grant, Resumne, Report, Business Plan, etc.) X
Proposal Type: General Business Proposal
Mumber of Templates Selected: 13

Remove Templates I Add Templates [ Search by Name [ View Samples [ Add a Contract [ Presets [Tltie Page [ Quick Start _

Tntroduction i Once you have added templates to your project you can
(3 Cover Letter remove selections by dicking the Remove Template(s)
Titl= Page button.
Table of Contents
Summary To remove more than one template at a time dick multiple
Executive Summary templates so they are each highlighted in the list, then
Benefits dick the Remowe Template(s) button.
Accounting
Payrall Removing templates DOES NOT delete any files, it only
Taxes removes the templates from the list of templates you
Fee Structure hawe already selected to be induded in the current
Qualifications project.
Company History
References
Qualifications — TIP
Appendices
Back Page You first add templates to your project using
the other tabs in this screen (Add Templates,
Search by Name, Add Templates based on
Samples, Auto Recommendations, Add a
Contract and Presets). If you need to remove
any templates from your list of selected
templates use this tab.
Once you have finalized your list of selected
templates, dick the OK, Use Selected Templates
button then dick the "Create Document™ button
Remove Template(s) Select Al | Unselect Al | badk on the Wizard home interface screen after
saving your project.

Ok, Use Selected Templates

Click the "View & Reorder Selected Templates™ button for a list of all currently selected templates. When you are done selecting templates for this
project dick the "0K, Use Selected Templates™ button, then dick the "OK, Save Project” button, then dick the "Create Document” button in the Wizard
home screen to create your documents.

Cancel | View & Reorder Selected Templates

If you are not sure about needing a chapter leave it in your
project. It is easier to remove an unneeded page than trying to
add a new page once you have started editing your document.
The Wizard can add a new template you may have forgotten
into an assembled document you have started editing.

1"



Use the Add Templates tab to add templates to your project.

This screen gives you access to every chapter template
available. The most commonly used ones are on the first screen
of checkboxes you see (Cover Letter, Title Page, Table of
Contents, etc.)

To find lists of chapters grouped by distinct types of businesses
and writing situations click the drop-down box and select from
the list. You can check off chapters from multiple screens.

Pick Documents for your Project ( sal, Contract, Grant, Resume, Report, Business Plan, etc.) s

Proposal Type: General Business Proposal
Mumber of Templates Selected: 0

a Contract [ Presets [ Tite Page [ quick start |

j (159) Click the Show All Templates

Remo mplates  Add Templates I Search by Mame [ View Samples

MNEXT Show All Templates button to show and edit all

2018 available templates.
Favorites
Custom Lists
Business Specdiality
Web/IT/Software Hardware Technical (Page 1of 4)
Web/IT/Software/Hardware Technical (Page 2 of 4)
Web/IT/Software Hardware Technical (Page 3 of 4)
Web/TT /Software Hardware Technical (Page 4 of 4)
AutomationManufacturing/Fabrication (Page 1of 3)
AutomationManufacturing/Fabrication (Page 2 of 3)
AutomationManufacturing/Fabrication (Page 3 of 3)
Aerospace

Media/Graphics/Design (Page 1of 2)
Media/Graphics/Design (Page 2 of 2)
AdvertisingMarketing/Sponsorship (Page 1 of 4)
AdvertisingMarketing/Sponsorship (Page 2 of 4)
Advertising/Marketing/Sponsorship (Page 3 of 4)

™ Cover Letter - Project Summary

[~ Title Page [~ Capabilities

[~ Table of Contents [~ Qualifications
™ Non-Disclosure Fo - Company History
[ Introduction [~ services Provided
[ wWhat You Can Exj [ Products
[~ Executive Summa - Comparison Chart

[ Cost Summary (il Company Operations

[~ Estimate AdvertisingMarketing/Sponsorship (Page 4 of 4) [~ References
Environmental {GreenMature (Page 1of 3)
[~ Meeds Assessmen| Environmental/Green/Mature (Page 2 of 3) [~ Back Page

Enwironmental /GreenMature (Page 3 of 3)
Real Estate (Page 10of 3)
Real Estate (Page 2 of 3)
Real Estate (Page 30f 3)

- Opportunities

The Top 40 most commonly used templates are
[ Market and Audie

shown here in one easy tab. The rest of the tabs

[ Goals and Cbjecti
[™ statement of Wor
[ Expected Results

Ok, Use Sele

Construction/Contracting (Page 1of 3)
Construction/Contracting (Page 2 of 3)
Construction/Contracting (Page 3 of 3)

Home Services

Medical Healthcare Wellness Fitness (Page 1 of 3)
Medical Healthcare Wellness Fitness (Page 2 of 3)
Medical Healthcare/Wellness Fitness (Page 3 of 3)
Sports/Fitness

Personal Care Services (Page 1of 2)

Personal Care Services (Page 2 of 2)
Finance/Insurance/Legal (Page 1of 4)

-

in this Pick Documents screen give you additional
ways to find and add more templates to your
project from the whole library of templates.

& Reorder Selected Templates | -

Click the "iew & Reorder Selected Templates™ button for a list of all currently selected templates. When you are done selecting templates for this
project dick the "OK, Use Selected Templates™ button, then dick the "CK, Save Project” button, then dick the "Create Document™ button in the Wizard
home screen to create your documents.,
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Use the Search by Name tab to add templates to your project.
This tab is useful if you want to search the library of available
chapters for a specific chapter instead of looking for it in the
Add Templates tab.

For example, say you want to find a budget template. Search for
the word: budget

Select whatever match is most appropriate and add it to your
project.

Pick Decuments for your Project (Propesal, Contract, Gran me, Report, Business Plan, etc.) >
Proposal Type: General Business Proposal
Mumber of Templates Selected: 13

[ Remove Templates [ Add Templates ~ Search by Name I View Samples [ Add a Contract [ Presets ['ﬁﬂe Page [ Quick Start _

Search for a spedific single template or list of templates to add to your project. There is a library of 2018 proposal templates and 184 contract
templates to search.
For example, to search for all of the cost summary

field, "summary” into the second field, “fund” i
Statement template enter "mission” into on

ates AMD the funding related templates. Enter (without the quotes) "cost” into the first
d field, dick the "Or™ button then dlick the "Do Search™ button. To locate the Mission
elds and dick the Do Search™ button.

rch by & descriptive word. For example, type “graphic” to locate a graphic design contract,

If you have purchased contra
t contract, "policy” to find a policy template (depending on the Contract Pack purchased and installed).

"software” to find a software

I | v search Titles

I [~ Search Descriptions

W Search Contract Pack Templates

I v also Show Related Templates

I [~ also Show Alternate Templates

and ™ Or [ Case Sensitive
i | e | [
0Ok, Use Selected Templates Cancel | View & Reorder Selected Templates -

Click the "View & Reorder Selected Templates™ button for a list of all currently selected templates. When you are done selecting templates for this
project dick the "0K, Use Selected Templates™ button, then dick the "OK, Save Project” button, then dick the "Create Document” button in the Wizard
home screen to create your documents,

13



Another way to quickly select a collection of templates is to use
the View Samples tab and select a sample related to your
situation. This option will add the templates and import the
content used to create the selected sample to your project by
clicking the Import Content from Selected Sample button.

While we have a very large selection of samples, samples are
only meant as general guides to show you how other people
have assembled and filled in their documents. Millions of
business documents like these are written every year so the
samples are not intended to exactly fit your situation page for
page. However, we have collected samples across a wide range
of businesses and types of writing situations that will give you a
good idea of how they are structured for similar situations.

Pick Documents for your Project (Propesal, Contract, Grant, Resume, Business Plan, etc.) *
Proposal Type: General Business Proposal
Mumber of Templates Selected: 0

[ Remove Templates [ Add Templates [ Search by Name ~ View Samples I Add a Contract [ Presets [Tltle Page [ Quick Start _

TIP
Samples are guides to

Sample Categories: ; (58) help you get started
I Pick a Category j Search Samples even faster,

Look in the 'Quick Start'

P I Pick a Sample j Found 155 Sampl tab for even more
business ittons.

[~ Loading Content fram Accounting and Payroll Services Proposal i
Advertising Campaign Services Sample Proposal
Aerospace [ Aviation Services Sample Proposal
Agricultural Grant Funding Sample Proposal hple
Animal Rescue Shelter Sponsorship Sample Proposz
Annual Report Sample

Architectural Design Sample Proposal
Artist Gallery Sales Sample Proposal
Import Content fro| Auction Fundraiser Sample Proposal
Banking Services Sample Proposal
Basic Product Sales Sample Proposal
Beauty Salon and Spa Partnership Sample Proposal

B Distributor Product Sales 5 P . samples than any other product on the market, over 1900
Add Selected Sar) B::E?L.lgl;is}:?ngl Suam:jlergr:posaal s Sample Fropos: kross over 165 samples. Once you find a sample in the list you

it to the "My Favorites™,

lown the Acrobat file to view the entire contents of

View Selected Ac) in the samples varies and will probably differ from the

b that fits your general needs dick this button to add all of the
plates used to originally create this sample to your project. The
from the sample will also be imported.

Business Continuity Services Sample Proposal
Business Growth Services Sample Proposal
Business Services and Consulting Sample Proposal the selected sample from the "My Favorites” category.
Buying a Vending Franchise Sample Proposal
CD-ROM Development Proposal

CD-ROM Marketing Materials Creation Proposal
Case Study Sample

Charter School Educational Sample Proposal
Church Mission Shelter Sample Proposal
Commerdal Contracting Office Remodel Proposal
Commerdial Office Real Estate Lease Proposal

Commercial Real Estate Broker Proposal
0K, Use Selected Templg Company Rebranding Sample Proposal porder Selected Templates | -
- | Contractor Home Remodel Services Proposal
Corporate Event Planner Services Proposal 'I
Click the "view & Reorder Selected Templates™ button for a list of all currently selected templates. When you are done selecting templates for this

project dick the "OK, Use Selected Templates™ button, then dick the "OK, Save Project” button, then dick the "Create Document™ button in the Wizard
home screen to create your documents,

Remove Selected 55
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Use the Add a Contract tab to add a legal contract template
from either Proposal Kit Professional or one of the Contract
Pack products to your project. You must have purchased a
template product that includes contracts.

If you are only using a Proposal Pack product you will find a
handful of basic work orders and service contract templates in
the Add Templates and Search by Name tabs.

This tab gives you options to include the contract in your
assembled document or have it created as a separate
document. If the selected contract template also has exhibits or
schedules related to it, those will be inserted into it.

Pick Documents for your Project (Proposal, Contract, Grant, Resume, Report, Business Pla

Pr » General Business Proposal

f Templates Selected: 0

[ Remove Templates [ Add Templates [ Search by Mame [ View Samples  Add a Contract I Presets [Tlﬂe Page [ Quick Start _

Installed Contract Packs: Advertising/Marketing Contracts (V17), Contractor Contracts (V17), Human Resource Contracts
(v17), IT/Software/Hardware Contracts (V17), Photographer Contracts (V17)

All available Contract Pack templates for the currently selected Contract Pack are in the list below. Select an item from the list
then dick the Add Contract button to add that template to your project. Only one contract at a time from the list can be
added to the current project.

Contract Pack: I IT/SoftwareHardware Contracts (V17) j Contract Packi

Categories: I Show contracts in ALL categaries (by Category) j contracts in selected category

Installed Contracts: I Select a Contract Available Contract Documents: 184

Advertising and Marketing Contracts

Pay Per Click (PPC) SEQ Campaign Services Contract Search Contracts
Business Contracts
General Release Agreement b
Joint Business Entity Agreement H: graphic header (when the selected

There are a variety CD-ROM Development Contracts
(each sold separate] CD-ROM Development Agreement (Australia)
CD-R.OM Development Contract (Canada)
Proposal Kit Profess{ CD-ROM Development Contract (Quebec) rk document processing
CD-R.OM Development Agreement (LK)
ItHardware/Soff CD-ROM Development Contract (US)
Human Resourcd CD-ROM Replication Contract
Advertising/Marll Replication Quote Order Form
Computer Systems Contracts
Computer and Hardware Consulting Contract
Computer Hardware and Networking Contract

Computer Support Contract
T ey Data Backup and Storage Contract Hedienplss | -

0On Site Computer Repair and Support (long)
0On Site Computer Repair and Suppaort (short)
Click the "iew & Reorder Confract Acceptance Documents you are done selecting templates for this
project dick the "0K, Use| Contract Milestone Acceptance Signoff Form ik the "Create Document” button in the Wizard
home screen to create yof  Project Acceptance Partial Signoff

Project Contract Acceptance Signoff Form d

H separately from the document)

actin a separate document from the assembled
t. Uncheck this to combine your project document
a single document.
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Use the Title Page tab to select an alternate design and color
scheme for your front title page.

Select one of the 5 designs available in the selected Title Page
Pack then select one of the 120 color schemes available. When
done click the Use Selected Design and Color Scheme button.

This option is generally used if you are using the “Proposal Pack
for Any Business” or “Proposal Pack for Government Grants”
styles. All our other Proposal Packs already come with a title
page design tailored to match the rest of the pages. Your
Proposal Pack comes with a starter package of title page
designs and there are many more that can be purchased.

Select a Pre-Defined Color 5cheme and Background Design for Your Title Page X

Select one of the many pre-designed color schemes and the design you
want for your front Title Page. There are many Title Page Packs Use Selected Design and Color Scheme

Cancel
available (each pack of 5 designs is sold separately).

— Select one of the pre-designed color schemes

" Red Grey

" QOrange Purple - " Aqua Salmon
" Blue Red - " Emerald Salmen
€~ Blue Purple - ™ Green Purple
" Blue Green . " Green Yellow

Page 3of 9

PREV NEXT
PAGE 3 PAGE

" Light Blue Gold

" Blue Yellow " Aquamarine

~ Dots  wave

Prapasal

i1 fE"
] g
L

|

|
3

Iy =
J!i|' [
I

16



The View and Reorder Selected Templates button lets you
change the order of the body pages. Special pages such as the
Cover Letter and Title Page must remain at the front and the
Back Page must remain at the end of the document.

You can also remove chapters from your project using this
screen.

There are 2 panes in this screen. All the chapter templates that
will be assembled into your document are shown in the left
pane. All the templates selected that will be separate
documents in your project are shown in the right pane (i.e.
checklists, follow-up letters, external contracts, etc.)

Selected Templates bt

The templates in the lists below have been selected for this projegiy, Templates in the left list will be assembled together in
the order shown and saved as a single document. Templates o ht will each be saved as separate documents,

Templates that will be combined together: 13 Templates that are not combined (letters, checklists, logs): 0

Introduction
Cover Letter

Title Page

Table of Contents

Summaré

Benefits
Accounting

Mo templates selected yet

Payroll

Taxes

Fee Structure
Qualifications
Company History
References
Qualifications
Appendices
Back Page

To reorder the templates for your final combined document,
Mave Up Mave Down Unselect Al select a template in the left list then move it up or down in the
list. When done, dick the Ok button. The templates in the left list
will be assembled together in this order when you dick the
T Reset Order Create Your Proposal in the Wizard home screen,

Some templates are not combined together such as letters,

checklists, logs, etc. These templates are saved and edited as
oK Cancel - separate files in your project folder.
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The Presets tab is a shortcut for saving your currently selected
list and ordering of chapters for future use. If your future
documents are going to use the same set of chapters create a
Preset.

The next time you add a new Document Project and click the
Pick Documents button, go to the Presets tab and select your
saved Preset. Your list of saved chapters will be automatically
loaded.

This saves you the time of having to find and select all those
chapters again.

Pick Documents for your Project (Propesal, Contract, Grant, Resume, Report, Business Plan, etc.)

[ Remove Templates [ Add Templates [ Search by Name [ View Samples [ Add a Contract Fresets | Tite Page | Quick Start

I Pick Preset j (0} presets for General Business Proposal projects

Load Templates from Preset Delete Selected Preset View Selected Preset | Auto-Populate Mew Projects from Preset |

Presets are custom selections of templates that you define for use in future projects.
First select templates using the other tabs then create the preset below. You can then
save time by loading the templates from the preset for new projects. You can create
up to 40 different presets. Each of the 12 proposal types (general business, grant,
etc.) has its own preset list. If you created presets in a previous project and do not
see them here, make sure your current project is set to the same type as before.

Mame: Create New Preset from Selected Templates

‘You can define your own custom selections of templates using presets. First select one or more templates using the other tabs
of the Pick Documents screen. Then make up a name for your preset and dick the Create Mew Preset from Selected Templates
buttan. When you create new projects in the future you can return to this tab, select the preset from the list above and dick
the Load Templates from Preset button. All of the templates in the preset will be selected for your project. You can save even
more time if you have a single preset you want to always use. In this case select the preset and dick the Auto-Populate New
Projects from Preset button and chedk the Enable Auto-Populate box. When you use this option, every time you create a new
project it will automatically have the templates for that preset added. You can turn off Auto-Populate by unchecking the box.

To 'update’ a preset, load it, make your changes to the selected templates, then delete the preset and create it again using the
same name.

0K, Use Selected Templates Cancel View & Reorder Selected Templates | -

Click the "fiew & Reorder Selected Templates™ button for a list of all currently selected templates. When you are done selecting templates for this
project dick the "OK, Use Selected Templates” button, then dick the "OK,, Save Project” button, then dick the "Create Document” button in the Wizard
home screen to create your documents.
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When done selecting the chapter templates for your document
click the OK, Use Selected Templates button which will take
you back to the project screen.

Pick Decuments for your Project (Proposal, Contract, Grant, Resume, Report, Business Plan, etc.) X

Proposal Type: General Business Proposal
Mumber of Templates Selected: 13

| Remove Templates  Add Templates I Search by Name [ View Samples [ Add a Contract [ Presets ['ﬁﬁe Page [ Quick Start _

j (178) Click the Show All Templates

Menxt I Top 40 Most Common Topics Show All Templates button to-show and edit.al
Click Here for More Topics 2195 avaiable templates.
IV Cover Letter v Benefits v Project Summary
v Title Page [ Features [~ Capabilities

[v Table of Contents

[ Mon-Disdosure Form {Short Version)
[ Introduction

[ what You Can Expect
¥ Executive Summary
|7 Cost Summary

[~ Estimate

[ Needs Assessment
r Opportunities

[~ Market and Audience
™ Goals and Chjectives
[~ statement of Work
I Expected Results

[ Project Deliverables

Iv Evaluation

r Acceptance Criteria

™ Finandial Information

[ Budget

[ CostfBenefit Analysis

[~ work Order {Without Deposit)
[~ Work Order {With Deposit)
[ Hourly Services Contract
™ Invoice

[~ Payment Schedule

™ Contract and Terms

¥ Recommendations

v Qualifications

v Company History

[~ Services Provided

[~ Products

[~ Comparison Chart

|- Company Operations

V¥ References

v Back Page
The Top 40 most commenly used templates are
shown here in one easy tab. The rest of the tabs
in this Pick Documents screen give you additional

ways to find and add more templates to your
project from the whole library of templates.

Ok, Use Selected Templates

Cancel View & Reorder Selected Templates | -

Click the ™iew & Reorder Selected Templates”™ button for a list of all currently selected templates. When you are done selecting templates for this
project dick the 0K, Use Selected Templates™ button, then dick the "CK, Save Project and Build Documents™ button to create your documents,
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Now that you are back on the project screen click the Company
Data and Client Data buttons to enter the name/address data
that will be merged into your document(s). Use the Line Iltem
Quote button for adding quotes, schedules, etc.

Save your project by clicking the OK, Save Project and Build
Documents button to build your customized Word template.

Enter Project Data

Project Mame: I My New Project

Save To Folder: I c:\Proposalkit\ProposalPack ProposalProjects_v#£\My New Project Browse | Delete Old Files
— Document Configuration Options

| € United States Dollars j

v Merge Company and Client Data with templates
I American English (default) j

¥ Combine templates into single master document

v Turn on Page Numbering

I General Business Proposal j Select what type of project to create,

Pick Title Page Graphic Select Title Page graphic. This replaces the 'Propesal’
I g ph T header with the alternate wording or logo.

ﬂg ] I Pick Documents .'j I Other Data
2 Company Data 5 I Multiple Choices
%) I Client Data o) I Line Ttem Quote

0K, Save Project and Build Documents | Sawe Project wjfo Building Documents Cancel | -

At this point the Wizard will automatically build the document if
you choose to have it created right away.
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If you choose not to build and open your document at this point
you can do it later by editing the current project and saving the
project again. This gives you the option to go back and edit your
project settings before building your document(s).

You will see a few dialog boxes displayed with status
information during the document creation process.

When you see a dialog box saying Process Complete, your
template is now complete and ready to fill in the details.

With slow computers and/or an exceptionally large document
using many chapter templates this process can take a few
minutes. If it appears your computer is not responding, or you
see “(Not Responding)” in your Wizard’s Word document wait
for the process to complete. Do not close the wizard while
processing.
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Proposal Pack Wizard Interface - (Home Screen)

] I Document Styles

Select the Proposal Pack style to use for your project.
Customize elements of the design theme.

START <) X Setup and build your project documents, Create a new
HERE .d Document Projects project for each document or edit existing projects.
. : Finish editing your documents for the Current Project
g Edit Current Document created in the step above then save as a PDF.
Proposal Pack Wizard Progress >

Append Documents

Process Complete

100%

I

Document Generation Process is Complete

Ny

I

Document generation has completed and is ready for you to edi

Now use the 'Edit Current Document’ button in the Wi
documents, Use the edit screen to access all the fi

ce to edit the project

OK, Open and Edit My Documents I

— Timing Results

Time to apply color scheme: 27 seconds
Time to format documents: 30 seconds

Time to load graphics: 11 seconds

Total time to generate documents: 4 minutes

Time to add 170 links to Excel spreadsheets: 25 seconds
Time to combine documents: 1 second
Time to merge data: 21 seconds

Time to open/close files: 16 seconds

Time to apply foreign translations: 0 seconds

< Fifth - Click the OK,

opened in Microsoft

All of your documents are stored in a folder on your hard drive
which can be located in the A7 Edit Current Document button

on the Wizard home

If you close your documents in Microsoft Word you can open
the Wizard and clicking the Edit Current

them again by using

Open and Edit My Documents button in
the Process Complete message and your templates will be

Word and Microsoft Excel.

screen.

Document button on the Wizard home screen.
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Each time you create a new project that project will be your
current project. Your old projects will still exist, and you can get
to them by making and old project your current project.

<l Sixth - Now that you have completed creating and opening your
first document you are now ready to create more projects and
to start customizing the Wizard and templates as needed.

The Wizard can be configured for creating long and complex
documents, for creating one-off custom documents or for
creating custom tailored documents for many clients each
tailored to the individual client.

There are features for customizing the visual look of your
documents including color schemes and branding with your
own custom logos and graphics, custom font types, etc.

Start reading the Wizard documentation and looking at the

various configuration features in the Wizard’s Document Styles
and Preferences screens next.
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5 MINUTE QUICK START QUOTEWERKS

you | Watch a video of these getting started instructions at:
https://www.ProposalKit.com/htm/videos-quotewerks.htm

These are the minimal steps required to create a QuoteWerks
layout file after having setup the Wizard and creating your first test
document following the 5 Minute Quick Start instructions above.

<l First, click the Wizard’s Preferences > QuoteWerks tab and click
the Generate Docs for QuoteWerks (Turn On) button. You can
also edit the layout and tags used in the QuoteWerks table
templates.

Setup Proposal Pack Master Preferences *

[ Files and Folders [ Logos & Graphics [ General Settings [ Data & Display [ Project Settings [Tools [Translat'ons [ Integrations QuoteWerks _

Proposal Pack Wizard supports multiple workflows when used with QuoteWerks. Proposal Pack provides the content/narrative, samples, layout,
graphics, cover designs and legal contracts. QuoteWerks provides comprehensive database driven quotes and delivery.

You can create a quote in QuoteWerks, save it as an editable document then import it during assembly of your document in the Wizard, See the
Preferences > 3rd Party tab and locate the settings for QuoteWerks to configure this feature.

You can also use the Wizard to automatically remap Proposal Pack mail merge tags to QuoteWerks tags and save your entire assembled propaosal into
QuoteWerks for final indusion of your quote and customer contact information.

See the Preferences > Data & Display :*p Mail Merge Tags screen to edit the QuoteWerks mail merge tag mappings.

s o e e
for QuoteWerks
(Turn Off)

¥ Enable QuoteWerks

How to Mame Saved Files: I Use Praject Name j
Save to Folder: I c:\Applications\QuoteWerks\Layouts\Quote Browse |
Save in Format: I Woard .docx j

OK | Cancel | Reset to Defaults | -
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< Second, click the Preferences > Data & Display > Remap Mail
Merge Tags button.

This step is only if you need to change any of the default tag
remapping. By clicking the Generate Docs for QuoteWerks
(Turn On) button in the step above the stock remapping tags
will already be enabled for QuoteWerks.

Setup Proposal Pack Master Preferences ’ b

[ Files and Folders [ Logos & Graphics [ General Settings Data & Display I Project Settings [Tools [Translah'ons [ Integrations _

Edit the reusable Company and Client databases for use when creating new projects. Create lists
Edit Company & Client Database of reusable in ipn to speed up the population of your project data screens,

display labels, the actual searched for mail merge tags used in the Proposal Pack

Edit Mail Merge Fields , and the default mai merge settings each new Document Project is pre-populated with.
e remapping of Propesal Pack mail merge tags and have the Wizard change Proposal Pack tags
Remap Mail Merge Tags to different tags to support integrating Proposal Pack documents with 3rd party tools.
Configure the use of custom import tags the user can insert into their templates to define where
Configure Import Tags and how to import external files (contracts, Excel files, etc.) into the document being assembled.
. . Configure the multiple choice fields and tags database. Multiple choice lists allow you to configure
Configure Multiple Chaoice lists of items such as text, spreadsheets, PDFs, graphics, etc. you can populate your projects with.

Edit the screen display labels and Table of Contents category and section headers. Also use this to
Edit Table of Contents Labels change the display name of the proposal type labels and hide propesal types from the drop down
lists in the Document Project screen. These |abels are OMLY used with the static TOC.

) Configure how the auto-updating Word Table of Contents is displayed. The page number styles can
Auto Table of Contents Display also be configured here such as using numbers, letters, roman numerals, and so on.

Configure the default Word Styles here. A predefined collection of Styles for use in your documents
Font Styles can be managed here. Change the default font types, sizes and colors used when generating your
documents here. Changes here will override your installed Proposal Pack design settings.

. i Configure how documents are opened and displayed. You can set documents to open automatically
Opening and Viewing Docs zoomed in or out as well as showing multiple pages side by side.

oK Cancel Reset to Defaults | -
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‘QuoteWerks’ will already be selected from the drop down list and
the Turn on mail merge remapping checkbox will be checked.
This will cause the Wizard to replace our Proposal Kit tags with
equivalent QuoteWerks tags.

Remap Mail Merge Tags et

Proposal Padk Wizard can change the default mail merge tags embedded in the Proposal Pack templates to alternate
mail merge tags. This is typically done when the generated document is going to be used in a 3rd party system which
uses different mail merge tags and the 3rd party tool will be mail merging its data into your document, To completely
remove a Proposal Pack mail merge tag, set the Remap To field to the waord BLAME.

Tags 1-5 [Tags 6-10 | Tags 11-15 | Tags 16-20 | Tags 21-25 | Tags 26-30 | Tags 3135 | Tags 3640 NN

Proposal Kit Tag: ProposalMumber] Remap To: | <<aDH_Docho>>
Proposal KitTag: | proposalTite RemapTo: | <<fDH_CustomText01>
Proposal Kit Tag: @8 peference <<&DH_SoldToPONumber =

Proposal Ki : WorkQrder <<80H_SoldTePOMNumber ==
Pr DeliveryDate <<8DH_DocDueDate> >
W Turn on mail merge remapping I QuoteWerks j Mame of application remapping to
CK | Cancel | Reset to Defaults -
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«l Third, create a new document project from the Wizard home
screen. All buttons and options on this screen that are not used
during the creation of QuoteWerks layouts will be greyed out.

In the Pick Documents button add a page that will hold your
quote such as the Cost Summary, Quote, Estimate, Invoice or
Work Order. When adding one of these pages the Wizard will
automatically insert a QuoteWerks compatible table layout. If
QuoteWerks is also running it can build a custom table to match
your QuoteWerks Item Types in your currently loaded quote.

After you have selected all your chapters click the OK, Save
Project and Build Documents button. The generated document
will then be created as a QuoteWerks layout file.

Enter Project Data X

Project Mame: I My QuoteWerks Layout Project

Save To Folder: I c:\Proposalkit\ProposalPad: \ProposalProjects_V##\My QuoteWerks Layout Project Browss | Delete Old Files

— Document Configuration Options

| & United States Dollars j
¥ Merge Company and Client Data with templates
I American English (default) j
[+ Combine templates into single master document
[+ Turnon Page Numbering
I General Business Propasal j Select what type of project to areate.
Fick Title Page Graphic Select Tile Page graphic. This replaces the 'Proposal’
I d ph e header with the alternate wording or logo,

ERE J I Pick Documents .'}I Other Data
2 Company Data _'5 I Multiple Choices

* 3 I Client Data
OK, Save Praject and Build Documents Save Project wo Building Documents Cancel -
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Fourth, the Wizard’s Edit Your Current Document project screen
has a QuoteWerks tab. This tab makes it easier to open and edit
then save your generated document into your QuoteWerks
layout folder.

You can also do a ‘Save As’ with the Word document open and
manually save it where you need and in the format you need for
how you use QuoteWerks.

Any documents you generate including proposals, invoices,
letters and contracts can be converted into QuoteWerks layouts.

Edit Your Current Project Documer >

[ Your Project Documents  QuoteWerks I ‘Your Calculator Spreadsheets [ View Samples [Team Editing [ Document Processing _

Project Mame: My QuoteWerks Layout Project

Documents located in: d:\Proposalkit\ProposalPack \ProposalProjects_V 14YMy QuoteWerks Layout Project

Save to Folder: c:\pplications\QuoteWerks\Layouts\Quote Browse |

1G] Combined Project Document Uge this tab to copy documents from your
Invaice Proposal Pack Wizard project folder into your
Follow-up Letter QuoteWerks Layouts folder.
Contract Document) General Services Agreement

Before copying documents for completion in
QuoteWerks you should have done the
following already:

1) Select and assemble one or more Proposal
Pack templates together for your final
document(s).

2) Use the QuoteWerks mail merge remapping
feature of the Proposal Pack Wizard to convert
Proposal Pack tags to QuoteWerks tags.

3) Make any custom edits to the document to
finish writing your narrative and customizing

Select all Unselect Al QuoteWerks spedific tags to your estimate/cost
templates that QuoteWerks will replace with a
complete quote,

Open Document(s) Save to QuateWerks After copying, locate the document in your
QuoteWerks application in the Layouts folder,

You can then use QuoteWerks to merge the
final dient data and line item guote information,

j How to name the files being saved

Use Project Name

28




<l Fifth, at this point you are ready to start using QuoteWerks with
the new layout file. Using QuoteWerks click the Links tab then
click the blue €9 button and select the new layout file. Finally,
right click your mouse over the link and click the Save New
Copy & Merge Word Document option.

At this point QuoteWerks will merge your current quotes data
into the layout file and you can make any final edits as needed.

Consult your QuoteWerks documentation for help or contact
QuoteWerks at this point for assistance with their software.
Everything you do at this point is within QuoteWerks.

D QuoteWerks

- B X
/% Eile Edit Wiew Products Tools Contacts Reports Utlites Window Help = = =
- =1 m] |m} oO s mef
- D 0 = s Fadl ke B ¥ S =B
LV 5| COm Oom B
Mew Open Save Revision Deliver Dashbgt ] Products s Configurator Best Latest Compare
LUIEE LOOKUF | Our Products = | Manufacturer Part # Search For Q,
Document Items | Sold to / Ship to | Ib Sale Info | D . | Eé Custom % Links |
& D~+00 O~
Linked Resources I:‘ The, re no Auto-Links
fHEC:AApplications A uotswerk shLayouts\Duoteu Duoteiwferks Lavout... fogW¥ie document at this time.
ViewModify Linked Resource
Edit Link
Remove Link
Save Mew Copy & Merge Word document
Save as PDF file
E-Mail...
Copy name to dipboard
Open Containing Folder
=]
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In this workflow you are using our Wizard and Proposal Kit
template package to create a Word document that will be used
independently within QuoteWerks.

Due to differences in how QuoteWerks does their own custom
processing on Word documents the Wizard will make some
additional formatting changes to our standard layout. While we try
to output files that work in QuoteWerks without any extra editing
required there may be times when additional manual modifications
need to be made to fix a formatting issue. If you see anything in
the final layout that does not look correct contact us for assistance.

QuoteWerks also has their own proprietary PDF generation which
does not work with all the Word layout features our templates use.
We do not recommend using our templates to output straight to
PDF within QuoteWerks. Use the QuoteWerks Link tab and output
to Word format in QuoteWerks first then use the Word Save as
PDF or use Adobe Acrobat to create your final PDF file.

It is also possible to work in the reverse direction using
QuoteWerks to output just the quote and use our Wizard to
assemble the rest of the proposal and pull in the quote output into
the Wizard generated document. This workflow is not as
commonly used. Consult the Wizard manual and QuoteWerks
examples on how to setup alternate workflows.

*** QuoteWerks is a 3rd party quoting application not sold by nor supported by Proposal Kit, Inc.
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IN CONCLUSION

Creating your custom document only requires basic word
processing skills such as opening Word documents, cutting and
pasting text, typing, saving, printing, etc.

The most overwhelming part for most people is figuring out where
to start and how to select a set of documents from the large
collection we provide. Think of your Proposal Pack as a large
reference library that you are going to be taking portions out of
and assembling together for your specific needs.

The Wizard is designed to help you select templates from this
reference library and assemble them into a single document.
Proposal Pack template collections also include many completed
samples to help guide you.

Proposal writing runs the gamut from short one-page quotes to
100 page multi-million dollar grants and everything in between.
Most proposals are 5 to 15 pages long. Proposal Pack Wizard and
Proposal Pack templates are used by companies (small and large)
and individuals around the world to create these kinds of
proposals, quotes, contracts, bids, grants, business plans,
resumes, reports, studies and more.

Contact us for assistance at:
https://www.proposalkit.com/htm/contact.htm

B PROPOSAL KiT com
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