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PURPOSE

This procedure describes how ASPIVIX creates, manages, and communicates new quotations to customers. It
contains instructions on verifying customer addresses, prices, quantities, and other sales order elements (pay-
ment terms, currencies, etc.).

SCOPE

The scope of this procedure includes any quotation for an external customer, whether a Distributor, an institution
such as a hospital or a clinic, or a private healthcare practitioner.

RESPONSIBILITIES

Responsible for establishing, implementing, and maintaining this instruction is the International Operations Man-
ager. Any person creating or managing a quotation must respect and apply this guide.

DOCUMENT HISTORY

Initial version. A

CRC-2509-13 — Screenshots and process updated across the document due to Odoo migra-
tion to version 18, implementing new application layouts.
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1. INSTRUCTION DESCRIPTION

1.1. Creating a quotation

To create a quotation, open the Sales application by clicking on the respective APP from Odoo's main dashboard.

Sales

Quotations might also be created directly within the CRM APP by clicking New Quotation in an opportunity. Refer
to instruction INS-205-5 Creating Quotations & Sales Orders for additional information. Creating a quotation from
the CRM APP will open the same window as the one in the Sales APP.

Before creating a quotation, verify there is no active quotation forthe same customer. For this purpose, remove
“My Quotations” from the filter to review all quotations, or use the Filter options to filter out your specific customer.
You can refer to the user guide “Lookup an order” for more information.

dl Sales Orders Toinwoice Products Reporting  Configuration Click here to create o P X aspvixsh g
a new quotation

Click here to create — Use filters to check = =
wpload  Quotations 8 5 new quotation Q Rl My Quotations for duplicates 243 bl LR S

Currency Rate Number  Creation Date Last Updated on Customer Website Salesperson Tag customer  Activites ~ Company  Country co.. ZIP Cart Qua Total Status City =

11/24/2025 16:37:57  11/24/20

57 New opportu. & Armand Po. [0} $0.00
7 Acme Corp & Armand Po... (Ambassador [0} 1290 0 CHF 0.00 Geneve
21841 company test, & Armand Po [0} $000
11/05/2025 17:04:42 29 partner_a & Armand Bo. [0} 1 s108100 CEEED
125 SO-02962  11/05/2025 17:04:24 11/05/2025 17:0526 partner_a & Armand Po. o) 1 s 108100 EEEED

If no duplicate quotation is found, click on Create.

1. Select your customer.

If the customer does not exist in the database, it will need to be created. More information about creating
customers can be found in the instruction INS-205-2 Customer Creation & Maintenance.

Verify Delivery and Invoicing addresses with the information provided by the customer.

3. Pricelist and Payment Terms will default automatically from the customer creation.

N
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Orders  To Invoice  Products

dl Sales

Send by Email | Send PRO-FORMA Invoice [Ty iToy WSS

Select your customer here

: -

Reporting  Configuration

Quotations

New & & x

New

Customer

Invoice Address
Delivery Address

Quotation Template

Verify delivery and invoicing
addresses

/

Sales Order

Quotation > Quotation Sent

Expiration * 12/25/2025
Recurring Plan
End Date *
oricalil Pricelist and payment terms
ricells .
will be defaulted
Payment Terms 15 Days automatically based on

customer informations
Training status

Training Date

DELIVERY ADDRESS

/

Street
Street2
ZIP

City

VOICING ADDRESS
Street

Street2

ZIP

New Related Field

4. Click on Add a product in the Order Lines tab and select the product. Add the required quantity. Any
wrongly entered line can be scrapped by clicking on the trash icon on the right side of the line

Order Lines Optional Products Other Info Notes

Product Quantity UoM

[P03-001-001-A1] carevix® @ Units
is a suction cervical stabilizer to snare, grasp, hold and
manipulate cervical tissue.

Add a product ) Add a section

Add a note Catalog

Terms & Conditions: https://aspivix-odoo-enterprise-test-25273269.dev.odoo.com/terms

Unit Price Taxes Disc.% Amount 3*
39.90  8:1% Sales 0.00 CHF 39.90
Coupon Code  Reward  Discount  Add shipping
Untaxed Amount: CHF 39.90
TVA 8.1%: CHF 3.23
Total: CHF 43.13

5. Add Freight Charges by clicking in ADD SHIPPING. Select Freight Charges in the window that just ap-
peared and click on ADD. If the customer has reached the threshold to benefit from free shipping, the

system will automatically populate 0 as freight costs
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Add a shipping method

Shipping Method  Fedex Shipment]

Total Order Weight 0.08

Cost 26.84 €

Toiscard

The mandatory steps have now been performed on the quotation. It is now ready to be sent to the customer.
AT, summarize, the verifications to do before sending a quotation to a customer are:

Customer name

Delivery and Invoicing addresses
Price list and payment terms
Products and quantity

Freight charges (offered or not)

arLON=

1.2. Submitting a quotation to a customer
There are 2 main ways to send a quotation to a customer:

- Send the quotation by e-mail with Odoo’s standard functionality. With this process, Odoo will generate

an automatic e-mail from a template, attach a pdf version of the quotation, and add a link for the online
version.

- Copy the link to forward it. With this process, a link to the quotation can be pasted in a separate e-mail
or a text message.

1.3. Quotations sent by e-mail

Click the button SEND BY EMAIL. In the window that is opening, you can:

- Add or remove recipients,
- modify the subject of the e-mail,
- modify the body if the e-mail.
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Emails recipients (followers,
customer & manual entry)

Only the customer can validate an
Subject  Aspivix SA Quotation (Ref SO-02971) online quotation

lathakrishnan ~
Titus Health Care <joep@titushealth...X

Hello,
Your quotation $0-02971 amounting in 72.14 € is ready for review.

If you have any questions or need further details, please don't hesitate to reach out, our team will be happy to assist.
Thank you for choosing us, we truly appreciate your trust and we look forward to supporting you.

Warm regards,

Kughoan LTHA
Supply Chain & Logistics Specialist

Aspivix SAS | 9 rue thomas edison | 25000 Besangon | France.

@ aspivix

Email body that can be

customized

Quotation - SO-02971.pdf Quotation pdf

. Discard

Click SEND to deliver the e-mail to the customer.

The customer will receive an e-mail that will display as the below example.

Aspivix

Aspivix | Quotation (Ref SO-02386)
To: lluvicheric@gmail.com,
Reply-To: Aspivix SO-02386

@ aspivix

Hello,

Eric Lluvich
International Operations Senior Manager

@ aspivix

Gynecology. Now modern.

Aspivix
| contact@aspivix.com | http://aspivix.com

eric.lluvich@aspivix.com | +41 78 250 68 77

Link to online quotation

Your quotation SO-02386 amounting in CHF 388.80 is ready for review.

Do not hesitate to contact us if you have any questions.

ASPIVIX SA | Chemin du Closel 5 | 1020 Renens | Switzerland

Pdf version of the quotation

B3 Inbox - Google  13:08
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The customer’s view of the online quotation will be as follow below. From this window, customers can sign, pay
(if requested), comment, accept, or reject the quotation.

fvmao @MgAspivix

Gynecology. Now modern.

Welcome to MyAspivix eLearning  Signin
- - Contact us

i
q

/ Quotations / Quotation S0-02386

CHF 388.80 Quotation S0-02386

Quotation Date: 01/09/2023 Expiration Date: 02/08/2023

‘Acme Corp, Marvin the Martian Acme Corp, Daffy Duck
Imaginary Road Storage Avenue
Quotation S0-02386 Block 3A Warehouse ABCD
Pricing 1210 Geneva '\D?U Lausanne
Switzerland Switzerland
Terms & Conditions
Payment terms
History Pricing
This offer expires on Unit
02/08/2023 Products Quantity Price Taxes Amount
Carevix™ 12 Units 28.00 7.70% CHF 336.00
Salespersan
Suction cervical stabilizer to snare, grasp, hold and manipulate
e Eric Lluvich .
cervical tissue
+41 76 296 68 73
® Send message Freight Charges 1 Units 2500 7.70% CHF 25.00
P o
Sl Untaxed Amount CHF 361.00

The internal user owning this quotation will be notified by email and in Odoo once the customer views the quota-
tion or does any other action, such as adding comments.

1.4. Sharing a quotation through its link

Quotations can also be sent by sharing its link to the online version. Click in Action button in the center of the
screen, and Share.

@l Sales Orders Tolnvoice Products Reporting Configuration
Quotations /
so-02971@
B Print »
Send by Email I Preview  Cancel

Duplicate

SO_OZE @ Delete

Bi Request Signature

=1

Customer
Accrued Revenue Entry
Generate a Payment Link
Send an SMS Text Message
Invoice Address | Send an email 'ss

Mark Quotation as Sent

Delivery Address g

Share
Quotation Templ Create Project
Change customer
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Click COPY in the new window to paste it, for example, in a separate e-mail or a text message.

Share Document X
Link https://aspivix-odoo-enterprise-test-25273269.dev.odoo.com/mail/view?mod... [0
Recipients Licld contacts to share the document... -
Note * Add a note

Cancel

1.5. Update of shipping costs

If there is a quantity change during the quotation process, there may be a need to update shipping costs. In the
below example, quantities have increased from the original quotation, and shipping costs are now free of
charge.

If an update is required, the line will turn yellow. Click UPDATE SHIPPING COST to update.

Order Lines Optional Products Other Info Notes
Product Quantity UoM Unit Price Taxes Disc.% Amount 3*

[P03-001-001-A1] carevix® 20 [ Units 20.00 © 8.1% Sales 0.00 400.00 € W
is a suction cervical stabilizer to snare, grasp, hold and
manipulate cervical tissue.

Freight costs 1 Units 26.84  8.1% Sales 0.00 2684 € W
Fedex Shipment

Add a product Add a section Add a note Catalog

Coupon Code  Reward  Discount  Update shipping cost

Terms & Conditions: https://aspivix-odoo-enterprise-test-25273269.dev.odoo.com/terms Untaxed Amount: 426.84 €
TVA 8.1%: 3457 €

Total:  461.41 €

1.6. Confirming a quotation
Confirming a quotation will change the transaction status from Quotation to Sales Order. Consequently, This will
push the transaction further in the Order to Cash process. It will also create Deliveries in Odoo to enable the
shipping of goods.

Quotations must be confirmed ONLY when two criteria are met: The customer must have agreed to the
quotation AND must have paid for the order (except payment terms agreed otherwise).

The status of the quotation can be checked in the right corner of the window.
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Deliveries created

> Delive
to ship the goods -,

Quotation Quotation Sent ; Sales Order ‘

Sale order status

Order Date 11/25/2025 10:36:13

End Date °

The original quotation has now been transformed into a Sales Order and is ready to be shipped.

2. REFERENCES

2.1.Procedures, instructions and guidelines
NA
2.2. Templates and Forms

NA
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