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Art Approval Setup and Use

This document assumes that either you or Activity Software® has successfully
installed web applications previous to following these instructions.

Setting up Art Approval within ADVANTAGE

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

,A\ CTIVITY

Activity Software Get It All Together

Order Processin Production
. i System Setup
Accounting Reports

Marketing ¥i system

Human Resources

Technical Support
1-877-237-9478

.activitysoftware.com support@activitysoftware.com

4+ Click on the E-=Commerce tab:

System Setup

Shipping Tax Claszes Database
Locations l Temmnsz T Pay Types
Rates - Transaction Info T Options
Business Information E-Commerce T Order Entiy Defalts W ‘
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+ ADVANTAGE displays the E-Commerce screen:

Database
1l Fay Types

Dptions

Order Entry Defaults

EMail |

‘web Page: |

Image Source: |
Sound Bite: |

FTP Site: |

Line Item G Path: |
Line Item GF URL: |

POS Web Look SMTP Email Server

[~ Uselogged-in staff Email retum address
[~ Email Debua Mode [for toublsshoating anly)

Upload on Close

Logging Addiess:

+ 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.qgif (where 127.0.0.1 is the static IP
address foryourwebs er ver pc) (where |l ogo. gif is
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

pl ays when your c¢clientds receive a emaile

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 Iltem GEX path - F:\graphics\ (where F:\graphics is the drive\path to

your common shared graphics directory).

Line Iltem GEX 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)

-+ + = ¢
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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:

Activity

BN s 0 F T W 4 R E

Activity Software Get It All Together

Order Processing Production

Accountin Reports
9 P ¥i Security
Marketing ¥i System

Human Resources

Technical Support
1-877-237-9478

www.activitysoftware.com support@activitysoftware.com

+ 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:

Security

Privileges Access Admin
“tctivity User [cannot log in unless this is enabled)

Hame: || = A4R - Post finance charges

A/R - Post Payments

Login: A4R - Reports tab
Pazsword Adjustments / Utilities

Approval Center
Approval Center Setup
Client History App [l
Client History App [me only]
Cantract Pricing
Administrator Cust Maint

Cust Maint-Add/edit records

Passywvord: Cust Maint-Delete record

. Cust Maint-Financial Tab
i DeptCode-Production Setup

Estimate Manager
G/L Export
Global Price Change
Inventary Manager
Login Administrator
I arketing - |mport/E xport
b arkeeting - Mail Merge
b arketing - Print Cust/Prospects
M atenal-ddd/mdit nrndunts

Employee:

+ 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 into Approval Center the website will be:
http://yourlPaddress/activity/ap/alogin.asp

ew Signs
5025 Arapaho Rd. Suite 220
allas, TX 75248
HOME: (214) 555-9874
FAX : (214) 555-6458
Email: sales @example.com
!ﬂuticu: This system contains materal of a commercially sensitive and proprietary nature, Any attempts to ebtain information from this system
llegall_y {per the Electronic Communications Frﬁ}_"_gc:.y hot DF"!?:Sé', Article 18 L]SC 2610] will be I_::nggpﬂ and P_l.rniéh'cg'd to t'Hd.-fi{[[q;t cxtent of the
. =il 2 E
Please log in:

LoginiD: |

Password: I

Login |

+ 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:

fpproval Emall [your order is ready for approval! ;I
Subject Line:

=
Approval Email Body: [plegse take a moment to review your order and any =]
attached files/graphics.
-]
Approval Acknowledzement |Thani you! We have received your order approval ;I
Subject Line:
|

Approval Acknowledzement Body: e hawve received your order approval, thank you! ;I

If wou have any gquestions regarding your order
please call us.
=
Terms and Conditions: ;I

Plea=ze note: Any additional modifications

requested after we have begun work on your order,
may incur additional charges. _ .
This is the URL link the customer
will use to access Approval Center.
URL Link for dewer: [h:41127.0.0.1/activityfap/apview.asp
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The bottom half of the Setup screen is for setting up email.

Example: http:/f127.0.0. 1factivity/apfapview .asp
Emall Software & jiicrosoft OUTLOOK © Jmail {available @ wewse dimac. net)

Email settings for JMAIL (not OUTLOOK)

il Server |yDurmai|server.CDm
[e.2. maill. myzerver.com);

Email "FROM address: |yDuremail@ynurmailsemer.cum

deer & password IF SATP Authentification i= required.

SEFWEF USEF name: I

Server password: I

Sawve Changes

The web server machine sends out the email - the web server machine must have either OUTLOOK or JMAIL installed.

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.
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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.

WIP/Estimates Sort by

Retrieve : (" Ectimates * |nvoice #
WIR e awe " Customer
" Na approval zent
lC Waiting on Approval
- Rejected for Approval
- fpproved
- Approval Confirmed

Designer/Staftf: IA” Employees ,I << Thiz iz the designerstaff perzon
inwolwed with the approval process
Emplovee: IA” Employees ,I <2 Thiz iz the zalesperson for the
ariginal order

SEARCH |

You can lookup:

+
+

Estimates i 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:

.. Approval Last Rejected On _
D t A d Conf d On|Emplo
MM Reject Count onirmec ¥n | tmployes

2 Souper Salads  now open banners

12 Souper Salads Embroidered Shirts  10/09/2001 4:54:05 PAL 101072001 10:11:06 Adn Meww Signz

& Souper Salads  Buffet labels

% Clickonthelnvoicenumber to see that orderd6s det ail s.

+ 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:

SRl Leview your order nformation, quantities, etc. for correctness.
ENEERel Feview any/all attached graphics and/or documents (you will see a blue icon next to each
line ttem that contans an attached file)

At the bottom of this sereen, you can choose to either APPROVE the order or REJECT

it - if you are rejecting the approval, you must enter notes as to why this 1s not approved.

Invoice # 12

NG T

Ordered : 10/12/2000

‘EnteredBy
Cust r : | Souper Salad Phone ; (214-555-5535
Contact : Bob McGregor Ext:
Address ;555 Arapaho Ed Fax :|214-555-5556

.Ciry. ST/Zip : Dallas, TX 75001 [Payment Terms : |C.O.D.
Email: |aweiss@actvitycorp.com

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

|mmﬂ“---m1m

Shirts  MISC  Blue 1 1 $85.00 $85.00
| FILE ATTACHED| ICmmED |

(PER (PER (PER (PER (PER (PER
EACH) EALCH) EACH) EACH) EACH) EACH)

Blue Golf Shirts

+ 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, .qgif, .jpeg, .pdf, .tiff, .eps, .doc, or .xIs. 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.

Activity Advantage Software Documentation - Page: 9 of 15
© Copyright Miller Commercial Investments LLC. 2004-2007 All Rights Reserved.
Revised: 3/20/07



,\ CTIVITY

N\ S O F T WARE

+ 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.

Motes by IMew Signs REJECT APPROYAL
[— APPROYED

LAdd Client EesponseIiotes:

Terms:

Please note: Any additional modifications requested after ;I
we hawve begun work on your order, may incur additional
charges.
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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:

sent For Approwal| 1000272001 4:54:05 PR
Client Viewed 10/10/2007 10:11:06 AN
Approved Mo

LApproved By

Approval Date

Eejected Mo

Eejected Count |0

Eejected Date

Confirmed Mo

Confirtmed Date

Employvee Mew Sizns
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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

fitert heyodod | i ke, but it wild most | ikely be t
+ When you click on the desired invoice number, they will see something similar to
the following:
|mm-mm'lm
BEMNE24-130z BAMNNERS F125.00 £125.00
[ (TO ATTACH A FILE - SAVE AS C.\graphlcs‘&.???) | (Foam (Foom
WO OLIoA | These icons are for work
sarme style and colors as souper salad logo orders only. Customers J
stnaller one to be installed on side of building facing small side street. will not see them.
IEEEE-E!EIW]W
BEMNE60-130z BANMNEES $489.50 489.50
[ (TO ATTACH A FILE - SAVE AS c.\graphlcsma???) | Foom) Foom)
NG OPEM!
satne style and colors as souper salad logo, stmilar to stnaller banner, but also mcludes the souper salads J

logo.
bigeer banner going on side of building facing the highway.

+ 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.
IEEEEE.[E!EIEE[‘]EEI
BINE24-130z BAMNNERS $123.00 $125.00
| FILE ATTACHED! fgrapmcsB.GIF e open |

(FOOT) (FOOT)

WNCW! OPELT!
same style and colors as souper salad logo J
smaller one to be mstalled on side of building facing small side street.

| Product | Category E!IEIW]EE!

ENR&0-130cz BANNERS $489.505489.50
| FILE ATTACHED! J’graphlcsMG.GIF [ Topen |

(FOOT) (FOOT)

WCW! OPELT!

same style and colors as souper salad logo, similar to smaller banner, but also includes the souper salads _\]
logo.

bigger banner going on side of building facmg the highway,

+ 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.
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+ The designer then enters any notes they wish the customer to see in the Enter
Artwork Notes area:

Enter artwotle notes:

FPlease pay careful attention to the colors and fonts ;I
selected. We had to make a visual match z2ince you were
unable to provide us with specific fonts and PHS numbers.

| |

+ 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
customer s record:

| Customer : |Souper Salads | Phone : |214—555—5555
| Clontact |B01::- MWcGregor | Ext:
| Address: 555 Arapaho Rd | Fax : [214-555-3356

City, ST/Zip : Dallas, TX 75001 Payment Terms :|C.O.D.

| Email: |awei55@a|:tivity|:|:urp.cun

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

M Sent Approval Via FAZ

SEND FOR APFPROVAL
REJECT APPROWVAL

APPROVED

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:

Frorm: Angie Weiss [aweiss@activitycorp, com] Senk: Toe 100902001 4:54 PM
Ta: aweiss@activitycarp,com
Cce

Subject:  ‘our arder is ready For approvall

Please take a moment to review your order and any attached files/graphics.

To wiew artwork for approval, go to:
http://127.0.0./activity/apfapviev.asp?id=13ipv=saladecid=2

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

mmmmﬂm---mm

Shits  MISC  Elue 1 1 £85.00 £35.00
| FILE ATTACHED! &

(FER (FER (FEFR (FEFR (FER (FER
EACH) EACH) EACH) EACH) EACH) EACH)

Elue Golf Shirts

+ 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:

Motes by Mew Signs REJECT APPROYAL
= APPROVED

Add Client Eesponse/Ilotes:

Terms:

Please note: Any additional modifications reguested after d
we have begun work on your order, may incur additional
charges.

=

% 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 i n t hei rapptovecowreject the
graphics:

. . Approval Last Rejected On .
D t A d Conf d On|Emplo
MM RﬂjECt Count

2 Souper Salads  now open banners

12 Souper Salads Embroidered Shirts 1070972001 4:54:05 Pav 1071072001 10:11:08 Adh Mews Signs
16 Souper Salads  Buffet labels

+« | f the client Approves the graphics,

+ 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).

+« | f the client Rejects the graphics,
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.

= O+

+ These steps will be repeated until the order is approved.
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