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Agenda
• Terminology
• Estimate Creation: Start to Finish
• Estimate is Complete - Now What?
• Proposal Creation with Master Documents
• Estimate Services

As you peruse this deck, 
be on the lookout for some 

QUICK TIPS!
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Terminology
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Estimate vs. Estimate Services

What is an Estimate?
Estimate is any program or job that has an 

‘Estimate Status’.

Regardless of the naming convention, the 
statuses themselves have defined functions:

• Status 0 - Estimate Requested
• Status 1 - Estimate Printed
• Status 2 & 3 - Estimate Given
• Status 4 - Estimate Given/Not Sold

What is a Estimate Service?
Estimate Service is a special service created 

and attached to programs and services that will 
never be charged or appear on invoices.

• This type of service was originally created 
simply so the jobs would show up on the 
Scheduler. 

• These can show up and be ‘measured’ 
using Mobile Live.

• These services can only be setup from 
within the program/service, and are 
marked complete by using Quick Estimate 
Entry or through Mobile Live. 

• These services will also show up in history 
when completed. 
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Estimate Forms vs. Proposals

What is an Estimate Form?
Estimate Forms within Service Assistant are 

meant to be printed prior to going to a 
customer’s property and used to gather 

information while at a customer’s property. It 
can be left behind for the customer to review. 

After information is collected, you will manually 
need to add it into Service Assistant.

What is a Proposal?
Proposals can be emailed or mailed through 

Service Assistant to provide service and 
program pricing requested by customers. 

Proposals can be created in Service Assistant:

• Master Documents
• Prepay Letters
• RealGreen Forms
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Estimate Creation: Start to Finish
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Estimate Form Setup
Form Creation

● Navigate to Settings > Document Templates.

● Search for Estimate in the ‘Search Field’, and mark the ‘Show 
System Templates’ checkbox to view and copy a template.

○ Those listed as ‘1 part’ in the naming convention use a 
specific form paper.

○ Those with ‘no header’ means no data fields have been 
added, and will require setup.

○ Two different size options are available: Legal and Letter. 

○ Each version is offered in different color formats. 

● To modify the template, simply edit the document as you 
would a Word document.

● If additional fields are needed, you can select the three dotted 
lines on the left hand side, and a drawer will appear. These 
‘Available Data Fields’ can be dragged into the document, 
and the information will be pulled from information found 
within your Service Assistant. 
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Adding Estimates to Customers

Adding the Service
● Add whatever service or program the customer is interested in with a 

status of 0 or 1.

○ If you plan on printing an estimate from Service Assistant then use 
status 0.

● New Service Wizard, Quick Add Program/Service, Suggested Service Price, 
and Mass Service Assignment can all add jobs to a customer. 
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Estimate Printing

The More You Know…
● Estimate Printing defaults to pull jobs with status 0, but 

can be set to print for any status with the option to 
filter down to only those with empty print dates. 

● Typically, work is pulled for status 0 or 1.

● Once  you have a batch of estimates to print, you can 
select the form/document you want to use. 

● If printing status 0 (estimate requested), the status will 
automatically change to status 1 (estimate printed).

● If using RG estimate forms, you will need to be sure 
that you select to print 2 copies and do not collate. 
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Estimate Printing - Step 1

Find the customers with Estimates to print. 
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Estimate Printing - Step 2

All results from Step 1 will be listed in this 
table. The results can be selected and 
printed, or can be sent to routing to select 
and optimize a route. 
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Estimate Printing - Step 3

In this final stage, you will define which form 
to use, who the work is assigned to, and the 
date the estimating should occur. 

After the forms are ‘generated’, the services 
will be marked as printed, and status of the 
service will be updated on the customer’s 
accounts. 
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Final Estimate
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Estimate is Complete -  Now What?
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After Estimate

● An Estimate can have a quote by going to the 
property, using an online tool, or some other means. 

● Getting that quote to the customer could be a leave 
behind (estimate form), a proposal (master 
document) mailed or emailed, or just a phone call. 

● Regardless of the means, the account should be 
updated with the information gathered and the new 
status.

○ Estimate Given - Status 2 or 3

○ Estimate Rejected - Status 4

○ Sold - Status 8 or 9
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Updating the Estimate Status

There are two main ways to update customers 
accounts:

• Quick Estimate Entry - This is a quick way 
to update the customer and have the 
required fields identified easily. 

• Program and Services can be updated 
manually. 

What is ‘Required’ can be defined for each 
program and service in Settings > Service or 
Program Setup.

• Estimated By becomes required starting 
at status 2.

• Rejected Reason is required for just status 
4.

• Date Sold, Salesperson, and Size all 
become required for status 8 and 9.
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Sales Call Logs
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Sales Call Log Setup
Call Logs can automatically be created when an estimate is 
updated to Estimate Given (status 2 or 3).

Setup
● Navigate to Settings > General Setup - Program/Job.

● Scroll to New Job Options.

● Ensure ‘Automatically add a call in the call log’ is checked 
AND ‘With Call Log Status: $ - Sales Call’ is selected. 

● The Call Log will be assigned to the ‘Estimated By’ 
employee. 
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Proposal Creation
with Master Documents
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Proposal Form Setup
If you want to email the prices to the homeowner, you can do so with 

master document proposals, prepay letters, or RealGreen Forms. 
Form Creation
● Navigate to Settings > Document Templates.

● Search for Master Document in the ‘Search Field’, and 
mark the ‘Show System Templates’ checkbox to view and 
copy a template.

● To modify the template, simply edit the document as you 
would a Word document.

● If additional fields are needed, you can select the three 
dotted lines on the left hand side, and a drawer will 
appear. These ‘Available Data Fields’ can be dragged into 
the document, and the information will be pulled from 
information found within your Service Assistant. 

● Pricing can pull from what is on the customer’s account 
that is added in manually, prices pulled from price charts 
based on the customer’s property size, or both. 
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Printing the Proposal
● A proposal can be printed individually from the 

Customer’s Documents tab. Select ‘New’, and choose 
‘Master Document from Template’.

● Proposals can also be printed in batch by going to 
Actions > Targets and selecting ‘Send to Master 
Documents’ from any Report.
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Estimate Service
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Estimate Service Setup

Setup
● Navigate to Settings > Service Setup.

● An estimate service simply needs to be classified as an 
‘Estimate Service’, but the Description of the service 
could have any name. 

An ‘estimate service’ that is created with a service is unrelated to what is 
printed, left or emailed. Mobile Live must have an Estimate Service to route.



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Estimate Service Setup continued
Service Setup and Program Setup have a field to select an 

Estimate Service to be used for that program or service. 
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Estimate Service Setup continued
Once a service or program has been added to a customer with 

an estimate status - you can add an estimate service by 
scheduling it to be done. 
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Completing Estimate Services
Estimate Services are ‘completed’ when the estimate is done 

and updated through quick estimate entry. These will then show 
in History, on the customer’s account, as record of the estimate 

being given. 
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Session Feedback

• Login to the Event Mobile App
• Add this session to your schedule
• Click Survey
• Give it a rating 1-5 stars
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Questions?


