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About EQ Software 
 

Developed by a team of professionals from the KBB and IT industry, EQ was the first dedicated business management software 

solution for the kitchen, bedroom and bathroom market. EQ Software was created in 2000, and has become the leading provider of 

business management software for the KBB industry.  

Our team of experienced and dedicated professionals provide continuing software development, on-line support, software training, 

the commissioning of bespoke software and product catalogue data services; all this is driven by direct feedback from our ever-

growing customer base. 
 

Products 
 

EQ Foundation  
Foundation is our entry level KBB management tool designed for companies on the first steps of software implementation. With a 

large number of standard features, the user has access to hundreds of kitchen and bathroom catalogues, customer database 

functions, quotations, purchase orders and integration links with all the top CAD vendors. 

EQ Professional  
Our flagship product, Professional incorporates all the great features of Foundation. Professional adds stock control, project 

management, accounts integration and boasts the largest number of features and optional modules available from the UK's leading 

KBB software provider. 

eStore  
With over 80% of consumers searching on-line before purchasing, it is essential for KBB retailers to have an on-line presence. EQ 

Software’s unrivalled KBB experience and massive library of supplier pricing data, makes us the first choice for creating quality 

kitchen and bathroom websites. 

 

Offices 
EQ Software       
Ash Tree House     
Norman Court      
Ashby de la Zouch 
Leicestershire       
LE65 2UZ        

 
 

Help 
Help can be found from the following sources:  

• In-System Help Menu – for quick access to our Support Centre 

• Website – compusoftgroup.com/support 

• Telephone – 01827 839259 option 1. 



 

 

Using this Guide  
 

This setup guide is for first time set up and configuration of your EQ System.  

EQ Flex users who are hosted, and any network connected EQ installations benefit from shared data. Therefore, any catalogues that 

you download and settings you apply will only need to be configured on one system, as the other users will be using the same 

database. Please speak to our Support Team for assistance with configuring EQ on your network. 

 

If you are working with more than one stand-alone system, you will need to configure each system separately. It is strongly 

recommended that you ensure the Auto-Numbering is different between the two systems in case you ever want to combine the data 

later (EQ Professional only). Please see the section “Backing Up your Data” for tips on how to configure multiple stand-alone systems. 

 

All configuration settings described are relevant for both the Professional and Foundation versions of the System.  

 

Advisories: 
Key Users are highly recommended to attend the EQ Basics  Training Course. It is strongly advisable that all other Users participate in 

EQ Basics  Training prior to using the system in order that they can be supported effectively by our technicians. 

 

We highly recommend loading and configuring all required catalogues prior to attending training so that you can start using the 

system immediately afterwards.  

 
 



 

 

Loading Supplier Catalogues 
 

You can download catalogues from our server to select the suppliers that you work with.  
  
  

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. 
 
Catalogues that are not supported are 
available for a fee and are listed 
separately underneath this list (see 
below). 
 
 
 
 
 
 
 
 

• Click the +  next to a supplier’s name to show the catalogues they have available 

• 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 

• 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 download catalogues in the background and will inform you with a popup notification as they are downloaded. 

  

Hints & Tips 
 

To start with, only download a small selection of catalogues from your main suppliers.  



 

 

Catalogue Updates 

All the catalogues which are installed on your EQ system and have newer updates available are shown in the top section of Updated 

C atalogues. To select them all in one go, click Select Updated C atalogues and an X will be selected against each one to select it for 

download.  

  
 

Print Catalogue Info 

Click this button to print a report showing all the suppliers and catalogues that you have installed, your default supplier settings, and 
additional notes. 
 

  
Customer Supported Catalogues 

Customer Supported C atalogues are not supported by the manufacturer. It is your responsibility to send any new product or pricing 
information to us so we can keep the catalogue up to date for you. To purchase a premium catalogue: 
Put an X next to the supplier's name. You will be purchasing access to all the catalogues within that supplier. 
 
Click Purchase C atalogues. You will now be taken to a secure online payment page to enter your credit card details. 
 

• Complete the checkout process and then return to EQ 
• Within EQ click Yes to the question Refresh Catalogue L ist 
• Now the catalogue list has refreshed, your purchases will be listed within available catalogues with all the other catalogues 
• Put an X next to the catalogues you are ready to download, and you will now be able to download them, in the same way as 

all catalogues 
 
You will be notified with a dialogue box within EQ when the catalogue is approaching its renewal date so that you can purchase 
another 12 months access. If a premium catalogue expires you will be prompted within EQ to remind you that the data has expired 
and is therefore not going to be updated and you could be using out-of-date prices. 
  
You can also send an endorsement and recommendation email to the supplier asking them to contact us: 

• Click the supplier’s name to highlight it as above 
• Click the Email Supplier Request button 
• A pre-authored email will appear in the new window 
• Add to or edit the email as you require 
• Check the email address is correct 
• Press the send button to send the email 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

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. 
 
 
 
 
 

Select your catalogues in the same way as part A by clicking the +   

and putting X marks in the boxes or click Select All C atalogues to  
do them all at once. 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 system message asking you 
to close and re-open EQ.  Follow these instructions and proceed to Part 3. 
 

 
 

Parts 3 - Configure your Catalogues 
  

• If you have loaded any new catalogues don’t forget to set your discount and margins from the Suppliers List button 
before you start using products on a quote (see Configuring Catalogues in the next section) 

• If you have loaded a new furniture catalogue you can disable the old catalogue to prevent the old one being used on new 
quotes 

• If the catalogue is replacing an existing one, your margin and discount will be kept 
  
 
 

Parts 4 - Check your Catalogues 
 

• You can check your prices by going into the Product Catalogues  screen, searching for a product and clicking the 
Pricing Information button 

 
 
 

 
 

 
 

Hints and Tips 
 

If you do not complete Part 2 immediately, the next time the administrator user opens EQ on the same PC, the user will 

be reminded that catalogues have been downloaded but not yet imported.  

You can then load them immediately (part 2), delete them or cancel to be reminded next time you open the program.  



 

 

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. 

 

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. 

 

 

 

Hints and Tips 
 

Use the Disc & Margin buttons to help with your calculations. 



 

 

 

 

Using Supplier Margin 
 

 
 

This allows you to then enter a DISCOUNT , should you receive one from the supplier, in the Trade Disc%  column, and the MARGIN 

you wish to make in the Supplier Margin% column.  

 

Note that if you leave the Supplier Margin% at 0.00% this will mean you 

are selling your products at NET TRADE PRICE .  

 

 

You may not always receive a discount from the supplier, in which case leave the Trade Disc %  column at 0.00%. 

 

 

Using Retail Price 
If there is an option within the pricing method drop down to use retail price, and you sell at the supplier’s retail price, select this option. 

You will then simply need to enter the amount of discount you receive from the supplier for that catalogue. 

 

 

IMPORTANT  NOTE  

All catalogues, for all suppliers, must be configured prior to use. You are responsible for ensuring that all catalogues are configured 

correctly. 

 

 



 

 

Applying Additional Levels of Discount 
 

You may find that some suppliers offer you additional levels of discount for either certain product types, ranges or individual items.  

 

Product Types 
Ensure your pricing method is set to supplier margin. Select your catalogue and click the Discounts & Margins icon on the left of the 

window. 

  

 

 

 

 

 

 

 

 

 

 

This will open a window to allow different discounts and/or margins to be set against different types of product.  

 

 
 

Click Update to save and return to the previous screen. 

 

 



 

 

Range-Specific Detail (Furniture Catalogues) 
 

In some instances, you may need to set different discounts across different types of product within different furniture ranges within a 

catalogue, for example when a supplier runs a promotion that only applies to base units within a certain range. Select your catalogue 

and click the Discounts & Margins button as described above.  

 

 

Step 1: Click Discount Schemes  on the right-hand side.  

 

 

 

Step 2: Click Add, and give your scheme a name, for example 20% Promotion.  

 

 

  

 

 

 

 

Step 3: Click Update. 

 

 

 

Step 4: Select a range for which to apply the scheme, and from the Discount Scheme drop down menu choose 

                 the relevant scheme.  

 

 

Step 5: You will now need to configure that scheme, having applied it to  

                 one range. Ensuring you still have the relevant range selected,  

                 on the right-hand side click Product Type Discounts .  

 

 

 

 



 

 

Step 6: Find each product type/category and apply the relevant total % discount against each line for which the 

                    additional discount applies.  

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Step 7: Click OK to save and return to the previous screen.  

 

 

 

Step 8: You can now apply the discount scheme against all other ranges to which it is relevant, without the need to follow    

                     steps 1-7 for this particular scheme. 

 

 

Repeat steps 1-8 as necessary for other schemes, e.g. for a 20% promotion. 

 

 



 

 

Individual Product Prices 
On occasion, a supplier may give you a special price/discount for just one item, or a number of items but for which the above tools are 

not sufficient. In this scenario you will need to configure individual product prices. From the Catalogues  icon, select your catalogue 

and ensure it is set to use the supplier margin method for pricing, and that you have set a default discount/margin (the default is that 

which will apply to the majority of products within this catalogue). Click Individual Prices  on the left. 

 

 

 

This will allow you to set either a discount and margin, or cost and sell price against individual products.  

 

 



 

 

Entering an individual discount against an item 
Find the item you require (you can either type the product code into the box on the left or use the filter list option to narrow the list of 

products down) and enter the discount you receive in Selling Disc%. Enter the margin you wish to make in Selling Margin%.  

 

 
 

 

 

Click Update Prices.  

 

 

 

Entering a specific price against an item 
Find the item you require and enter its cost and selling price. All prices here are excluding VAT. Note that if you specify a cost price in 

this screen, EQ will not apply the default margin to this item as you are overriding this method of pricing by using individual product 

prices. You will therefore also need to specify your selling price as well. Click Update Prices. Note that products using specific prices 

will not receive any automatic price updates. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Hints and Tips 
 

You can export the list of products into Excel, make any amendments in here, and import back in  

again if you have a lot of products within a catalogue that require this level of discount. 



 

 

Setting Default Suppliers 
 

If you have downloaded catalogues from multiple suppliers, you may find that you need to change the default supplier for one or more 

catalogues. The default supplier is the supplier that EQ will use when you are searching within catalogues for your products. You will 

only be able to see products from the default supplier, unless an alternative supplier has got products in their catalogue that are not 

available from the default supplier. 

 

From the Product Catalogues  drop-down arrow, click Default Suppliers. 

 

 

 

 

 

 

 

 

 

 

 

 

This will open a window that allows you to select which suppliers you want to set as the default for each of your catalogues. Note that 

where the supplier’s name is in a grey background, you only have the catalogue loaded from that one supplier. In the example below, 

the Neff catalogue’s default supplier is white, meaning we have a choice of suppliers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the catalogue for which you wish to change the default 

supplier and click on the supplier’s name on the right-hand side. This will then turn into a drop-down and allow you to select your 

default supplier for that catalogue.  

 

 

 

Click Update to save your preferences.  



 

 

Checking your Prices 

 

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

 

 

 

Enter the code into the code box at the top left on the screen or click the search button and choose from one of the methods below. 

To search for a product, click                             on the left-hand side. This opens your product locator and allows you to search through 

your database using the below methods. 

 

 
 

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

 

 

Type any part of the product description into the Advanced Search box. 

 

 

 



 

 

Select the Catalogue on the left-hand side, then use the Type  and Category  drop down menus and select the relevant options 

from the lists.  

 

 

Select the Catalogue on the left-hand side, then use the Range and Option drop down menus. This is particularly useful when 

searching for bathroom products, or sinks and taps, within a specific range.  

 

 

Select the Catalogue on the left-hand side and type any part of the product specification into the Specification box. This can be 

used in conjunction with the Type & Category or the Range & Colour searches. 

 

Type in Flexible Dimensions. This is particularly good when looking for items with a specific size such as doors or panels. This 

can be used in conjunction with Catalogue and/or Type & Category. 

 

= Equals   - Finds product with dimensions that match the entered size 

< Less than  - Finds products with dimensions below the entered size 

> Greater than  - Finds products with dimensions above the entered size 

<> Doesn't Equal  -Finds product with dimensions that do not match the entered size  



 

 

Single click on your desired item from the list of products to see its 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  
 

 

Base Price - 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.  

 

Cost Price - is the price of this item to you, to purchase this product 

                       from the supplier as listed. 

 

Selling Price - 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 > Standard 

Catalogues screen. 

 

 

Click OK  to close this window. 



 

 

Printing Product Information 
 

Select a product within your database and click the Print icon at the bottom right hand side of the window. 

 

 
 

 

 

 

Select whether you want to print, preview, or turn the document into a PDF to attach to an email. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hints and Tips 
 

Use the Print Preview to see what your logo will look like at the top of your documents 



 

 

Adding your Own Suppliers 
 

Most of your suppliers’ catalogues are available to download from the EQ server, however, there will be occasions whereby you will 

need to add your own products (see My Catalogue), and your own suppliers, into  

EQ for those that aren’t available to download. 

 

To add your own suppliers, open the Supplier List  screen using the icon on your top toolbar.  

  

 

Click at the bottom. This opens a blank general tab. Fill in the details as required. 

 

 
 

 

You may want to click across each of the tabs at the top to fill in additional 

information relating to that supplier. Enter your account code with that 

supplier in the first box on the Account Details tab. 

 

Once you have finished, click Update to save your work.  

 

The supplier will now be in the list, allowing allocation of products, orders and purchase invoices (Pro Only) to it. 

 

 

Important Note for EQ Professional users 
If you are planning on exporting Purchase Invoices to an accounts package, you 

will also need to complete the Accounts Code box with the account number for 

each supplier as assigned within your accounting software. You will also need to 

assign a default VAT Code/Rate, and Nominal Code. Please see the relevant help 

files for more information.  

 



 

 

Adding your Own Products (My Catalogue) 
 

My Catalogue is your own product database for items that cannot be downloaded from the EQ Server, or for items that you don’t 

want to download that you want to be able to put onto a quote. These can include items that don’t have a fixed price, such as solid 

surfaces, or items that are specific to you.  

 

Please note that EQ does not update these prices automatically for you. 

 

To add an item, click My Catalogue on the top toolbar. Click the Product Details tab, and then the pop-up box next to 

the catalogue drop down. 

 

 

 

This opens a window and allows you to add 

in sub-catalogues, such as solid surfaces, 

tiles, bar stools etc.  

 

 

 

 

For each of these you can, should you wish to, set rules using the Settings button on 

the right – set the same supplier, and the same discount OR margin against any 

products that you allocate against these catalogues. 

 

 

Click Update. 

 

 

 

 

 

 

 

 

You should now be back to the main My 

Catalogue window. Click the Add icon at 

the bottom. Fill in the details as required, 

starting at the top and working your way 

down. Note that you will need to choose a 

supplier for your product before you can 

update it. All prices are EXCLUDING VAT.  

 

 

 

Pro Only – click the Additional Info tab at the top for more options. 

 

Once you have finished, click Update. Your product is now saved ready for use. 
 

Hints and Tips 
 

 

You can import products from an Excel spreadsheet to save time for multiple products. 



 

 

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 . 

 

 

 

 

 

 

 

Changing Auto Numbering (for Stand-Alone Systems)  
 

IMPORTANT – DO NOT CHANGE ONCE SYSTEM IS IN USE.  
 

From System Config , under System select Auto Numbering.  ON ONE MACHINE ONLY, change the Order & Customer Prefix. It 

can be whatever you want it to be, up to 5 characters in length.  

 

 

 

 

 

 

 

 

 

Once you have finished, click Update.  



 

 

Configuring Email Settings 
 

These will be your default settings, but they can also be configured on a user-by-user basis so that each user can send emails out of 

their own email address. 
 

From System Config , under System , select Email.  
 

Send via Outlook (MAPI) - Tick this box if you want EQ to use Microsoft Outlook to send 

                                                   messages. This will keep a copy of the messages in Outlook's Sent Mail folder. 

Email Purchase Orders     - Tick the box to enable the option. 
 

User Information:  

Email Address - Enter your email address, this appears as the “from” address when the supplier receives your 

                             message. 
  

Cc  Email Address - Enter an email address in here if you want to receive a copy of the order. This can be your email 

                                    address again or another department's address. 
 

Login Information: 

Username - This must be the username for your email service provider. You can probably find this in your normal 

                       email program or from your service provider. 
  

Password - This is the password for your email server. If you do not know this obtain the password from your email 

                      service provider. 
  

Server Information: 

Outgoing Mail (SMTP) - Enter your outgoing mail server. This can be found in your normal email program or from 

                                              your service provider. E.g. this could be mail.providername.com 
  

Port - Enter the port that is required by your outgoing mail server. This can be found in your normal email program or 

           from your service provider. Many internal email servers use port 25, whilst many SSL email providers (Google  

           Mail being an example) use 587. 
  

Requires SSL Authentication - Tick if advised that it is required by your email server. It is relevant to how you log on 

                                                          to your email server. 
  

(Note you can also setup per user email account settings (so not all emails appear from the same address).  

See System Config > Users > Additional Info > Email. 
 

Send Sample Email 

Once you have input the settings click Update to save and close the window, then close EQ completely. Log back in with your 

password (if this has been configured) BEFORE you use the Send Sample button. Once you are back into EQ return to Tools > 

Email to send a sample message. 
  

Click the button and input any email address that you can receive email from, so you can verify the test is received correctly. 

 Hints and Tips 
• Remember to close EQ and reopen for changes to take effect 

• Note that you cannot link to Outlook if it has been installed as a 64-bit application, it would need to be re-

installed as 32-bit so it can be linked with EQ. For more information see the system requirements on our 

website. 

• When using the option with Outlook/Outlook Express you may be prompted to click Continue as Outlook 

warns you that an external program (EQ in this case) is attempting to send email. You must allow this. 

• If you experience any other error messages sending with Outlook/Outlook Express remove the tick box and 

try sending an email message from EQ without using Outlook. 

• Google Users may have to allow less secure apps within their account settings 

• Windows 365 users may have to log into their email account from the internet, rather than from Outlook, for 

changes to take effect. 

• See further help and short videos, guiding through Google and Microsoft accounts in our Support Centre 

Email setup article. 

https://eq.support.compusoftgroup.com/hc/en-gb/articles/360018293897-System-Config-Email-Setup


 

 

C onfiguring Validation Rules 
Validation rules are warning messages that appear when a quotation is saved. They are in 2 forms: Warnings, which can be ignored, 

and errors, which require the user to take some action in order to continue to save the Quotation. They can be set differently for 

different types of quotation. 

 

From the System Config , under Quotations & Pricing, click Validation Rules. 

 
 

Here you can add or amend Quote types and set the validation rules accordingly. The bottom table is relevant to whichever quote 

type you have selected in the top table. 

 

Click Add under the top table to add in additional Quote Types. Give your Quote 

Type a name and if you DON’T want it to contain Fitted Furniture, click “Quick 

Quote”. 

 

With your Quote Type selected in the top table, choose which rules you wish to 

apply in the bottom table. You can add additional rules by clicking Add and selecting 

whether you want a Warning or an Error, and whether you want EQ to prompt for 

specific codes, or an entire product category. 

 

This can be very useful for adding in reminders for certain items. If you set the rule to be an error, EQ will not allow the Quotation to be 

saved unless that item has been added to a quote. If you add multiple options under the same rule, EQ will look for 1 of them, not all of 

them. If you wish to configure validation rules for separate products, then you must configure a separate validation rule for each 

product. So, for example, if you wanted to prompt users to add radiator valves AND wastes to a bathroom quote, you would need 2 

separate rules, 1 for each product/category. Alternatively, if you wanted EQ to prompt for radiator valves OR wastes, then you could 

put both products/categories under the same rule. 

 



 

 

 

 
 

Click update to save your changes. This will add the rule to the list, you now must select which quote types will utilise this rule.  

 

 

Configuring Text Originator & Purchasing Credits 
If you wish to send text messages from within EQ, you will need to configure your Text Originator, and purchase your credits. 

 

From the System Config , under Miscellaneous Configuration, click Postcodes & Texts . 

 

 Enter your Text Originator in the box on the right – this can be characters, if you want to enter your company name in there, or a real 

phone number that you own if you want customers to 

be able to respond to the texts (omit the first “0”, as 

this will be replaced by your Country Code in the box 

below). For first-time configuration, you can sign up for 

a free trial of 10 credits by clicking the Free Trial 

button & filling the information in.  
 

Once you have used your free credits, you will need to 

purchase more to continue using this feature. Click 

Purchase Credits and follow the instructions on 

screen. You can come back to this window at any time 

and click Remaining Credits to see how many you 

have left. 

 

 



 

 

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 
• 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. 
 

• Open My 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. 

 

You can follow step-by-step video instructions in the Support article Show Company logo. 

Hints and Tips 
 

For networked multi-user systems, save this file in a networked location and allocate on a user-by-user basis – see 

Configuring User Settings for more info.  

https://eq.support.compusoftgroup.com/hc/en-gb/articles/4405558595985-Show-company-logo-or-print-on-letterhead


 

 

Configuring User Settings 
 

Anybody that uses EQ will need to be set up with a Username and Password and will need to be given access rights to allow all 

access or limit the functionality available to users. 
 

Part 1 – Configure Users 
 

Click the System Config  drop-down arrow from the main menu bar and select Users.  

 

 

This opens a screen that allows you to add users to your system. 

 

 

 

 

 

 

 

 

 

 

 

 

By default, there are two users, the 

Administrator and a blank user.  
 

For first time set-up, select the Administrator user and change it to your own name. Give yourself a password in the next box across. 

You will need this the next time you log into EQ.  
 

In the blank user field, type the name of another person that will be using EQ, and give them a DIFFERENT  password to your own. 

Note that passwords must be unique to each user.  
 

In the Order Prefix column, you can put the user’s initials if you wish. This will then prefix all quotes produced by that user with these 

letters instead of your Default Order Prefixes. 
  

You can add additional users by clicking Add at the bottom and entering the relevant information. If you are the only user of your 

system, highlight the blank line and click Delete. 

 

 

You may then want to configure additional settings for each user. This can be done by selecting the user 

and clicking Additional Info on the right-hand side. Here, you can set user-specific addresses, delivery 

addresses, email settings (so users can email out of their own accounts instead of using the default 

settings), logo, minimum margin etc.  

 

Click Update to save and close. 

 

 

 

Hints and Tips 
 

Ensure your key user is set as the administrator so that they have full access rights and also receive the catalogue update 

notifications. Click on your key user’s name and click Administrator on the right.  



 

 

Part 2 – Add Users to Access Groups 
 

Click the System Config  drop-down arrow from the main menu bar and  

select User Groups. These are your access groups, allowing you to restrict  

users’ functionality within the software.  

By default, there are two groups: Everyone and Level 9 . 

 

 

 

 

 

 

You can add additional access groups by clicking Add on the right-hand side. 

Give your group a name and then click Access  on the right.  

 

 

 

 

 

 

 

 

 

 

This gives you a list of functionalities – those which members DO 

NOT have access to, on the left, and those which they DO, on the 

right. To enable a functionality for group members, highlight it on 

the left and click Add. To remove a functionality, highlight it on the 

right and click Remove. 

 

 

Click Update to save and close. 

 

 

 

 

Back in the User Groups screen, select a group and click  

Members on the right (you won’t be able to do this if you’ve got the 

Everyone group selected as this always contains all users). Select a 

user you wish to add into this group on the left and click Add, to add 

them into this access group. Click Update to save and close. 

 

Remember to click Update in the User Groups screen to save your 

settings. 

 

 

 

Hints and Tips 
 

Restrict the Everyone group to a basic level of access settings. All users will have at least this level of access.  



 

 

Backing Up your Data 
It is strongly recommended to back up your data regularly.  There are two ways of doing this; Method 1 will back up all the work you do 

within EQ excluding catalogues, information contained within customer folders and any bespoke templates/letters you have created. 

Method 2 will effectively duplicate your system but will take much longer. EQ will prompt you periodically to back your data up using 

method 1. 

Method 1 – Internal Back-Up 
 

You will need to ensure that everyone apart from the Administrator is logged out of EQ.  

Click the System Config  drop-down arrow from the main menu bar and 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 . 

 

This will need to be competed independantly within each multicompany, should you have any configured. 
 

Method 2 – Full System Duplication 
 

Ensure all users are logged out of the system. Find your easyquote folder, which may be located on the C:\ drive, or somewhere else 

on your network.  

 

If you are unsure of where this folder is located, click the System Config  button and under System click File Locations. Make a note 

of the network path for Work Files. DO NOT MAKE ANY CHANGES IN THIS SCREEN.   

 

Close this off, close EQ completely and browse to this folder. 

 

Locate this folder, right-click and select Copy  (DO NOT C UT). Browse to another location (for example, an external hard drive), and 

Paste this folder into the 2nd location. This will take some time to copy all of the files across as this folder contains your entire 

database. This may need to be repeated if you have any multicompanies whereby the data is NOT contained within your main 

Easyquote folder. Please be advised that this does not enable you to use EQ on another machine without having first purchased an 

additional licence – please speak to our Sales Team if you require any further licences. 

 

 

 

 

Hints and Tips 
For multiple standalone systems, Method 2 is a good way of duplicating the settings from one machine to a 2nd or 3rd 

machine. Just make sure that you change the Auto Numbering, and user specific Order Prefixes (if used) between 

each machine in case you ever wish to combine the data.  



 

 

Database Integrity Check 
 

In addition to performing regular backups, it is strongly recommended for you to perform a database integrity check on a regular 

basis to keep your system running as efficiently as possible. You will need all users logged out to perform a database integrity check. 

 

Click the System Config  drop-down arrow from the main menu bar and  

select Database Integrity.  

 

 

You will be asked if you wish to perform a backup (utilising Method 1,  

and whether you wish to reload all catalogues. Select the relevant  

options and click Check Database Integrity. 

 

 

 

 

 

 

 

 

 

 

EQ will run through a backup (if you had selected that option) and will then ask you if you wish to continue with the database integrity 

check. Click yes and wait for the process to complete. Once the progress bar has disappeared, all users can log back into EQ. 
 

Your Administrator will be reminded every X days to perform a database integrity check if none have been completed within that 

timeframe. This setting can be changed in the System Config  under Miscellaneous Configuration > Backups  

 



 

 

Configuring Customer Classifications 
 

You may wish to configure Customer classifications for reporting and filtering purposes. Click the Customer List  drop-down arrow 

from the  

main menu bar and select and work down the following list: 

 

 

• Customer Types   – allows for different default payment structures, rules 

                                      and basic document layouts for each type of customer 

• Sales People – allows to assign a salesperson to each customer 

• Source of Lead – allows for analysis of differing lead sources 

• Showroom – allows for analysis between different showrooms 

• Changed to suit/ 

     Users Own – user defined classification 

• Users Own – use defined classification 

 

 

Customer Types 
Click Add at the bottom to add a type of customer to the list. 

 

 

Give your customer type a name (in this example we’ve 

used Retail Fitted), and then configure the settings on 

the right. 

Amend if necessary, the names of the documents for 

this type of customer. Click the pop-up boxes to the 

right for additional options, such as to set default notes 

at the bottom of the documents for this type of 

customer. Enter the default payment stages at the 

bottom.  

 

 

 

 

 

 

 

You can add as many customer types as you wish by 

clicking the Add button. Once you’ve added the 

customer type, select it on the left to configure the 

settings for that type of customer on the right.  

 

 

 

 



 

 

Sales Person 
 

Click Add on the right to add in each of your salespeople. You can also assign commission profiles to them here too (Professional 

users only) – these will need to be configured first. See the relevant help topic for instructions. 

 

 

Click Update to save your changes. 

 

 

Source of Lead 
 

Click Add at the bottom left to add in your lead sources. Enter the description, and if there has been a cost to your business for this 

lead source, click Add at the bottom right. Enter the date, when the lead source began and when it finished, and how much it cost your 

business (excluding VAT).  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat as necessary for all lead sources. 

 

 



 

 

Showroom 
 

Click Add on the right and enter the names of each of your showrooms. Click Update to save your changes. 

 

 

 

 

 

 

 

 

 

 

User Defined Classifications 
 

You can use these other 2 as additional classification to use as you wish, for reporting and filtering purposes. Change the name of the 

classification as necessary and add in the relevant options. In the example below we have changed the name of the classification to 

Area and added in the different options. 

 

 

 

 

 

 

 



 

 

Configuring Quotation/Order Statuses 
 

It can be useful to create statuses for quotes and sales orders, so you can see at a glance what stage they are at. 

 

For this, you will need a saved quotation. 

 

Right-click on the Quote ref. or Order Ref. number of a quote or sales order  

and select Order Status.  

 

 

  C lick the small icon on the right-hand  

         side of pop-up window. 

 

 

 

 

 

 

 

C lick Add on the right of the pop-up window.                          

 

Give your status a name, right click in the colour 

box and select from the palette. Repeat for all 

your quote/order statuses. You can have as many 

statuses as you require. Click Update.  

 

 

 

 

 

 

To select a status for your quote/order, right click on the reference number, select Order Status, and select from the drop-down 

menu. You can also add some notes in this window which will be shown in the progress notes for the quote/sales order (Progress 

Notes are found in the drop-down menu when right-clicking the quote/sale reference). Click Update. 

 

You will now be able to see the Status of your quote/order in the relevant tab within the customer’s story board. 

 

Statuses are also particularly useful for filtering (Pro Only) and for use with the Workflow Module (additional module – please speak to 

a member of our sales team for more info). 

 



 

 

Fitting Configuration 
 

There are 3 methods of adding fitting to a quote – you can use one of the 2 built-in options (Job Price or Fitting Calculator), or you can 

add fitting as a product into My Catalogue. If you wish to add fitting using the calculator, you will need to configure it by following the 

steps below. 

 

 

From the EQ Menu bar click Fitting Setup.  

 

 

 

 

This will open the Fitting Configuration screen, which is arranged in a hierarchy of 3 tiers: 
 

1. Fitting Section 

2. Fitting Group 

3. Fitting Item  

 

 

 

 

The default list shows one fitting section (called Default Fitting Section), and five fitting groups. Additional sections can be added if 

you have different groups of fitting, for example you might have a Kitchen Fitting Section and a Bathroom Fitting Section. If you wish to 

add additional sections, click Add Section on the left. 

 

You might also wish to add additional groups – for example, a group for Plastering or Removal of Waste Materials. 

Click Add Group on the right-hand side. 

 

Whether or not you add or amend Sections and/or groups, you will then need to add items. Items are the fitting elements that will have 

a price against them. When fitting is added to a quote using the Fitting List, you will need to put quantities next to the items that are 

relevant to calculate the total fitting price for the job. 

 

To add an item, select the fitting group that the item is to sit within, and click Add Item on the left. 

 

 

 

 

 

 

 

 

 

 

 



 

 

Enter the description for the item on the right-hand side (for example, Removal of existing kitchen), ensure it will sit within the correct 

group. 

 

Enter your cost price and either a margin or just type your selling price in the relevant box. 

  

Tick the relevant boxes to select how this item behaves on the fitting list: 

• Compulsory      – the user must put a quantity against it in order to continue 

• Fix Cost      – the user cannot change the cost price of the fitting item on a quote-by-quote   

                         basis 

• Lock Automatic Quantity      – allows you to set an automatic quantity against the fitting item that cannot be   

                                                        changed by the user 

• Automatic Quantity    – allows you to set a default quantity against the item, which may or may not be  

                                                         overridden by the user dependent on the Lock Automatic Quantity setting 

 

Each of these settings can be used independently or in conjunction with one or more of the others. 

 

 

Continue to add Sections/Groups/Items as required.  

 



 

 

The example below shows a fitting calculator with one section, several groups and numerous items per group: 

 

Once you have all your fitting items created within the relevant groups, you may wish to reorder them into a sequence of your 

choosing. To do this, select an item of fitting & click Sequence  on the left to open a pop-up.  

 
 

Hold the left-mouse button and drag the fitting items within that group into your 

preferred sequence. 

Click Update when you have finished to save and close your work.  

 

 

 

 

 

By default, your customer will only see the fitting groups that are relevant to them, 

rather than a full list of fitting items. This can be changed in System Config Settings. 



 

 

Setting Default Fitting Notes 
 

Click the Fitting Setup drop-down arrow from the main menu bar 

 and select Installation Notes. 

 

  

 

 

 

 

 

 

 

Select the quotation type you would like to add fitting notes to.  

 

If the same notes are required for all quote types, then you only need to enter your notes against the Default type. 

 

These notes will appear when you add fitting onto a quotation and can be amended on a quote-by-quote basis. 

 

 

Click Update.  

 



 

 

Customising your toolbar 
When you first log in to EQ, your main toolbar will look similar to this, if you’ve got Professional: 
 

 
 

……Or this, if you’ve got Foundation: 
 

 
 

 

Add/Remove Buttons 
 

 

Right click in the empty area of the toolbar on the right-hand  

side and select Toolbar Buttons. Click to select/deselect the buttons that 

you wish to see at the top of your toolbar.  

This will only change the settings for you. 

 

 

 

Change Names & Tooltip Descriptions 
Right click on the toolbar and select Customise Toolbar. Here, you can overtype the icon names, choose whether to make the icon 

visible, and change the tooltip descriptions of the icons. 
 

 
 

You can then update your settings for all users, update the default toolbar (so any new users will automatically get your custom 

toolbar), reset all users (which will reset all users’ custom toolbars back to the EQ default), or just update the settings for your user log 

in. The access to these buttons can be controlled in User Groups. 



 

 

Removing Unwanted Catalogues  
 

  It may be necessary to remove catalogues that are surplus to requirements. There are 3 methods for removing catalogues from your 

system: 

 

1. Remove Catalogues 

2. Remove Suppliers 

3. Remove Supplier Catalogues 

 

 

 

 

These options can be accessed from the Catalogues menu option and will require all users to 

be logged out in order to complete the process. 

 

 

 

 

1. Remove Catalogues – this option will remove one or more catalogue/s completely from your system, 

                       regardless of how many suppliers you have the catalogue/s loaded from. 

 

2. Remove Suppliers- This option will remove one or more supplier/s, and all their catalogues, from your      

                                                                       system.  

 

3. Remove Supplier Catalogues - This option will allow you to cherry pick which catalogues you wish to remove from each   

                                                                       supplier separately. 

 

 

Select the required method from the Catalogues menu, choose the catalogues/suppliers/supplier catalogues you wish to remove by 

placing an X in the box, and click Remove [Catalogues/Suppliers/Supplier Catalogue] at the bottom of the screen. 

 

 

 

 

 

 

 

 

 

 

 

Hints and Tips 
 

Ensure you don’t have any catalogues downloaded but not imported into your system prior to removing catalogues – 

otherwise you might find they get re-loaded back on again! 



 

 

Appendix 1 

EQ Basics  Course Overview 
 

Are you new to EQ? Have you been using EQ for a number of years but maybe aren’t sure if you’re doing things 

the right way? Are you self-taught? If so, our EQ Basics course is for you, by the end of the EQ Basics course you 

will be able to: 

 

• Find supplier information. 

• Enter customer details. 

• Produce quotations including applying discounts and checking profit margins. 

• Place purchase orders to suppliers. 

• Record payments, raise invoices and credit notes. 

 

 

 

Full Course Contents 

 

Overview of Suppliers Screen  Finding supplier contact information & add specific contacts for suppliers 

Overview of My Catalogue  Explanation of manually added products 

Catalogue Search  
Searching through your product database to find information about products & check 

your prices 

Creating Customers  Creating customer records, including all contact, delivery & classification information 

Using Customer Folders  
How to use the Windows folder that EQ creates for each customer - for example to 

store before & after photos of their project 

Sending Emails & Texts  How to send a simple email/text message from EQ 

Building Quotations (Basics)  Building, saving, printing & editing quotations 

Building Quotations (Advanced)  
Creating multiple revisions of quotes, changing door ranges, using right click menu, 

mixing door styles within the same quotation.  

Check Profit Margin  Find out what your estimated profit is for a quotation 

Applying Discounts to Quotations  Applying both % and £ discounts to a quotation to arrive at an agreed selling price 

Accept Quotation  
Turn your quotation into a customer order & enter key dates & payment stages against 

it 

Recording Payments  Record a customer payment against a sales order and create a receipt 

Print Order Acknowledgements  
Produce an order acknowledgement, that can be presented in conjunction with your 

standard terms & conditions, for your customer to sign 

Placing Purchase Orders  Place purchase orders to your suppliers 

Delivery Notes  Create a delivery note from within EQ 

Printing Invoices  Produce an invoice from EQ 

Credit Notes  Create a credit note 

Refunds  Refund money to a customer 

Printing Reports  Extract information out of the system 

 

 

More about Training 
Email: training.gb@cycnly.com find out more and book your place. 

 

 

 



 

 

Appendix 2 

Working out Margin vs Mark up 
 

COST  
ex VAT   

MARK UP %  
RETAIL PRICE  
ex VAT   

MARGIN %  

100  10%  110  9.09 

100  20%  120  16.67 

100  25%  125  20 

100  30%  130  23.08 

100  40%  140  28.57 

100  50%  150  33.33 

100  60%  160  37.5 

100  70%  170  41.18 

100 75% 175 42.86 

100  80%  180  44.44 

100  90%  190  47.37 

100  100%  200  50 

100  150%  250  60  

100  200%  300  66.67 

100  250%  350  71.43 

100  300%  400  75 

100  400%  500  80 

100  450%  550  81.82 

100  500%  600  83.33 
 

When using Margin, your sell price is 100%, therefore your cost will be a percentage of your final sell price with the rest being your 

profit margin. To calculate a 20% margin, you divide COST price by 0.8, for 30% divide by 0.7, for 40% divide by 0.6. So, if cost = 

£120, with a 40% margin we sell for £200: 40% of £200  is £80, our profit margin, the other 60% being £120, our cost price.  

  

30% = sell for £171.43  

40% = sell for £200  

50% = sell for £140  

 

 

IF COST = £100.00:  

  

50% MARK UP = £150.00  
50% MARGIN = £200.00  

TO WORK OUT MARGIN: (ex VAT)  

 

100 – 100 x (COST / RETAIL)  

E.g. Cost = 120, Sell = 160:  

  

120 ÷ 160 = 0.75  

0.75 x 100 = 75  

100 - 75 = 25%  

= 100% Sell Price  

So a product costing £120 ex VAT, with a 40% 

margin, would sell for £200 ex VAT; £120 being the 

60% Cost, £80 being the 40% profit & £200 as the 

100% sell price 



 

 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


