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ProWriter® 3.0 Introduction 

During the last five years there has been and continues to be unrelenting changes in the facility 
management industry. Building owners have faced mergers, acquisitions, downsizing, global 
threats and FM personnel are asked to do more with fewer resources.    
 
The roofing industry itself is evolving with a renewed focus on relationships, maintenance and 
services. Manufacturers continue to add new products and change installation recommendations 
to increase performance or minimize health and safety risks. The product options from coatings to 
materials is complex for people in the roofing industry, it is no wonder buyers struggle to sort out 
the important facts. 
 
Sales roles are changing too. One stop transaction selling is not sufficient in an environment 
where buyers must understand the problems, their consequences and the purchase options in 
order to evaluate bids. It may no longer be effective for sales people to maintain loosely 
organized product information when corporate buyers will require details to support 
recommendations and educate stakeholders who often participate in significant repair 
authorizations. 
 
There are over five thousand companies providing roof maintenance and roof replacement 
services to building owners in North America.  These companies provide roofing services to 
repair, recover or replace aging commercial roofing.  Many established companies focus on one 
or more product systems and work hard to establish their reputations as knowledgeable and 
quality conscious thereby earning the trust of prospective buyers and an invitation to provide 
services. 
 
Once the opportunity to provide a proposal for services is given, communication skills become an 
important part of educating prospective buyers. Whether well defined or informal your sales 
process usually includes customer contact and a written proposal stating the company’s opinion 
on the existing conditions and outlining options for the customer to consider. Given that many 
buyers are business people who are uninformed on the mechanics of roofing, the organization 
and detail of the proposal will be important.  
 
Digital Facilities Corporation has focused on the proposal as a key element in the preparation of a 
document that helps educate your buyer, communicate the conditions you are evaluating and 
establish trust while focusing the client on specific recommendations and the value your company 
is providing.   
  
ProWriter® 3.0 helps you earn their business when the difference between winning and second 
place often comes down to the details. It provides a format to consistently add detail to help 
influence the buyers gut feeling; that your company, your analysis of the situation and your 
recommendations deserve their respect and a contract.  
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ProWriter® 3.0 Overview 

ProWriter® 3.0 is an easy to use proposal generating program with many added features to 
enhance the quality of roofing proposals you prepare for your clients. 
 
ProWriter® 3.0 contains over 16 preformatted proposals with single roof and multi-roof versions 
available. All of these proposals can be customized to suit your needs. 
 
The database is divided into 2 areas the proposal folder and the details folder.  
 
The Proposal folder holds all of the information about the proposal such as client and facility 
name, photos and layout of the proposal. 
 
The Details folder holds all of the information about each roof section. The information entered 
here is usually gathered during an on site roof inspection.  ProWriter® 3.0 includes a roof 
inspection form for use during these inspections.  The layout of the inspection form follows the 
layout of the Details folder making it easy to transfer the information from the form to the 
ProWriter® 3.0 database. 
 
The ProWriter® 3.0 User manual provides information on the features and functions with a focus 
on how-to functionality and is included within the application for quick reference. 
 
The following pages outline ProWriter 3.0’s screen design and enhanced features. 
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ProWriter® 3.0 Screen Design  

ProWriter® 3.0 – Proposal Index Screen 
 
 
 

 
 
 

 All ProWriter® 3.0 screens have an Outlook type layout with menu options and toolbar icons 
across the top and Proposal and Details tabs on the left side of the screen with icons 
representing the pages within each folder listed below. 

 
 The Proposal Index page is displayed when the application is first started. This page is used 

to list the proposals in numerical sequence, along with some general details about each 
proposal. 

 
 The ProWriter® 3.0 toolbar provides quick and easy access to many of ProWriter® 3.0  

features and functions 
 

 Each page within ProWriter® 3.0 displays the name of the page along with the proposal 
number, client and facility name for easy reference 
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ProWriter® 3.0 Screen Design  

 
 ProWriter® 3.0 - Control Sheet  
 
 
 

 
 

 The Control page of the proposal folder is used for some general information about the 
proposal 

 
 Title of the page includes the client and facility name as well as the proposal number 

 
 Client and Facility SmartLists link to the ProWriter® 3.0 address book 

 
 Copy details button – copy from another proposal 

 
 Create an Outlook task to remind you of the follow-up details 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 - Client Information 
 
 
 

 
 

 The Client information page holds the client name and address as well as contact information 
and notes 

 
 A Copy button allows you to copy details from an earlier proposal  

 
 Save the address to the address book for use in future proposals 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 Facility Information  
 

 
 
 

 The Facility information page is used to store the name, address a
the facility for which the proposal is being created.  

 
 Save the address to the address book for use in future proposals 

 
 If any of the client information is the same it can be copied using t

to select the information you wish to copy. 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 - Photos Page  
 
 

 
 
 

 The photos page is used to store photos for the proposal.  Photos are brought into ProWriter® 

3.0 in 3 easy steps. 
o Copy and paste into the New ProWriter photos folder on your hard drive from your 

digital camera or scanner 
o Drag and drop them from the new photos folder to the photos page of the proposal  
o Drag and drop them to the individual derail pages of the proposal 
 

Note ProWriter® 3.0 also includes 3 photos albums which can be shared with all proposals.  Use 
these albums to store photos of typical defects or roof top details. 
 

 Organizing your photos is simple using the move options indicated by the arrows on the page 
 

 Suppress flag allows you to select which photos to print in an album 
 

 Expanded right-click menu makes photo handling easy
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 - Proposal Settings page  
 
 
 

 
 
 
ProWriter® 3.0 contains many predefined reports which can be customized using the proposal 
settings page. 
 
Visual selection of report options allows you to overwrite system defaults for specific proposals 
 

 Change the color scheme and line style 
 Include/exclude a cover letter 
 Use letterhead 
 Select different date options for the proposal 
 Select font and font size for the printed proposal 
 Use and position of a Company logo on details pages 
 Include/exclude a photo album with the printed proposal with/without photo numbers, 

descriptions, or annotations. 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Proposal Details Folder 
 
 
 

 
 
 

 The Details folder is where the information about each roof section of the facility is stored.  
 

 There are 7 pages of information within this folder shown on the left of the screen. 
 

 The Index page is used to list the roof sections along with some information about each 
section.  The information in the shaded columns displays as information is entered 
elsewhere in the database. 

 
 Select a roof section on this page, then click on the other pages in the folder to view the 

information about the selected roof section 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Summary Page 
 

 
 

 General information about the roof section is entered on the summary page. 
 

 This information includes roof size, age, composition and condition 
 

 A memo field exists to allow additional information about the condition of the roof to 
be entered 

 
 A photo of the roof section can be added 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Roof System Page 
 
 

 
 
 

 This page is used to list the composition of the existing roof section 
 

 SmartLists of standard layer types exist to assist in data entry  
 

 Notes about the Inspector’s overall assessment of the roof can be included 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Roof-top Details 
 
 

 
 

 Roof top details can be listed on this page using the predefined SmartLists  
 

 Additional information about the condition of each detail can be entered 
 

 Photos of each of the details can be added to this page 
 

 As each row is selected the condition details and photo for the selected detail display 
 

ProWriter® 3.0 Features and Benefits 
 

- 12 - 
 
 



 
ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Membrane Defects Page 
 
 

 
 

 Each of the defects found during a roof inspection is listed here 
 

 Photos of the defects can be added and included in printed proposals providing visual 
confirmation of your findings 

 
 Additional information can be included for each defect 

 
 When  a defect is selected the relevant photo and information displays  
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Moisture Survey Page 
 
 

 
 

 Details of any moisture surveys that have been carried out on the roof section are 
entered here. 

 
 Additional details can be entered along with thermogram or photo 

 
 This page can be excluded from the proposal if not required. 
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ProWriter® 3.0 Screen Design  

 
ProWriter® 3.0 – Recommendations Page 
 
 

 
 

 Recommendations for roof work is entered on this page 
 

 A schedule of maintenance work can be added for budget purposes 
 

 Comprehensive details of each recommended activity can be added 
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ProWriter® 3.0 Features 

Wizards 
Click the wizard icon  to start the process of creating a new proposal  

 

 
 

Proposal wizards guide you through the process of creating a new proposal.  
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ProWriter® 3.0 Features 

Address Book 
 

Click the address icon  from the toolbar to add client/facility information to the address book 
 

 
 

Add and save new clients to the address book. Once saved to the address book use the Client /Facility 
SmartLists to quickly select the client and/or facility information for new proposals. 
Create an Outlook contact directly from ProWriter® 3.0 
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ProWriter® 3.0 Features 

CAD Drawing 
 

 

Click the CAD viewer icon  on the ProWriter® 3.0 toolbar to attach CAD drawing to your proposal 
 

 
 
When a drawing is attached, ProWriter® 3.0 creates a copy and stores it within the application.  This copy 
can be marked up to highlight problem areas and can be included in printed proposals. 
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ProWriter® 3.0 Features 

Attach External Files 
 

 

Click the Attach files icon to copy and store a file within ProWriter® 3.0 
 

 
 

Double click on the file name to start the application and view and print the file 
 
Files such as warranties, specifications etc. can be attached and stored within ProWriter® 3.0 keeping all 
of your information in one place.  
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ProWriter® 3.0 Features 

General Photo Albums 
 

Click on the General Photo Album icon to view and attach photos to the 3 general albums 
 

 
 

The shared albums have been divided into 3 types 
 General roof top details 
 General conditions  
 Logos.  

 
Store photos of typical defects and conditions for use with any proposal.  Includes the photo handling 
capabilities available on the photos page of a proposal 
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ProWriter® 3.0 Features 

Expanded Toolbar 
 

 
The ProWriter® 3.0 toolbar provides quick access to may features and functions.  Tool tips appear when 
you point to an icon providing a simple way of locating the tool or option you need.   
 
 

 
 

 
 
 

1. Wizard – guides you through the proposal process 
2. General Photo Albums – the shared photo albums to be sued with any proposal 
3. Photo Assistant – used to distribute photos onto the pages of ProWriter® 3.0 
4. KeyPlan – used to navigate through the different roof sections as well as a visual location of each 

roof section 
5. Print a proposal – prints the currently selected proposal  
6. Report Library – Displays the predefined reports  
7. Inspection Form – Edit and print the inspection form for roof inspections 
8. Cut, Copy, Paste – from one field to another 
9. Spell check –use this icon to check the spelling of memo fields and edit boxes 
10. Recalculate – occasionally the totals are incorrect due to an unforeseen problem; this tool 

corrects any incorrect totals 
11. CAD Viewer – attach and view CAD drawings 
12. Attach Files – attach and view other files, keeping all of the information in one place 
13. Address Book – Enter client and facility names and addresses for use in future proposals 
14. Preferences – customize the application to meet your business needs 
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ProWriter® 3.0 Features 

SmartLists 
 
SmartLists are predefined lists of standard entries that are included with the application to assist in 
speeding up data entry.  Any column or row headings that are underlined indicate a hyperlink to a 
SmartList from which an entry can be selected.  These lists are easy to modify and customize for use. 
 

 
  
 

 Using SmartLists makes the data entry process simpler and faster 
 

 It’s as easy as 1-2-3 
 

1. Double click on the row or column heading 
2. Click on the entry in the SmartList you wish to use 
3. Double Click to bring the entry into the cell 
 

 SmartLists can be easily edited and customized to meet your needs 
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ProWriter® 3.0 Features 

SmartText 
 
Like SmartLists, SmartText has been created to simplify and speed up the data entry process. Whereas 
SmartLists are lists of predefined entries, SmartText is predefined text for use in memo fields.  SmartText 
is easy to create and can be copied from word documents and stored as SmartText within ProWriter® 3.0 
 

 

 

 

 
 

 Adding SmartText to any memo field is simple. 
 

1. Double click inside a memo field to open the Memo editor 
2. Click on the SmartText icon on the toolbar 
3. Select the SmartText you want to use and copy it to the memo field 
 

 SmartText can be edited quickly and easily to suit your business needs 
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ProWriter® 3.0 Features 

KeyPlans 
 
Click on the KeyPlan icon to open the KeyPlan 
 
 

 
 

 A KeyPlan is an outline of the building showing the individual roof sections. 
 

 Once the roof sections have been designated on the KeyPlan the selected roof section is shaded 
giving an indication of its location on the facility 

 
 As you click on each section of the KeyPlan the information for that roof section is displayed 

 
 KeyPlans are included in facility reports giving your customers a visual point of reference. 
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ProWriter® 3.0 Features 

Printed Proposals 
 
Once the information for the facility has been entered it’s time to print the proposal. Proposals generated 
using ProWriter® 3.0 are colorful, comprehensive and professional. 
 
Some sample pages are shown below 
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