Top Notch Dist. DHPortal User Guide
Navigate to http://www.topnotchinc.com/dhportal and login with the credentials you have been provided.
(If you do not have credentials to login with, please contact us at 800-233-4210)
Once logged in, you will be asked to select from an already created quote or create a new quote. You can access the
quote creation screen from the “Start a New Quote” link. (If you plan on simply checking stock or pricing without
creating a quote, click the “Continue without Quote” link.)

If you choose to start a new quote, you will be brought to the following screen. Input a name for the quote (Generally,
your customer’s name), the markup type and percentage. Click “create” to create the quote:

You will now be brought to the Mount Selection page. If you created or chose an existing quote, you will see the quote
you are currently building in the top right of the screen (You can change the exiting quote or create a new one by
clicking the “Change” link. You can also log out of the system with the “Logout” link):

On the Mount Selection page, you can choose a mount by clicking on its image or number (Mount finishes may vary
from the mount at your location):

You will be brought to the Options Selection page. All controls are disabled until a function is selected. Select the
proper function for your application. Once selected, the available finishes, handing and keyway (if applicable) will
become selectable. Design becomes available when a finish is selected. Once all options are selected, click the
“Continue” button. (Alternatively, you can click the “List View” link to see a list of all available options for the mount
chosen)

You will now be brought to the Item Detail page. On this page, you can see specific details for the item you have
selected as well as current stock levels (next day and total across all warehouses) and your company’s price. If a quote is
currently selected (Top Right) you will have the ability to add this item to the quote. Change the quantity in the box
provided (if more than 1) and click “Add to Quote”. If you want to revise your selections, click the “Change Mount
Options” button at the top left of the item detail.

When an item is added, you will be brought back to the options selection screen for that mount and a red message
stating “Item(s) Added Successfully” will appear. From here, you can continue to work with this mount or click the TND
logo in the top left to return to the Mount Selection page.

When you are finished adding items to the quote, click the “Review/Print Quotes” link in the top right corner from any
screen. You will be presented with all the quotes you have created within your account. If the quote is less than 30 days
old, it will show a valid status in green. If it is older, it will show an expired status in red. From this screen, an entire
quote can be removed from the system by pressing the “Delete” button. To remove line items from a quote, print an
estimate for your customer, or turn the quote into an order, click on the quote number or name:

You will now be brought to the Quote Detail page. On this page, you have the ability to delete individual line items by
using the X button in the Del column. If the quote is valid and the order has not been placed, you will have two buttons
in the upper right; “Print Customer Estimate” and “Submit as Order”. To print the customer estimate to PDF format, click
“Print Customer Estimate”:

The customer estimate will appear in a new window. Your company’s name will appear at the top and the quote name
and number (Reference number) will also appear. You can print this to your local printer using the on screen adobe
controls or by pressing ctrl+p.

If “Submit as Order” is clicked, you will be brought to the confirmation screen. On this screen, a PO Number or Job
Name must be inserted before clicking “Confirm order”:

Once confirmed, you will see the following screen. You can click the TND logo in the top left to navigate back to the
Mount Selection page:

If you access the quote again after the order has been placed, you will see the date the order was placed and the PO/Job
information provided:

