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ﬂ Install & set up (3 minutes)

1. Double-click MetalMitra-Setup.exe — tick / accept —

Install (or Customize to pick a folder). Desktop & Start-

menu icons are created.

2. Open Metal Mitra and click Get started.

3. Fill Company (logo, address, GSTIN — state is detected

automatically), Bank, Signatory (signature & stamp
images), Numbering (e.g. ABC/2026-27/0001) and
Defaults.

4. Optional: protect with a 6-digit PIN.

Q Make a quotation

1. Press ctrl + N (or New Quotation).

2. Client: search your client master (spelling mistakes are
OK) or type a new one. Add a Ship to site if delivery
goes elsewhere. CGST + SGST or IGST is picked from
the state.

3. Choose Qty x Rate or Weight x Rate/Kg above the
items (Ton / Kg quantities become weight
automatically). Enter only rates and no quantity — it
goes out as a rate-only quotation with GST : 18% in
the terms.

4. Add items — any of these ways:
o Paste a table from Word / Excel / PDF onto the

empty box ( ctrl + v ) — its columns stay exactly as

they are. Fill the Price column; Amount and total
follow. Or use Insert table.

o Type in the grid: ss 376( pipe 2" sch 40s — size,
grade, HSN and standard fill in. Enter = next row,
Tab = next cell, ctrl + b = duplicate.

o Smart add box (above the grid): paste a WhatsApp

enquiry or lines from any other quotation, press
Enter . Rows appear at once and Al (if a key is set)

checks them in the background — marked rows can

be edited like any other.

5. Total & GST: GST is printed only when you pick a GST
% (5/ 12 /18 / 28). Switch Show total off for a rates-
only quote. HSN appears only for codes you type.

6. Terms: only Delivery, Payment and GST — lines left
empty are not printed.

7. Export: click New Export Quote (or the Domestic /

Export switch at the top). Same table and layout — pick

USD, EUR, GBP, AED or SAR; no GST is printed; add a
Price Basis such as FOB Nhava Sheva.

8. Red/amber rate cell = wrong-rate alert (e.g. a 316 rate

at 304 level). Hover to see the expected rate. Metal
Mitra never changes rates itself.

9 Edit like Word, then send

e Click any text in the A4 preview (header, client, terms,

notes) and type. Use the toolbar for bold, size, colour,
bullets. Save as default keeps the change for all future
quotes.

The badge shows the page count — Metal Mitra auto-
fits to the fewest pages.

PDF saves Quotation_No_Client.pdf. Share — Email (PDF
attached) or WhatsApp. ctrl + P prints, ctrl + s
saves (auto-save also runs every few seconds).

--- menu: Duplicate, Revise (Rev.1, Rev.2), Convert to
Proforma Invoice, Mark Won/Lost, Follow-up reminder,
Version history.

O Daily habits

Rate Master: update today's base rates (304, 316L,
MS...) each morning — takes 30 seconds and powers
the rate alerts.

ctrl + k finds any client, quote no., item, GSTIN or
amount instantly.

Dashboard shows follow-ups due today, open quotes
and win rate.

Calculators: pipe (ASME B36.10M/B36.19M), round/hex
bar and plate weights.

e Your data is safe

e Everything is stored only on this PC. Nothing is

uploaded.

An automatic backup is made every day (last 30 kept).
Settings — Backup — Save backup as... to copy it to a
pen drive. Restore from the same screen.

Settings — Backup — Export all data to Excel anytime.

Al (optional): Settings — Al — paste a free Google
Gemini and/or Groq key — Test. If one is busy the other
is used automatically; offline, the built-in reader works.
Al never sets prices.

HSN/GST rates are for reference — please verify with your CA.
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