
i-Linked Step – By – Step Instructions 

 

Creating Proposal 
1. Sign in to i-Linked 

a. See Accessing i-Linked (pg. 1) 

2. Open Prospect from the Sales Pipeline 

a. Expand New Opportunity List  

b. Click the Client Name 

  
3. Click Quote tab 

4. Click Select This Program button 

 
5. Click Mark Available to Share button 

a. This will change from Not Shared to Share  

6. Change Rates as necessary 

7. Click Generate Quote 
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8. Click Docs tab 

9. Click Document Merge Tool 

  
10. Name Document  

a. Use Clients Name 

11. Drag & Drop TEL Proposal into drag & drop box 

12. Edit Last Fill Page Number 

b. Change from 7 to 6 

13. Check Fill box 

14. Drag & Drop Rate Indication into drag & drop box 

15. Drag & Drop TEL Proposal into drag & drop box 
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16. Edit First Fill Page Number 

c. Change from 1 to 7 

17. Check Fill box 

18. Click Save As New Doc button 

 
 

Note: You can now open, download, print, etc. your Client proposal from the Docs Tab. 
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19. Click Info tab 

20. Select Proposal to Prospect from the Opportunity Status drop-down 

21. Click Save 
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