
VM3COP27.32 - Proforma and Quote Chasing

Proformas must be chased 2 weeks after sending, then every 2 weeks until 
payment is received or the order is cancelled.

Quotations must be chased after 25 days, then every 2 weeks until order is 
received or the quotation is cancelled. 

Finding the Quotes and Proformas Page

From IntraStats, click on the Opera Data icon. 
Under the ‘Customer Orders’ heading, click on ‘Quotes and Proformas’.

This will direct you to a page detailing every quote and proforma currently 
outstanding.

The Quotes and Proformas Page

On this page, quotations and proformas that require chasing will be marked 
on the left with a red cross. The person responsible for the quotation or 
proforma is listed in the central column, User dropdown. 
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Note: If you receive the chase quotes and proformas auto issue, send a 
message to the “Viamed Office” Skype group to request quotes and 
proformas are chased and continue to follow the procedure to chase your own
or others you have been requested to do so. 

You can filter the list by Host Company, 
by selecting the relevant host at the top of
the page.

Review the notes field before contacting 
the customer, if there are notes to advise 
of an ongoing project or a review date 
has been set, then do not chase until the 
date noted.

Emailing Customers

Locate the email address for the 
customer from the “Original Details” 
page found when clicking the 
magnifying glass next to the 
proforma/quote button then clicking 
the green “Original Details” button on
the next page.

The email request for proforma/quote will be attached in the “Customer Order 
PDF” section of the Viamed Customer Order page.

Navigate to your Gmail account and click ‘Compose’.

Enter the customer’s email address in to the ‘To’ 
field.

On the subject line type, ‘Viamed 
Proforma/Quotation: MVM/QVM*****’ replacing the 
***** with the correct number as found on the 
proforma or quotation.
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The customer name, date, product details and quantities can also be found on
the proforma.

Select from the templates at the end of this document or write a more 
personal version of a follow up email. 

Attach the quote or proforma to the email by 
downloading it from Intrastats by clicking the 
download button and attaching to the email by 
clicking the paper clip in your new email  and locate 
the relevant proforma/quotation. 

Check your email for spelling and accuracy of dates/proforma numbers etc, 
ensure the quote or proforma is attached and click ‘Send’.

Return to the ‘Quotes and Proformas’ page on IntraStats, update the memo to
state that you have followed it up and click the ‘Update’ button. This will 
remove the red cross.
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Deleting Proformas

If there is no response after 3 attempts, assume the customer no longer wants
to retain the quote or proforma and delete it. If a customer responds to say 
they no longer need the quote or proforma, delete it.

To delete the proforma/quote from Intrastats, click the 
magnifying glass next to the quote number. Click the 
green “Original Details” button, scroll down and click 
“Order has Error – open for editing”. Input reason for 

opening order using the dropdown menus and text box and then click 
“Confirm Open Order for Editing”. Once you do this, it will reopen the order, 
click “Delete Order”, you will then need input reason for deleting the order in 
the memo box to click “Delete *******”.This will remove it from the quotes and 
proformas page.

Customer Requires Proforma/Quote Reactivating

Should a customer come back after a proforma/quote has been deleted and 
require it reopening, please ask Derek.

Templates

Initial follow up email

“Dear ***,

Thank you for your previous enquiry for ********. 

Following from your email, we sent you proforma/quotation: MWM/QVM***** 
in **month**. Please could you advise me if this is still required? I have 
attached the proforma/quotation to this email for your reference.

If it is no longer required, please could you offer us some feedback as to the 
reason why? 

We value your feedback and use it to improve our product range and 
customer service to you.”

If no response is received after 2 weeks

“Dear ***,

Further to my previous email, please could you advise me if this 
proforma/quotation is still required, and if it is not, the reason why? 

We continually endeavour to improve our product range and customer 
service, therefore any feedback would be greatly appreciated.”
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If no response is received after a further 2 weeks

“Dear ***,

Further to my previous emails, we have not received a response regarding 
your proforma/quotation. We do value your feedback and would appreciate 
any you have to offer.

If we do not receive a response, your proforma/quotation will be removed from
our systems and will no longer be valid.”

Note: Try to make these templates relevant to the customer and their 
situation. For example, if an NHS customer is waiting for charitable funds, ask
if they have received any updates; if a distributor is waiting for a confirmed 
order from their customer, ask if they have heard from their customer etc.
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