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Set Up 

How to set up Tablet 

Turn on Device 
 
Use the Side button to turn on the 
device. 
 
Press and hold the Side button to 
turn the device on. 
 
To turn the device off, press and 
hold Side button and Volume down 
button at the same time, and tap 
Power off.  
 
To restart your device, press and 
hold Side button and Volume down 
button at the same time, and tap 
Restart.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lock or unlock your device 
 
By default, the device locks 
automatically when the screen 
times out. 
 
Side button Press to lock. Press to 
turn on the screen, and then swipe 
the screen to unlock it. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Navigation bar 
 

 

Side 

Button 

Side 

Button 



To access the navigation panel, 
swipe down on the screen. 
 
You can navigate your device by 
using either the navigation buttons 
or full screen gestures. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Access BlinQ 
 
To access the BlinQ platform, a 
direct weblink has been set up as a 
web app on your tablet. 
 
The web app can be found on the 
Home Page of the tablet when 
logged in. 
 
Simply press the web app icon to 
access the BlinQ platform. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Logging onto BlinQ 
 
After clicking the web app link, the 
login page will appear. 
 
Enter the login details provided, or 
click ‘Log In’ if your details are 
already saved. 

 

 
 
 

 
 



Installing BlinQ 

BlinQ is a software that can be installed as an app. These steps will show you how to download 

the BlinQ app. 

Instructions Screen Shot 

Navigate to the app drawer and open any 
browser (e.g. Chrome, Windows Edge) by 
swiping up on your home screen 
 
The location of the Chrome app may differ 
depending on how your app drawer has been 
configured. 
 
If you cannot locate the app, use the search bar 
located at the top of the page. 

 
Open any browser by tapping on the icon. 

 
Type the words ‘BlinQ Window Blinds’ into the 
search bar. 
 
Either the Google search bar or browser search 
bar at the top of the screen can be used for this 
step. 
 
Press ‘enter’ on your keyboard to search and 
obtain results. 

 



Either the Google search bar or browser search 
bar at the top of the screen can be used for this 
step. 
 
Press enter on your keyboard to search and 
obtain results. 

 
Once you have searched you will be navigated 
to a generic google search page.  
 
Scroll down until you find the website titled  
 
‘BlinQ Software’ 
 
And enter the website. 
 
Website URL:  
 
BlinQ® - Empowering window furnishing & 
flooring industry. 
 
https://www.blinq.com.au/ 
 

 

When you enter the website, scroll to the 
bottom of the page and there will be a section 
that prompts you to download the BlinQ app.  
 
 
Press the link to be redirected to the BlinQ 
Login page. 
 
BlinQ URL:  
https://users.blinq.com.au/#app 
 

 

https://www.blinq.com.au/
https://www.blinq.com.au/
https://www.blinq.com.au/
https://users.blinq.com.au/#app


You will be redirected to this page.  
 
Once here click the three dots on the top right 
of the page to open the browser options menu. 
 
This may look different depending on which 
browser you have used to search for this 
function. 

 
At the bottom of the options menu, you will 
find an option to ‘Add to Home Screen’. 
 
Press this to begin downloading the BlinQ app 
onto your front screen. 
 
 

 
Press install to begin installing the app. 

 



This notification should appear in your 
notification bar. This will indicate that the 
download has begun. 
 
The installation should take no more than 1-2 
minutes. If you the installation has not 
completed by then, close the browser and 
repeat the above steps 

 
Once the installation is complete the 
notification should change to ‘App Installed’ 
 
Press the button to enter the BlinQ login page 
or press the home button to complete the 
setup. 

 
BlinQ should now be in your app drawer.  
 
If you want to add BlinQ to your homepage, 
hold down the icon and drag the BlinQ app 
onto the home page.  
 
Position it as you please. 

c  

 

 

 

 

 



Installing ArenaCW Visapp 

The Arena CW VisApp is an app developed by HDUK that helps your customer visualise their 

product of choice in their window. It is a useful tool to close out sales, and works particularly well 

with the shutters category. 

Instructions Screen Shot 

Navigate to the app drawer and open the Play 
Store app. 
 
The Play Store typically comes pre-installed 
with your tablet. If you have accidently deleted 
it, open Google Chrome and search  
 
‘Play Store Install’ to re-install the app. 

 
Navigate to the search button at the bottom of 
the screen to search for the ArenaCW Visualiser 
App. 

 
Type ‘ArenaCW Visualiser’ into the search bar. 
And press enter.  

 



The first search result should be the ArenaCW 
Visualiser app.  
 

 
Press on the install button and download the 
app on the following page. 
 
The app is very large as it stores images on your 
local device, so ensure you have good 
connectivity prior to installing this app. 

 
When you enter the VisApp you will be 
prompted to enter your account details. 
 
Typically, this will be your Apollo email and 
associated password. 
 
If you have not yet been setup with an Arena 
CW VisApp account contact: 
 
Tian Ahn Leow 
Tian.AhnLeow@hdgroupuk.com 
 
 

 
 

 

 

 

mailto:Tian.AhnLeow@hdgroupuk.com
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Logging-In and Customer Homepage
Logging in to your BlinQ account is simple and only involves a few steps. Let's get
started!

1 Navigate to https://www.blinq.com.au/

2 Click this email field. Fill in your username (email address). This will most likely be
your Apollo email address, or the one you have used to register with BlinQ.

https://scribehow.com
https://www.blinq.com.au/
Rectangle
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3 Click this password field. Enter your unique password. This would have been setup
when you first created your account, unless you have changed it within BlinQ.

4 Click this password field.

Rectangle
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5 Click "Login". Once you click this you will be brought to the BlinQ Customer Page.

6 You should see this page, which will give you a list of all your customers and the
status of your job with them.
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7 Click on either the customer number, Name, or View link, and you will be brought
to a detailed customer page.

8 By clicking on the customer address, you will be taken out of BlinQ and to your
map application for ease of navigation

Rectangle
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9 Click the notepad icon to edit customer information in a pop-up.

10 Edit your desired fields.
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11 Click "Update" to finish editing the customer information. You will be brought
back to the customer page.

12 Click "✖" to close the customer information pop-up.
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13 Click the bin icon on the right to delete a customer entry
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Editing Business Profile and Contact Details
Online

1 This guide will tell you how to change your business information under the profile
section. Click "Profile"

https://scribehow.com
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2 Click "Business Details". This will bring up the options for you to

3 This will bring up the option for you to edit your personal information, such as
your email, contact information, address, and website links
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4 Clicking "Financial Details" will bring up the option to add banking information.

5 Please do not enter any financial details into BlinQ. For now, payment collection
will be kept off the application.
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6 In the event that there is an Apollo logo update and you'd like to change your logo
and banner on the BlinQ App, click "Logo and Banner"

7 Click the "Logo:" field. This will redirect you to your file explorer where you can
upload the file from whichever folder you have saved the image in.
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8 Click the 'Banner' field. This will redirect you to your file explorer where you can
upload the banner image from whichever folder you have saved the image in.

9 Click "Email Settings"
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10 In the event you want to change your email address, please inform your Area
Manager so they can make the necessary changes to your BlinQ account on the
back-end. This is important to ensure your account functions normally after the
change is implemented on the front-end.

11 Click the "From Email:" field. This will allow you to input the email account you
want to send out quotations and orders from. Please do not change this field
without first informing your Area Manager.
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12 To change the email template you see in your customer story (CRM) page, click the
"Default Email Wording:" field. This will allow you to personalise your email
template.

13 The SMS function will only work if you have purchased a SIM for your BlinQ Tablet.
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14 This will give you the option to turn ON/ OFF your SMS Story and control your SMS
locality.

15 Click "Submit" to save all your changes. Changes will only be saved if the 'Submit'
button is clicked.
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Adding a Customer and Opening a Quote in
Blinq

1 This guide will show you how to view your calender and create an appointment.

https://scribehow.com
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2 Click on the calendar button next to the customer tab. This will bring you to your
calendar page.

3 On the calendar page you will see all of your appointments for the week by the
hour. When you have added a staff member, their calendars will also be made
visible here.

To enter an appointment, click and drag along the empty squares on the specific
date and time you'd like to see a customer. This will bring you to a pop-up. for
adding customer information.

Rectangle
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4 Here you can fill in your customer details. These fields will populate your
quotations, orders, and email templates - so make sure to key in the information
accurately!

5 The default job location details will copy over the address that was keyed in on the
column on the left. If the job location is a different address, enter that address in
the fields below.

Rectangle
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6 Select a staff members name to assign this job to them. The appointment will then
be saved as that individuals job, and show up in their section of the calendar page.

7 To modify the date and time select the drop down and enter the desired
information.
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8 Click 'Add Customer' to add this appointment to your calendar.

9 To enter the quote page, click on the 'Open Quote' link - this will bring you directly
to the quotes apge.

Rectangle

Rectangle

Rectangle



Made with Scribe - https://scribehow.com 6

10 In you want to check the customer's history, click the story button to be brought
to the CRM page
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11 This is the page you see when the 'Story' button is clicked. In the top left, you will
see the customer details that were previously entered. On the right, you will see
the quote details. Below, you will see a series of records. This is your appointment
and quote history with the customer. This CRM section will automatically update
as you make changes to the customer journey.
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How to Create a Quick Quote in BlinQ

1 This guide will show you how to generate a quick quote in your customer's home

https://scribehow.com
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2 At the top left of your home customer screen you will see a button titled 'Quick
Quote'. Click the link.

3 Once you are in the quote page follow the instructions on 'BlinQ - Building a
Quote' to complete your quotation.
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Generating a Quote

1 This guide will walk you through how to create a quote on BlinQ

https://scribehow.com
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2 Fill in the customer details at the top of the page. This can be done before or after
the quote is created.

If you have already done this while creating an appointment, this section should
auto-fill with the customer details.

For the email & SMS functions to work, the 'Email' and 'Mobile' fields need to be
completed.
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3 The product categories will be reflected as tabs on the left of the page. Click
through the tabs to find the products you would like to quote the customer on.

4 Under each category you will find sub-product categories. Click through these to
find the product you would like to quote the customer on.
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5 Each product category will bring up a different set of fields that need to be filled
up for the order to be successfully placed.

6 Begin filling in the product fields from left to right.

Take note - ALL fields must be completed for an order to be placed
successfully.

Rectangle

Rectangle



Made with Scribe - https://scribehow.com 5

7 Make sure to use the scroll bar to see all available fields.

8 Once all the fields are filled in a price will be generated. This price is the
Recommended Retail Price (RRP)
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9 To add the product to the total value of the quote, click on the '+' sign next to the
fields. This will add the value generated to the total quote value.
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10 Copying a blind:

If you want to make a copy of the specific blind, click on the left-most tile of the
blind (blind no.). This will select the blind, and it will be highlighted red.
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11 Click 'copy selection' to duplicate the entry. The new blind will have exactly the
same specs as the original copied blind.

If you then hit 'copy selection' again, both blinds will be copied for a total of 4
identical entries. This feature is useful for large, repetitive commercial jobs and if
you want to save time in drawing up a quote estimate.

12 You can then deselect the blinds by clicking the blind no. again.
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13

14 To then modify the individual blinds, simply click on the field you'd like to edit and
proceed to make the necessary changes.
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15 This allows you to generate distinctly different blinds using one initial entry.

NOTE: This process can also be used to select only one of the four different
blinds and just duplicate that single entry rather than the whole selection
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16 To make notes on each individual product (e.g. notes on installation) click on the
drop down arrow titled 'More'.

17 This will pull up a text field that can be populated with instructions for fitters/
installers.
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18

19 The instructions field can be used for general instructions pertaining to the entire
order.
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20 Once a total value is generated, VAT will be added. From here, you can apply a
discount to the price. Key in the value of discount you would like to give the
customer.

21 Click on the tick icon that appears next to the discount value.

NOTE: The discount will only be applied if the tick is selected.
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22 The discount can also be applied as a dollar value rather than as a percentage of
the overall price.

23 Once a deposit is collected the value that is collected can be entered into the
quote. Describe the deposit in this box:

e.g. Deposit Collected 50%
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24 Enter the date the deposit was collected.

25 Click the "0.00" field.
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26 Key in the dollar value of the deposit and select the tick box on the right. The
value will now be deducted and the balance will be reflected below under 'Balance
Due'.

You have now completed a quote.

To generate an order form view: BlinQ - Printing an Order Sheet

To send the quote to a customer view: BlinQ - Sending a Quote to Customers

To approve the quote view: BlinQ - Approving a Quote
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27 To collect a customer signature on the spot, slick the signature button. This will
pull up a pop-up that will allow your customer to sign digitally.

28 Pass your BlinQ tablet to the customer to sign
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29 Click "Save & Close"

30 The signature will now appear on the quote page.
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31 To generate a customer copy of the quote, scroll back to the top of the page and
click 'print'

32 Click "Customer Copy". This will generate a PDF document that can be sent to your
customer. Their signature will also be visible on the quotation.

NOTE: Measurements and specifications will not be included on the
customer copy.
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Send Customer Quote Using Email
Template

1 The guide will show you how to send a customer their quote.

https://scribehow.com
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2 You have drawn up a quote and would like to send your customer a copy. Check
that the balance due is correct and that the deposit collection has been recorded.

3 Navigate back to the top-right of the page. Save the changes made to the quote.

NOTE: BlinQ automatically saves most changes but it is best practice to click
the save button as this ensures the quote is saved across all functions

Ellipse
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4 Click the 'Send' button once pricing has been confirmed.

Ellipse
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5 Click on the top-left drop down and select 'Customer Quote' from the options.

NOTE: This will ensure that the quotation sent to the customer does not contain
any technical specifications/ measurements.

Ellipse
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6 Proceed to the top-right drop down and select any of the email templates

NOTE: These templates can be customised. There are a maximum of 3
default formats you can select.

Ellipse
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7 Modify the message content by using the text box. Once that's finished, click
'Email' to send a quote by email or 'SMS' to send a text message

NOTE: These options only function if a customer email/ number has been
recorded on the quotation page. The SMS function only functions with a
network plan that is SMS-enabled .

8 Once the email is sent, the customer will receive an email from your BlinQ account
containing the message you have preset and other relevant contact information.

Ellipse
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9 The quote will be received as a PDF document that the customer can view

10 The quotation will contain the pricing information but no technical specification.
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11 If there has been no signature attached previously, the customer can easily sign
the e-copy by clicking on the 'Acceptance of Quotation' box on the left, and return
the quote for approval.

12 Apollo Terms and Conditions are attached as the last page of the quote.
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How to Send a Purchase Order

1 This guide will show you how to submit a PO once your customer quote has been
approved, starting from your home page.

https://scribehow.com
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2 From the customers page, click the "Job's" tab. This will pull up a list of all your
jobs

NOTE: A customer will only appear in the job section once a quote has been
approved.
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3 Here, you should see a list of all your current jobs.

NOTE: A customer will only appear in the job section once a quote has been
approved.

4 To submit a PO, click the switch on the right of the customer line. This will
automatically send your PO to Apollo HO, orders@apollo-blinds.co.uk

mailto:orders@apollo-blinds.co.uk
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5 Type your email in the text box.

6 Click "Send". This will send your Purchase Order. If your email has been sent the
words "Email successfully sent" will appear in green and the dialogue box will
close.

Rectangle

Rectangle



Made with Scribe - https://scribehow.com 5

7 The switch button will now be highlighted red, indicating that the PO has been
sent to Apollo HO.

8 To view the customer story, click on the text bubble button on the right of the
customer name.
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9 In the customer story, it will not reflect that the PO has been sent.

10 To view the total number of Purchase Orders you have sent, navigate to the top
left of the page and click the customer button.
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11 Your total number of POs will be reflected on your home screen.
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Adding a Staff Member in BlinQ

1 This guide will show you how to add a staff member for your business from the
home page.

https://scribehow.com
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2 Navigate to the top right of your screen and click the profile button.

3 Once you have navigated to the profile page scroll to the bottom and click on
users.
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4 Enter the information for your fitter or staff member.

5 Input the email that your fitter will be using. Ensure that that email is an account
they use frequently.
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6 Once all their information has been added, press 'Add User'.

7 Your fitter should have received an email from BlinQ that indicates for them to
create an account and sign in.



Made with Scribe - https://scribehow.com 5

8 Once they have opened the email they should receive a prompt asking them to
get started on BlinQ. Click on the prompt.

9 Your fitter/ staff member will need to create a password as they will have an
account of their own.
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10 Once the password has been created please press 'Continue'.

11 Your fitter staff member will now have a BlinQ account. The account will be blank
until you assign them to a job.
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How to Approve a Quote on BlinQ

1 This guide will show you how to approve a customer quote, starting from your
homepage

https://scribehow.com
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2 Click "Customers" to bring up your list of customers.

3 Click on the customer who's quote you would like to approve.
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4 Click "Story" to bring up the customer journey.

5 Navigate to the left of the page where you will find the 'Open Quote' button. Click
the button to pull up the customer quote.
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6 Here you will see that the quote has not yet been approved.

7 Click "NOT APPROVED".
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8 The button will now be highlighted red and say "Approved". Once the quote is
approved, it is now classed as a "Job".

9 To view the quote, click the back button to navigate back to the customer journey.
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10 You will now see an entry on the customer journey stating "Job approved" with a
corresponding job number.

11 Navigate to the top of the page and click "Job's".
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12 You will see that the quote has now been approved and the customer has been
moved to the job section.

To learn how to submit a PO, please refer to BlinQ - Submitting a PO
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Lead & Quote Management

1 This guide will go through the 'Leads & Quotes' tab.
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2 Click "Leads & Quotes". This will bring you to the Leads and Quotes page where
you can track the overall progress of your customer appointments.

3 This page will either show in 'List' or Card' Form.
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4 Click on the 'List' switch to change format depending on your personal preference.

5 Card form will lay out the appointments based on their level of progress for visual
management.
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6 By clicking on any one of the table headings you automatically sort your leads in
numerical/ alphabetical order of that specific column.

7 Click on the 'Status' tab drop downs to manually track the status of your orders.
For example, if the quote for a customer has been sent you can select the option
'quote sent' in the drop down. This may help you track the overall progress of your
appointments and each individual customer journey on one page.
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8

9
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10 Click the circular message bubble to quickly view a customer's details, CRM, or
send an Email/ SMS.

11 Click this paper plane button to send a quick SMS to your customer
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12 Click the mail button to quickly email a quote to your customer

13 Click the notepad icon to quickly view a customer pop-up and edit your customer
details.
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14 Click "Update" once changes have been made to ensure they are saved.

15 Click the bin icon to delete a lead / quote.
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16 Confirm your selection.

17 In card form, you can change the status of a quote by physically dragging them
across columns.
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18 Select the quote you would like to update and drag it across the screen to the
column where you'd like to move it.

19 Once the quote is dropped in that column its status will automatically update.
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Adding a Line Discount to your Quote
This guide provides a straightforward process for applying a line discount to your
quotations, ensuring you have the tools to secure the sale!

1 This guide will show you how to apply a line discount to your quotation.

https://scribehow.com
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2 Once on the quotes page, fill in the product specifications that are required to
generate a retail price for the customer.

3 Once the information is filled in, press the plus button to add the product to the
total quote.
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4 If would like to apply a line discount on specifically this item (e.g. Essential
Fauxwood in this example) Enter the discount percentage you'd like to offer in the
box adjacent to the retail price.

5 Click the tick button next to the discount box to finalise the discount value.
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6 Click here.

7 This discount will carry through other price changes that are implemented on the
overall quote (e.g. retail price mark-ups, overall quote discounts).
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Applying a Retail Markup to your Quote
This guide provides a straightforward method for applying a retail markup to your
quote. By following the clear steps outlined, users can efficiently adjust their quotes
to reflect the desired markup and discounts.

1 This guide will teach you how to apply a retail mark-up to your quote.

Note: This feature has been developed upon receipt of franchisee feedback on the
importance of being able to control retail prices.

https://scribehow.com
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2 Open the customer quote page you would like to apply a markup to.

3 Locate the 'Total' line and press the '+' button next to the price.
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4 This will open a 'Markup (%)' field that will allow you to make amendments to the
reflected recommended retail price.

5 Enter the desired markup and press the 'tick' button to amend the price.
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6 Once the markup has been implemented the dropdown will automatically shut.

NOTE: This is to ensure for franchisees using BlinQ as a customer facing sales tool
that the retail markup field is not visible.

7 Similarly, a discount can also be applied to the quote by pressing the '+' button
next to the 'Grand Total' box. This will allow you to either input a % or £ discount.
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8 Press the 'tick' button to confirm the discount value.
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Viewing and Updating Lead Status in BlinQ

1 This guide will walk you through changing the 'status' of your customer on the
BlinQ app.

https://scribehow.com
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2 Click "Leads & Quotes". This will take you to lead & quote management page.

3 Once here, you will see two columns, one titled 'status' and one titled 'email
status'.

Rectangle



Made with Scribe - https://scribehow.com 3

4 The email status column cannot be modified from here. It indicates whether or
not your quote has been sent to the customer.

To learn how to send a quote please view the tutorial BlinQ - Send Customer
Quote using Email Template.

5 The 'Status' tab is a tool that can be manually controlled to help you and your staff
manage each customer.
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6 By clicking on the drop down, there will be several options for you to label your
customer and categorise them into groups.

7 Click the 'list' button at the top left once all of your customers have been labelled
under the status tab to view them in group format using the 'card' option.
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8 In 'Card' format customer status can be changed by dragging customers across
categories.

9
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10 Click and hold the card headings to drag left and view all the different groups.

11 Click here.
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12 To see the status of your Purchase Order, click on job tab.

NOTE: The status under the job tab is referring to the status of your Purchase
Order and cannot be manually modified on the BlinQ app.
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