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The Process workspace is used to work with Inquiry records within Sales Jobs. Sales

representatives and project teams use it when they need to record an inquiry, maintain
its related selections and files, and review the associated task information. Use this

workspace from Add new > Sales Jobs > Process.

The available controls allow you to save the record, attach files, make a selection, and
access related actions such as Lead, Inquiry, and Tickets. The screen does not

display a separate status field; therefore, save the record when its current information
is complete.

Workflow

1. Open the Process workspace from Add new > Sales Jobs > Process. Review

the Inquiry record before making changes.

Inquiry — Add new › Sales Jobs › Process

2. Decide whether you need to update the record information or leave it unchanged.

To choose an available value, use Select... and confirm the selection with Ok.

To abandon the current selection or entry without confirming it, use Cancel.

Use Select when the screen requires you to apply the selected item.

Note: The available screen information does not identify the business

meaning of individual values in Select.... Confirm that you are selecting the
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intended record before saving.

3. Decide whether supporting documents are required for the inquiry.

To add a file, select Attach and add the required document to files[].

Use attachments for documents that must remain available with the Inquiry
record, such as customer correspondence, specifications, or supporting

commercial information.

If no supporting file is required, continue without adding an attachment.

4. Decide whether to continue working on the Inquiry record or complete the current

update.

Select Save to retain the current information and remain on the Inquiry screen.

Select Save and Close to retain the current information and close the record.

Select Delete only when the Inquiry record should be removed.

Warning: Use Delete only after confirming that the record is no longer

required. The screen provides no separate approval or recovery stage for this

action.

5. Use the available related actions only when they match your current work:

Select Lead to access the available lead-related action.

Select Inquiry to access the available inquiry-related action.

Select Tickets to access the available ticket-related action.

The supplied screen information does not show how these actions change the

Inquiry record or move it to another stage. Save the record before leaving the
current work where necessary.

Task
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The Task tab contains task-related entries associated with the Inquiry record. The
visible entries include a unit expressed in Pieces and a quantity value, allowing you to

review the task information recorded for the inquiry.

No control is provided in the available screen information that explicitly moves a
record into or out of the Task tab. Use this tab to review the task-related information

shown for the current Inquiry record, then return to the record actions when you need
to save, attach files, or access related work.

Examples

A sales representative receives an inquiry for materials required for a Sales Job and

needs to retain the customer’s supporting document with the inquiry.
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1. The representative opens Add new > Sales Jobs > Process and reviews the

Inquiry record.

2. The representative uses Select... to choose the required available value and

selects Ok to confirm it.

3. The customer has sent a supporting document. The representative selects Attach
and adds the file to files[].

4. The representative opens the Task tab to review the task-related entry. The entry

shows a quantity expressed in Pieces, confirming that task information is available
for review.

5. After checking the entry and attachment, the representative selects Save to keep

the record open for further work. If no further work is required, the representative
selects Save and Close instead.

Tips

Tip: Use Save while you are still reviewing selections, attachments, or task
information. Use Save and Close only when the current update is complete.

Note: Review the Task tab before closing the Inquiry record when task quantities

are relevant to the Sales Job.

Warning: Select Cancel when you do not want to confirm the current selection.

Selecting Ok confirms the selected value.

Troubleshooting

Symptom Likely cause Fix

A selected value does not

appear to be applied.

The selection was not

confirmed.

Use Select..., choose the required

value, and select Ok. Then use Save
or Save and Close.

A supporting document is
not available on the Inquiry

record.

The file was not attached to
files[].

Select Attach, add the file, and save
the record.
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Symptom Likely cause Fix

The Inquiry update is lost

after leaving the screen.

The record was not saved. Select Save to retain the update, or

select Save and Close to retain it and
close the record.

A task quantity needs to be

checked.

The task-related

information is displayed on

a different tab.

Open the Task tab and review the

entry shown in Pieces and its quantity.
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