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Pre-Populated Additional Items

• Additional Items can be added to quotes in HST to display discounts, freight 
charges, or other items added to quotes

• HFOs are able to enter pre-populated Additional Items in HST to make adding 
them to quotes faster

• This presentation explains the process to create and edit pre-populated 
Additional Items

• Note: only HFO designated HST Administrators have access to create and edit 
Additional Items

Additional Items section of a MO Quote Additional Items on a quote PDF
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Pre-Populated Additional Items

• From the HST homepage, scroll to the horizontal toolbar at 
the top of the screen and click Configuration > Haas Settings 
> Detailed Quotes Settings
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Pre-Populated Additional Items

• Scroll down to the Language section and click the ‘Edit’ 
button for the language in your region
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Pre-Populated Additional Items

• Scroll down to the ‘Additional Items’ section and click ‘Get 
Additional Items CSV’ to download the template for pre-
populated Additional Items
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Pre-Populated Additional Items

• Once the CSV file is downloaded, you can edit existing items or create new ones

• Name, Description, and Retail/Dealer discount fields will appear on the quote in 
HST

• Machine models can be entered in column E so that Additional Item will only 
appear in HST to be added for the specific machine models entered in that 
column

• To show a charge on the quote, enter a positive dollar amount

• To show a discount, enter a negative amount with (-) before the number

• If columns C/D are left blank, those fields can be edited on the quote in HST
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Pre-Populated Additional Items

• Once your edits are complete, save the updated CSV file on 
your computer so it can be uploaded back to HST

• To upload the file, go back to the ‘Additional Items’ section of 
the quote settings page in HST, click ‘Upload Additional Items 
CSV’ and follow the prompts to upload a file
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Pre-Populated Additional Items

• Once the Additional Items file is uploaded, those pre-populated items 
can be selected from the Additional Items section of a MO Quote

• Start a quote, go to the Additional Items section, and click ‘New Row’
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Pre-Populated Additional Items

• Click the dropdown menu to view the pre-populated Additional Items

• Select one to add it to the quote

• The item name, description, and price fields can be edited if needed

• Once done, save the quote and proceed with the quote process


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9

