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Art Approval Setup and Use 
 

 

 

 
 

Setting up Art Approval within ADVANTAGE         
 

 From the ADVANTAGE main menu, select System then System Setup: 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 Click on the E-Commerce tab: 

 

 

 

 

 

 

 

 

This document assumes that either you or Activity Software® has successfully 
installed web applications previous to following these instructions. 
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 ADVANTAGE displays the E-Commerce screen: 

 

 

 

 

 

 

 

 

 

 

 

 Fill in the following fields: 

 Email address - your general email address such as 
sales@yourcompany.com 

 Web page (if you have a web page) - http://www.yourwebpage.com.  This 
will allow your clients to click on your logo, taking them to your web page 
(from the various web-applications). 

 Image Source - http://127.0.0.1/logo.gif   (where 127.0.0.1 is the static IP 
address for your web server pc)  (where logo.gif is your companyôs logo.  
This file must be located on your web server pc in the c:\inetpub\wwwroot 
directory and can be either a .gif or a .jpg file)  

 Sound Bite - http://127.0.0.1/sound.wav   (where 127.0.0.1 is the static 
IP address for your web server pc)  (where sound.wav is a sound file that 
plays when your clientôs receive a emailed Estimate.  This file must be 
located on your web server pc in the c:\inetpub\wwwroot directory.  This 
file is optional.  If you choose to record a wav file, be sure to use modest 
record settings.  If you record in the highest quality available, the file will 
be large and take extra time to download.  In other words, record the 
sound file with the lowest quality acceptable to you.  

 FTP Site - (not currently used)  
 Line Item GFX path - F:\graphics\  (where F:\graphics is the drive\path to 

your common shared graphics directory).  
 Line Item GFX URL - /graphics/  (where graphics is the same name you 

used in creating the virtual directory in PWS or IIS).  
 Server Location  - http://127.0.0.1/activity/eqp/view.asp   (where 

127.0.0.1 is the static IP address for your web server pc)   
 Username - (not currently used)  
 Password - (not currently used)  

mailto:sales@yourcompany.com
http://www.yourwebpage.com/
http://127.0.0.1/logo.gif
http://127.0.0.1/sound.wav
http://127.0.0.1/activity/eqp/view.asp
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Approval Center Security Access 
 
You need to set up security access for employees who are going to be using this part 
of the program. 
 

 From the ADVANTAGE main menu, click System then Security: 
 
 

 

 

 

 

 

 

 

 

 

 

 

 ADVANTAGE will ask you for an administrator password. If you have not yet 
changed it, the default is manag. Enter it and press OK. 
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 ADVANTAGE will display the Security screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Choose the appropriate Employee from the Name drop down menu. If they have 
not already been assigned, give the employee a Login and Password. Login is 
what they use as their user name for the web based applications. Password is 
their password to sign in to both the regular software and the web applications. 
 

 Be sure that Approval Center is checked under Access for this employee if they 
will be viewing/editing the approvals. 
 

 Check the Approval Center Setup if you want this employee to be able to 
change the default emails setting for the approval center.  
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Approval Center Setup 

 

You now need to set up Approval Center itself. This will enable it to work with your 
email system and have default messages. 

 Log in to Approval Center the website will be:  
http://yourIPaddress/activity/ap/alogin.asp 

 

 

 After logging in, click Setup from the top of the next page. 
 

 The top half of the Setup screen deals with the default email messages: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will be the subject line of the 

email the customer receives. 

This will be the text of the email 
the customer receives. 

This will be the subject line of the 

email the customer receives after 

someone at your store marks an 
invoice acknowledged. 

This will be the text of the 

acknowledgement email the 
customer receives. 

This notes area is good for any 
default warnings that you want to 

have about any fees that may occur if 
changes are made after an approval. 

 

This is the URL link the customer 

will use to access Approval Center. 

http://youripaddress/activity/ap/alogin.asp
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The bottom half of the Setup screen is for setting up email. 

 

 

 

 

 

 

 

 

 

 

 

Microsoft Outlook 
If you are using Microsoft Outlook, simply click on Outlook and click on Save Changes at 
the bottom. If the server is installed with OUTLOOK, all sent emails will show up in the 
SENT FOLDER, AND if an email was returned because the address was not found, 
those messages will show up in the INBOX. 
 
Also note: OUTLOOK 2000 will not work if the latest service packs have been installed 
(a problem that Microsoft is aware of). We recommend that you use Outlook97/98 OR 
2000 without the latest service pack. 
 
JMail 
If you are not using Outlook, you can use Jmail. This is an email package available at 
www.dimac.net. Enter the Mail Server and From address for your Jmail. If needed, enter 
the server user name and password. 
 
JMAIL is SMTP email software package that is economical and easy to install. The 
downside to using JMAIL is that there is not a 'LOG' of sent emails. Once it sends an 
email out, you can't see that the email was sent or if it was undeliverable. The mail 
server textbox is required if you are using JMAIL. This is the name of your mail server - 
i.e. postoffice.swbell.net. The FROM email textbox is required if you are using JMAIL, 
this should be the email account that you want to send out approval emails to your 
clients. It must be a valid email account for your email server.  
 
The user name and password fields MAY be necessary if your mail server requires 
SMTP authentification: first try it out without these fields entered. If the mail does not go 
through, then enter the user name and password for the from email address you 
entered. 
 

The web server machine sends out the email - the web server machine must have either OUTLOOK or JMAIL installed. 
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WIP/Approval 
 
The WIP/Approval page is the one that will be used the most. This is where your 
art/graphics department will go to attach graphics to invoices and send them to the 
customer for approval. 
 
 
 
 

 

 

 

 

 

 

 

You can lookup: 
 

 Estimates ï this will show all outstanding estimates. 
 

 All WIP shows all invoices in work in process. 
 

 No Approval Sent shows all invoices that have not yet been sent to the 
customer for approval. 
 

 Waiting on Approval shows all the invoices that have been sent to the customer 
but they have not been approved or rejected yet. 
 

 Rejected for Approval estimates have been sent to the customer and the 
customer has rejected the graphics. 
 

 Approved estimates have been approved by the customer but not yet confirmed. 
 

 Approval Confirmed estimates have been confirmed by someone at your store. 
These are orders that are ready to be worked on.  
 

 Designer/Staff allows you to lookup invoices according to who was signed in 
when the approval was sent to the customer. This allows your graphics person to 
lookup their own orders only. If the salesperson is the one that sends the 
approval, then this box will act the same as the Employee drop down. 
 

 Employee allows you to lookup the salesperson originally assigned to the 
invoice. 
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 Click Search. Your screen should resemble the following: 

 Click on the Invoice number to see that orderôs details. 
 

 Approval Sent is the most recent time when the graphic designer or salesperson 
clicked on the Sent Approval button and an email was sent to the customer. 
 

 Last Viewed is the most recent time and date that the customer viewed the 
estimate or invoice. 
 

 Approved is the date when the customer clicked on the Approved button on the 
emailed order that was sent to them. 
 

 Rejected On/Reject Count shows the most recent time that the graphics were 
rejected along with the number of times that the customer has hit the reject 
button. 
 

 Confirmed On shows when someone in your store clicked on the Confirm  
Approval button to email the customer that you have received their approval. 
 

 Employee is the salesperson or designer that sent the approval to the customer. 
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What your Customer Sees 

When you send an approval email to your customer and they click on the associated 
email link, they see something similar to the following: 

 

 

 

 The instructions at the top of the screen explain to the customer what he or she 
needs to do. 

 

 File Attached! will appear each line item that has a graphic attached to it. The 
customer will click on view/open to see the graphic. The types of files that can 
be attached are .bmp, .gif, .jpeg, .pdf, .tiff, .eps, .doc, or .xls. Two files can be 
opened by virtually any browser- .gif and .jpeg. We recommend you use these 
types of files. If a PDF file is attached, your customer will be shown a link where 
they can download Adobe Acrobat Reader for free.  
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 After the line items is the notes area. The person in the Art department that 
attached the file can enter any notes in the Notes By New Signs (it will say your 
company name) section. 
 

 The customer can enter their feedback in the Add Client Response/Notes 
section. ADVANTAGE will not let them Reject Approval without entering a note 
in this field. 
 

 Terms lets them know of any extra fees that may occur if they change their mind 
after approval, or any other warnings that you may want to have here. 
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 At the bottom of the screen is a timeline. You and your customer can see when 
the invoice was sent for approval, how many times it has been rejected, etc: 
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A Step-by-Step Scenario 

 Designer works on Order #1000 and creates two graphics. 
 The designer views the order in the approval center. They can choose whatever 

filter theyôd like, but it will most likely be the No Approval Sent filter. 
 When you click on the desired invoice number, they will see something similar to 

the following: 
 

 The designer notes the file name and pathway that the software wants the 
graphics to have. As long as the graphics are saved in the correct file, with the 
correct number, they will be automatically attached and viewable the next time 
someone opens this invoice. 

 The designer uses the Save As or Export feature in their graphics program and 
saves the graphic with the above number. They can use .bmp, .gif, .jpg, .pdf, .tiff, 
.eps, .doc, or.xls. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 After the designer saves the files with the new names, they will click on the 
Refresh button on their internet browser showing the approval center application. 
Any saved files will now be attached to one or more line items. 

 

These icons are for work 

orders only. Customers 
will not see them. 
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 The designer then enters any notes they wish the customer to see in the Enter 

Artwork Notes area: 
 
 

 
 

 

 

 

 

 

 The designer checks to see if there is an email address. If not, they can call the 
customer and get their email address. Entering an address here will update the 
customerôs record: 

 
 
 

 

 

 

 

 

 The designer then clicks on the Send For Approval button next to the notes 
area: 
 
 

 

 

 

 

 

 

 

 

 

 

An employee can reject or approve an invoice themselves. It does not have to be done through the customer. This is often 
done for orders in which the approval was sent via fax. Check the Sent Approval Via Fax button if the customer does not 

have email. This will not actually send a fax, which must be done manually. This checkbox is to note that you have faxed it.  
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 The customer will receive an email with the approval subject text and email body 
text that was defined in Approval Setup: 

 

 The customer is able to view the order and any attached files through the link 
provided in the email: 

 
 The customer can enter notes in the Add Client/Response Notes area at the 

bottom of the screen. The customer must enter notes if they reject approval: 
 

 The customer will click Approved or Reject Approval. 
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 Your employees will be able to see in the Approval Center when the client last 
viewed the order in their browser, even if they donôt approve or reject the 
graphics: 
 

 
 

 If the client Approves the graphics, thené 
 The order now shows up in the Approved filter. 
 The employee who sent the approval gets an email stating that the order 

has been approved. 
 The employee can then open the approved order, review it to see if the 

client made notes, and then they can (optionally) click on the Confirmed 
button. By clicking on the Confirmed button, the invoice will now show up 
using the Confirmed filter and the client will be emailed a confirmation 
email (as defined in the approval center setup). 

 

 If the client Rejects the graphics, thené. 
 The order shows up in the Rejected filter. 
 The employee who sent the approval gets an email stating that the order 

has been rejected. 
 The employee can then open the order and view the notes entered by the 

client. 
 The designer will make any necessary changes and re-save or over-write 

the previous graphic files. The same name/number needs to be used for 
the file you are attaching to the invoice. After the changes are made, the 
designer clicks on Send for Approval again. 

 

 

 These steps will be repeated until the order is approved. 
 
 


