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1- Find End User Account

C O N F I D E N T I A L
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Find the End User 
Account

▪ The first step is to search 
and find the End User 
account. 

▪ You can enter the account 
name, ID, address, etc., in 
the main search box, 
located under the 
Netwitness logo. 

▪ Under ‘Accounts’, system 
will show all existing 
accounts that match the 
criteria entered. 
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Find the End User 
Account

▪ You can also go to the 

CPQ section, and select 

‘Accounts’

▪ This will bring your most 

recently viewed accounts. 
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Create a new End 
User Account

▪ If you cannot find the 

account, you will have an 

option to create a new End 

User account. 

▪ Go to CPQ → Accounts →

click on ‘NEW’ 



7 ©2022 NetWitness or its affiliates. All rights reserved.

Create a new End 
User Account

▪ A form will open. Complete 

the required information 

and then click on SAVE

▪ Account will be created as 

a “prospect’ account, and 

you will be able to proceed 

with opportunity creation. 
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2- Create the Opportunity
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Create the 
Opportunity

▪ On the End User account, 

click on ‘Create 

Opportunity’
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Create the 
Opportunity

▪ Complete all the required 
fields, which are flagged 
with a red dot *

▪ The Currency selected on 
the opportunity must be  the 
currency required on the 
quote

▪ A Price Book per sales 
region must be entered on 
the opportunity

▪ Please note, Partner 
Contact is also mandatory

▪ Once done, click SAVE
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3- Submit for Deal Registration
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Submit Deal 
Registration

▪ Once opportunity has been 
created, if the deal is Deal 
Reg. eligible, you should 
submit it before continuing 
with Quote creation. 

▪ To do this, click on ‘submit 
for Deal Registration’
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Submit Deal 
Registration

▪ DR form will open. 

▪ Most information will be pulled 
from the opp. and populated 
on the form.

▪ You will need to add:
– End User contact email address
– Deal Classification
– Opportunity Contact details
– Deal Description
– Projected value
– Select product 

▪ Once done click SAVE & 
SUBMIT 
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Submit Deal 
Registration

▪ Once DR is submitted, you 
won't be able to proceed 
with Quote creation until the 
DR is actioned (approved or 
declined). 
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Submit Deal 
Registration

▪ You can see your submitted 
DRs under the Deal Reg 
section. 



16 ©2022 NetWitness or its affiliates. All rights reserved.

Submit Deal 
Registration

▪ Once DR is approved, a 
‘Deal Registration 
Information’ section will 
appear in the opportunity, 
showing:

– DR code

– DR type

– DR discount 

– DR status

– Expiration Date

– Link to request an 
extension
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4- Create Quote
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Create Quote

▪ If you submitted the 
opportunity for Deal 
Registration, once DR is 
approved, you will be able to 
proceed with Quote 
creation. 

▪ From the opp., click on 
‘Create Quote’ button. 
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Create Quote

▪ Please note Deal Registration is 

not mandatory. So, if the deal is 

not Deal Reg eligible (for 

example in the case of a Public 

Tender) and you wish to 

proceed without submitting one, 

you can. 

▪ From the opp., click on ‘Create 

Quote’. A Pop-up message will 

appear alerting you there is no 

DR linked to this opp. Just click 

on ‘Continue’ and you’ll be able 

to create the Quote. 
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Create Quote

▪ The Create New Quote box 

appears and confirms the 

End User account, Start 

Date and Price Book

▪ Enter the start date here
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Create Quote

▪ Quote is created. You will see the 
Quote number on the top left side. 

▪ Quote Details page is broken out 
into  Deal Information, Status, 
Contract Information, Discount 
Information, Accounts, Subsidiary, 
Documents, Notes & NetSuite 
Information

▪ In the Deal Information section, you 
will see:

✓ Opportunity Link & Sales Rep

✓ Quote number

✓ Order Type & Channel

✓ PO Information
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Create Quote

▪ The Status section shows:

✓ Quote & Approval Status

✓ Expire Date

✓ Ordered Status

▪ The Contract section Shows:

✓ Start Date

✓ Payment Terms

✓ Number of Months for Deal

*End date is not populated for Net 

New Deals
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Create Quote

▪ The Discount section Shows:

✓ List & Net price

✓ Overall discount level

✓ Deal Reg code & discount if 

applicable
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Create Quote

▪ The Accounts section provides 
address and contact information 
which have defaulted from the 
Opportunity, only some of these 
accounts can be update at the quote 
level:

✓ Sold to – cannot be updated

✓ End User – cannot be updated

✓ Ship to – can be updated

✓ Install at – can be updated

✓ Bill to – can be updated

✓ Reseller – cannot be updated

*All accounts must have contact 
selected*
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Searching a 
Contact

▪ There are two ways to search 

and add a contact to the 

account:

1. Copy and paste the copy name 

or UCID into the contact field:

▪ A list of known contacts will appear, click on  

Show All Results to see every contact and 

select the required contact

2. If the contact's name is known 

type the name in the contact 

field, the contact will appear and 

click to select it
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Creating a 
Contact

▪ If you need to add a new 
contact, select ‘new contact’ in 
the drop down

▪ In the New Contact box select 
the contact type and click next

▪ In the next page enter the 
account you are linking the 
contact to.

▪ Enter the first and last name 

▪ Enter the email address and 
phone number

▪ Click Save
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Create Quote

▪ Subsidiary Section is where the 
Legal Sales Entity is entered

▪ Quote Documents will show the type 

of output and T&C’s used for the 

Transaction

▪ Notes Section is where you can 

enter notes for the order 

management Team (Internal), 

Shipping Instructions, Invoice 

Output & Approval Reason

✓ Approval Reason must contain a 
discount driver for any pricing 
discount above list price



28 ©2022 NetWitness or its affiliates. All rights reserved.

Create Quote

▪ To add products, click on 

‘Edit Lines’



29 ©2022 NetWitness or its affiliates. All rights reserved.

Create Quote

▪ In the next screen you can 

amend the start date & 

apply a billing type for the 

whole deal

▪ On this screen you can 

also amend the number of 

months you want to price, 

when ready to add your 

product click the ‘Add 

Products’ button
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Add Products

▪ The Guided Selling feature 

will allow you to search by 

product category
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Add Products

▪ Select the product you 
wish to add

▪ Configure your product 
(enter the quantity or 
usage you require)

▪ Select the license type for 
that product

▪ Once done, click ‘SAVE’
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Add Products

▪ You will be taken back to 

the Quote Line Editor 

page. 

▪ To save any changes 

you’ve made click on 

‘Quick Save’ 

▪ If you need to make any 

changes on the 

configuration, go to the far 

right and click on the 

wrench icon. 



33 ©2022 NetWitness or its affiliates. All rights reserved.

Add Products

▪ You will also have an 

option to clone the line or 

delete it.

▪ If you wish to add more 

products to the Quote, click 

on ‘Add Products’ again, 

and repeat the same steps.  
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Billing Type

▪ You can update the billing 

type on the line item by 

clicking on the arrow on the 

far right to expand the 

drawer information which 

exposes the line item level 

information
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Price your Quote

▪ Any upfront discounts applying 
on the Quote (Disti. standard 
discount, Deal registration 
discount) will show under the 
‘Discount %’ column. 

▪ Please note this column shows 
the total discount. On the Quote 
details page, you’ll have a 
‘Discount Information’ section. 
And you’ll have a detailed 
discount breakdown in the 
Quote proposal* document.

* Refer to slide 29-31
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Price your Quote

▪ To price the Quote, you have 

2 options:

– You can enter your requested 
price under the Net Price 
column. 

OR

– You can enter the percentage 
of discount required under the 
‘Discount %’ column. 

▪ Once done click on ‘Quick 

Save’ or ‘Calculate’ to see the 

new Quote total. 

▪ To save the changes and exit 

the editor page, click ‘SAVE’
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Submit Quote for 
Approval

▪ Anything above standard 
discount will require approval. 

▪ Before submitting the Quote for 
approval, click on EDIT and 
enter the Order Type (for New 
deals and Renewals it will 
automatically populate, but you 
will need to manually enter it for 
amendments), Subsidiary
(country) and ‘Approval 
Reason Notes’ (approval 
reason must contain a discount 
driver for any pricing discount 
above list price).

▪ Then click ‘SAVE’
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Submit Quote for 
Approval

▪ Click ‘Submit for Approval’

▪ You will receive an email 

notification once Quote is 

approved. 

▪ IMPORTANT: If you haven’t 

requested any additional 

discount, you will still need to 

click ‘Submit for Approval’. But 

instead of being routed to the 

Sales Ops. Team for review, 

Quote will auto-approve.  
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Quote Proposal

▪ To extract a Quote 

Proposal, click on ‘Create 

Proposal’ 

▪ A new window will open as 

Conga Composer 

generates the document. 
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Quote Proposal

▪ Once document is created 

you will be taken back to 

the Quote. 

▪ Go to ‘Notes & 

Attachments’ section to 

open the doc. 
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Quote Proposal

▪ If the Quote is in draft status or 

pending approval, Quote proposal will 

have a ‘DRAFT’ watermark. Once 

Quote is approved, this will no longer 

show. 

▪ On the top right corner, you will have 

your Quote#, DR code (if there is one 

linked to the opp.), quote expiration 

date, etc. 

▪ Then you’ll have a section showing the 

products, quantity, list and net price; 

and a discount column showing a 

breakdown of the discounts that are 

applying on the Quote. 
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Multiple Quotes 
for one 
opportunity

▪ You can have multiple Quotes 

linked to the same 

opportunity. 

▪ You won’t be able to re-version 

an existing Quote, but you can 

clone it. To do this, go to the 

drop-down option and click 

‘Clone with Related’ 

▪ IMPORTANT: Please note only

1 Quote can be Primary, and 

that’s the quote you’ll be able to 

place to order. 
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Multiple Quotes 
for one 
opportunity

▪ A new Quote will be generated 

with the exact same information 

as the original one (same 

products, configuration and 

status).

▪ If your original Quote is in 

approved status, the cloned one 

will also be approved. Therefore, 

if you want to make any changes 

on this second quote, you will 

have to ‘Recall the Approval’ to be 

able to edit it. Once changes are 

made, you will have to submit it 

for approval. 
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5- Place Order
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Place Order

▪ After Quote is approved, you need 
to make sure all mandatory fields 
are filled in before you can place the 
order:

– Quote needs to be flagged as 
Primary

– PO information needs to be 
entered (PO#, PO Date, PO 
Amount)

– All contact details must be filled 
– Order Type
– Subsidiary

▪ To place the order, select ‘Create 
Order’ from the dropdown.

▪ Click NEXT
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Place Order

▪ If something is missing, 

you won't be able to place 

the order and will receive 

an error message.

▪ Click on Finish to go back 

to the Quote and check all 

required information is 

populated. 
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Place Order

▪ Once order is placed, the 

‘Ordered’ checkbox will be 

checked and you will be 

able to see the Order 

number under the ‘Orders’ 

section
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Place Order

▪ If you click on the order 

number, you will be able to 

see the order details and 

status. 

▪ When the Order is updated 

to Activate status, the 

service contract is created. 

You will find the contract 

under ‘Service Contracts’ 

section.
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Amendments & Renewals
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Amendments

• Once the order  has been act ivated and contracted,  
the Serv ice Contract  wi l l  be created.

• I f  you need to add more users,  upgrade l icense type,  
etc. ;  you wi l l  have to ‘amend’ the ex is t ing serv ice 
contract .
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Amendments

▪ To amend a contract, the first 

step is to locate the Service 

Contract in question. There 

are 2 ways you can do this:

Option 1

Find the End User account and 
go to the ‘Service Contracts 
section. 

Click on View all and select the 
Contract you want to amend.
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Amendments

Option 2

Under CPQ  select the option 
‘Contracts & Subscriptions’

You can change your view to 
see All service Contracts. 
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Amendments

▪ Select the Service Contract 

you want to amend
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Amendments

▪ The Service Contract details 

page shows:

– Currency

• This currency the must be used for all renewals and 
amendments

– Start & End Date

• All renewals will start from the end date

• All amendments will automatically co-term to this 
end date

– Subsidiary

– End User, Ship To and Install at

– Contracted line items in the contract lines 
section

– Serial numbers and License Qty are 
captured in the line-item level detail

– The Entitlements created from the 
contract. If applicable an asset will show 
at the line-item level
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Amendments

▪ Once inside the Service 

Contract, click on AMEND

▪ The next screen shows you 

what is available on the 

contract for upselling

▪ Click AMEND again
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Amendments

▪ What will happen in the 

background is that the 

amendment opportunity and 

amendment quote are being 

generated.

▪ You’ll be taken directly to the 

Quote line editor page in the 

amendment Quote. 
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Amendments

▪ If you wish to submit a Deal 

Registration, you need to do to it at 

this point. 

▪ To exit the quote line editor, click on 

Cancel. 

▪ Back in the Quote details, click on 

the opportunity link to access the 

opportunity, and submit the Deal 

Reg. (you can refer to slides 12-16 that 

explain how to submit a DR)

▪ Once DR is approved, you’ll be able 

to proceed. Click on Edit Lines to go 

the Quote Line Editor. 



58 ©2022 NetWitness or its affiliates. All rights reserved.

Amendments

▪ Move to the far right and 

click on the wrench to 

make the required 

adjustments 
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Amendments

▪ Select the License Type 

accordingly 
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Amendments

▪ Make the necessary 

updates in the 

configuration and SAVE. 
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Amendments

▪ Quantity will show the new 

TOTAL quantity.

▪ Effective quantity will show 

the additional units that will 

be acquired in this new 

transaction. 
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Amendments

▪ Discounts applied in the 

original Quote will be 

carried over into the 

amendment Quote. 

▪ You can change these as 

required. 

▪ Then click SAVE. 
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Amendments

▪ Subsidiary information will 

be carried over from the 

original Quote.

▪ Enter the Approval Reason 

Notes and Order Type
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Amendments

▪ Submit Quote for approval
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Amendments

▪ Once Quote is approved, 

fill in the mandatory fields:

– Quote needs to be flagged as 
Primary

– PO information needs to be 
entered (PO#, PO Date, PO 
Amount)

– All contact details must be filled 
(contacts will also be brought 
from the original quote, but you 
can change them if required). 

▪ IMPORTANT: Make sure 

you’ve selected the Order 

Type ‘Amendment’ 
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Amendments

▪ To place the order, select 

‘Create Order’ from the 

dropdown.

▪ Click NEXT
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Amendments

▪ Once the amendment 

order is activated and 

contracted, if you access 

the Service Contract again, 

you’ll see the additional 

amendment lines
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Renewals

• Renewal  oppor tuni ty  wi l l  be automat ica l ly  generated 
by the System once the or ig inal  order  is  booked.  

• Renewal  Quote wi l l  be automat ica l ly  created 120 
days before contract  expi res.  
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Renewals

▪ To access the renewal 

opportunity and quote, you 

need to locate the Service 

Contract in question. 

Please refer to slides 41-43 that 

explain how to find a Service 

Contract

▪ Once inside the Service 

Contract go to the 

‘Renewal Opportunity’ 

section and click in the 

opportunity link to open it. 
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Renewals

▪ Renewal Quote will be already 
created (if its within 120 days 
before contract expiration).

▪ Click on the Quote number to 
open it.

▪ IMPORTANT: For Maint
Renewal Deals, Reseller should 
continue submitting the Maint. 
Renewal Deal Reg, as they do 
today. If approved, DR will be 
linked to the renewal opportunity. 
This should be done before 
Quote is priced and approved. 
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Renewals

▪ Once inside the Quote, click 

on EDIT LINES to access the 

Quote line Editor

▪ Discounts applied in the 

original Quote will be carried 

over into the renewal Quote. 

▪ You can change these if 

needed. 

▪ Then click SAVE. 
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Renewals

▪ Subsidiary information will 

carry over from the original 

Quote. 

▪ Enter the Approval Reason 

Notes
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Renewals

▪ Submit Quote for approval
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Renewals

▪ Once Quote is approved, 

fill in the mandatory fields:
– Quote needs to be flagged as 

Primary

– PO information needs to be 
entered (PO#, PO Date, PO 
Amount)

– All contact details must be filled 
(contacts will also be brought 
from the original quote, but you 
can change them if required). 

▪ IMPORTANT: Make sure 

Order Type  is ‘Renewal’ 
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Renewals

▪ To place the order, select 

‘Create Order’ from the 

dropdown.

▪ Click NEXT
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Renewals

▪ Once order is placed, the 

‘Ordered’ checkbox will be 

checked and you will be 

able to see the Order 

number under the ‘Orders’ 

section
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Renewals

▪ If you click on the order 

number, you will be able to 

see the order details and 

status. 

▪ Once activated and 

contracted, the Service 

Contract will also show. 
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FAQ
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▪ Order Status:

▪ Q:If a user is working on a quote, will this quote be locked for other users? 

A: No, if a user is working on a Quote, other users will be able to access it. 
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▪ Q: Multiple Ship Tos

A: If one of the products included in the Quote needs to be shipped to a different location, go to Quote lines → View all.

Then on the correspondent line, click on the drop-down option → EDIT → Enter the required Ship To Address for that 
specific product → SAVE
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▪Q:Where should I enter 
shipping instructions or 
special requirements?

A: in the notes section, you will be able 
to enter Shipping Comments. In the 
Internal notes you can enter 
comments/requirements that should be 
considered by the order management 
team before booking the order. 



82 ©2022 NetWitness or its affiliates. All rights reserved. C O N F I D E N T I A L

▪ Q:If I’ve placed an order by mistake and want to cancel it, what should I do? 

A: Log a case with the Channel Operations Team and request the order to be cancelled. 

You will be able to use the same opportunity, but you will have to create a brand-new quote and start the process 
again. 

▪ Q:How long is a Quote valid for?

A: Quote is valid for 30 days from approval date.

▪ Q: Today when creating a renewal or amendment we would take the serial number and search 
in RSA Online. This would pull through all information required to quote, such as count, expiry 
date, End User site ID, etc. How will we find out these details when RSA online is 
decommissioned? 

A: In CPQ, renewal and amendments quotes are created from the Service Contract. So will already have all the 
required information. For example, End User site ID will be pulled from the original order/contract, so you won’t have to 
search for the correct site ID. Also, serial numbers will be brought from the original service contract. 
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▪Q:Can we make changes on a Quote that has been already approved? 
A: Yes, you can. Click the ‘Recall Approval’ button, this will take the Quote back to ‘Draft’ status. Click on 
‘Edit Lines’ to open the ‘Quote Line Editor’, make the necessary changes and then submit it again for 
approval. 

▪Q: Will the quote also be available in excel format?
A: Not for go live - the quote proposal will be in pdf.
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▪Q:will we be able to quote different product solutions on a single quote (for 
example, SecurId + Netwitness)?
A: No. Each BU will have its own instance of CPQ/Communities. If you want to quote and order a SecurID 
deal, you will have to do it on SecurID Communities Portal. If you want to place a NW order, you will have 
to do it on NW Communities. Same for Archer. 

▪Q:Can I create a new Partner account?
A: No. Distributors can submit requests to create new End User accounts. If a Reseller wants to become a 
registered Partner, they will have to submit the application form. This will be reviewed by the Channel 
Team, and if approved, the Partner account will be set up and Reseller users will have to register to get 
Portal access. 
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▪Q:If my DR is about to expire, 
how can I extend it?
A: Expiration date, link to request 
extension, etc. will all show under the DR 
Information section at opportunity level. 

Disti will have to go to the opportunity and 
click on that link to extend the DR. 
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Appendix 

C O N F I D E N T I A L
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Thank You

C O N F I D E N T I A L
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