
H O W - T O  G U I D E  ·  P R O P O S A L S

BUILD IT YOUR WAY.
GET IT SIGNED.
Set your brand kit, build a template for each scope you quote, lay out the page

your way, attach your documents and send it as a link your client can accept and

sign.

BUILD
A template for every scope

LAYOUT
Your page, your way

SIGN
Accepted online



P R O P O S A L S

HOW IT
WORKS
Proposals live on the bid in Bid Manager. Set up your
templates once, then every quote starts from one and
goes out looking the same, with your logo and your
terms.

1 Open your proposals 2 Start a new proposal

3 Your templates 4 Set your brand kit

5 The builder 6 Add blocks

7 Your layout, your way 8 Edit a block

9 Attach your documents 10 Save and send

11 Your client signs 12 Notes come back
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01
OPEN YOUR
PROPOSALS
B I D  M A N A G E R A D M I N

Proposals live on the bid, under the Estimating tab.

01 Open the bid in Bid Manager.

02 Click the Estimating tab.

03 Every proposal for the bid is listed under Proposals with its number, date and
price.

04 Takeoff and Estimate sit beside it. Both are coming soon.
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02
START A NEW
PROPOSAL
N E W  P R O P O S A L A D M I N

One click, then pick where it starts from.

01 Click New proposal.

02 Your default template sits at the top.

03 Your templates are under it.

04 Then the Ready-made designs, one per trade.

05 Manage templates at the bottom sets them all up.
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03
YOUR
TEMPLATES
M A N A G E  T E M P L A T E S A D M I N

Build one template for each scope you quote.

01 New template starts one clean.

02 Make default sets your go-to.

03 Edit, Rename or Duplicate any template.

04 Under Ready-made designs, pick your trade and click Use this design.

T I P Start from a ready-made design, then swap in your own photos.
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04
SET YOUR
BRAND KIT
B R A N D  K I T A D M I N

Set it once. Every proposal and template uses it.

01 Click Brand kit up top.

02 Pick your main colour and your accent.

03 Save more of your colours to use anywhere.

04 Choose your heading and body fonts.

05 Hit Save brand kit.
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05
THE
BUILDER
B U I L D E R A D M I N

Click a template to open it in the builder.

01 Blocks on the left, page by page.

02 Your live page in the middle.

03 Settings for the block you picked on the right.

04 Save quote, Export PDF and Send sit up top.
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06
ADD
BLOCKS
B U I L D E R A D M I N

Add only what the job needs.

01 Click Add a block and pick one.

02 Cover, Scope of work, Inclusions, Exclusions, Price, Options, Unit rates,
Terms, Acceptance and more.

03 The Saved tab keeps blocks you reuse.

04 Drag a block to move it on the page or between pages.
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07
YOUR LAYOUT,
YOUR WAY
F R E E  L A Y O U T A D M I N

The whole page is yours.

01 Drop in pictures, shapes, text, stat tiles or a photo gallery.

02 Drag them anywhere on the page.

03 Resize and layer them. Send them to front or to back.

04 Use Move, Centre and Full width on the item you picked.

T I P Build the proposal the way your company works.
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08
EDIT A
BLOCK
C O V E R A D M I N

Click any block and edit it on the right.

01 For the cover, set the title and subtitle.

02 Tick what shows: company logo, project and address, client and date.

03 Add the estimator and the drawings / specs date.

S U B T R A D E  ·  P R O P O S A L S 1 0



09
ATTACH YOUR
DOCUMENTS
A T T A C H M E N T S A D M I N

Contract, insurance, WCB letter, site photos.

01 Add an Attachments block. It always sits on the closing page.

02 Click Attach PDFs or photos.

03 Your client gets every file at the back of their PDF.

T I P Attachments go into the PDF your client downloads from their link, not into
Export PDF.
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10
SAVE
AND SEND
S E N D A D M I N

The email is written for you.

01 Click Save quote, then Send.

02 Pick a contact from the bid or type any address.

03 Check the subject and message.

04 Hit Send quotation. The PDF goes with it.
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11
YOUR CLIENT
SIGNS
C L I E N T  L I N K A D M I N

Your client gets a link, no login.

01 They see the price and your attached files.

02 Download the PDF with every attachment at the back.

03 Accept and sign: name, title, email and signature.

04 Or Decline this proposal.
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12
NOTES COME
BACK
C L I E N T  L I N K A D M I N

Questions land on the bid, not in your inbox.

01 Your client leaves a note under Notes.

02 It shows on the bid under Client link.

03 Reply right there.

04 See who accepted and when.

T I P Need to change the price after it is sent? Create revision. The version your
client received stays as it was.
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P R O P O S A L S

NEED A HAND?
WE'VE GOT YOU.
Want help setting up your first template or brand kit? Send us an email and our

team will get back to you.

support@subtradesoftware.com
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