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1 Introduction

OQHMS3GINHKDAHROILNCD Q@M OD QR @FSNHKDV @ @B J @/FH BHGM S D F QVGNSDIFE KNYN BD R B
HMSQNCTBDR @ VGNKD MDV V@X NE SGHMJHMF @ANTS XNTQ BTRSNLDQR @MC SGLC

4GHR RDBSHNM BNMS@HMR @MRVDQR SN SGD ENKKNVHMF PTDRSHNMR

] 7TG@S @QD SGD ADMDEHSR ENQ XNT @MC XNTQ BTRSNLDQR
] (NVCNDR @ SXOHB@K 03- 7DA VNQJEKNYV KNNJ KHJD
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1.1 Benefits for you and your customers

0OQHMS3GANHIKDANQF @ M IS GIMRQ HEIKSNO QNBDRNREXR T@ TRS N L DEDNREM S D F QECSDRRIQ NBDRR DR
RD@LKDRRKX VHSGHM XNTQ NVM OQNCTBSHNM DMUHQNMLDMS

111

Serve your customers

0OQHMS3@NHOIOAFHUDRTRTRSNLE@RNQBNMS@VMIEKDWHNHRBSHMSBNCTB IHISBQHMS3GNO
-@HK 7DA XNT B@M ADSSDQ RDQUD XNTQ BTRSNLDQR AX

—_— e —

112

4GD

S N R N

3HLOKHEXHMF XNTQ BTRSNLDQR OQHMS NQCDQ OQNBDCTQD

-@JHMF HS ONRRHAKD SN BQD@SD U@QH@AKD C@S@ OQHMS NQCDQR

OQNUHCHMF @ OQD EKHFGS @MC OQDUHDV B@O@AHKHSX RN XNTQ BTRSNLDQ

'"HUHMF XNTQ BTRSNLDQR SGD ONRRHAHKHSX SN 0QHMS NM $DL@MC BQD@SD
GNTQR @ C@X

3S@EDFT@QCHMF XNTQ BTRSNLDQR BNQONQ@SD HCDMSHSX

OQNUHCHMF XNTQ BTRSNLDQR VHSG VDA DMSQ@MBD SN SGD 0OQHMS3GNO -@H}!

@MC EDDK NE SGDHQ BNQONQ@SD VDARHSD

-@M@FHMF XNTQ BTRSNLDQR CNBTLDMSR RN SGDX @KV@XR TRD SGD K@SDRS

#NRSR KNVDQHMF ENQ XNTQ BTRSNLDQR CTD SGD BNLO@BS @MC DEEHBHDMS

ICCQDRRHMF D@BG BNMS@BS HM SGDHQ OQDEDQQDC K@MFT@FD

Benefits
ADMDEHSR ENQ XNTQ NQF@MHY@SHNM

N SQ@HMHMF MDDCDC
.N MDDC SN ATHKC XNTQ NVM VDA @OOKHB@SHNM

ITSNL@SHB D L@HK MNSHEHB@SHNM VGDMDUDQ @M NQCDQ HR OK@BDC NM BC
3DLH @TSNL@SDC PTNSD OQNBDRR

#TRSNLDQR OQNCTBD @MC @OOQNUD SGDHQ NVM RNES OQNNER

#KD@Q NUDQUHDV NE @KK OQHMS NQCDQR HM XNTQ NQF@MHY@SHNM @MC SG
%WONQS C@S@ ONRRHAHKHSHDR

%@RX HMSDFQ@SHNM HMSN -)3 RXRSDLR TRHMF 8-,

#NRS R@UHMFR CTD SGD BNLO@BS @MC DEEHBHDMS NQCDQHMF @MC OQNCTB
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1.2 Features

OQHMS3GNO -@HK 7DA OQNUHCDR XNT VHSG @ RS@SD NE SGD @QS O@BJ@FD DM(
VHSG TMHPTD RDKKHMF ONHMSR VHSG HMBQD@RDC @CCDC U@KTD SN XNTQ BTRS

4GD JDX ED@STQDR NE OQHMS3GNO -@HK 7DA @QD

] -TKSH KHMFT@K
e #GHMDRD 3HLOKHEHDC @MC 4Q@CHSHNM®@ K
$TSBG
%MFKHRG
&QDMBG
'‘DQL@M
)S@KH@M
ONQSTFTDRD
2TRRH@M
30@MHRG
ATQJHRG
e *@O@MDRD
7HSG @M NOSHNM SN @CC @CCHSHNM@K K@MFT@FDR
YMSTHSHUD D@RX SN TRD VDA HMSDQE@BD
&QDD 0QHMS3GNO -@HK CDRHFM RNESV@QD HMBKTCDC
ITSNL@SHB@KKX FDMDQ@SDR @ VDA RHSD ENQ D@BG BTRSNLDQ
"TRHMDRR SN "TRHMDRR @R VDKK @R " # "TRHMDRR SN #TRSNLDQ B@OG@
/QCDQ @MC OQHMS 0$& CNBTLDMSR TRHMF SGD VDA
/QCDQ @MC OQHMS U@QH@AKD CNBTLDMSR TRHMF SGD VDA
3HLOKD OQHMS NQCDQ OQNBDCTQD
2D@K SHLD OQDUHDV OQDEKHFGS @MC RNES OQNNE
3TOONQS ENQ HMCTRSQX RS@MC@QC NOSHLHYDC NTSOTS ENQL@SR
e /OSHLHYDC ONRSRBQHOS
#QDN 603
&HDQX &QDDENQL
00-, 6$8
8DQNW 6)00
] %WSDMRHUD TRDQ L@M@FDLDMS VHSG BTRSNL QHFGSR L@M@FDLDMS

® ® ® ® ® ® ® D D

— e e e e e e e e

® ® ® O
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1.3 Key Concepts

ANTRDQHMS3@\HMD ADEEDB S KKWINKXDENTMCD QR %@ M@ @ RBIBMBD QSR EG RO B S HEM T
@QMDVSNOQHM S 3-@NHKDANCGHRNTMDD@P THBYDE QD REGONT@ QWD VSNOQHM S 3-@HKD A VD

QDBNLLDMEXS QD@GDNVSN O0@FD RDBSHBSNMRDLHKHNG QRDKISG BMCHUEOE@BR QDR
NE OQHMS3GNO -@HK 7DA

1.3.1 Workflow

4GD ENKKNVHMF CH@FQ@L RGNVR SGD NUDQ@KK VNQJEKNV VHSG SGD ENKKNVHM|

] Designer: 4G Mesigner OQNCTEINBTLDMBROTAKHRIIDMNBTLDMENS G DA S@JHNNES N
@BBNT@ANBNQONQQ@ @M CHMFHFM@ QBNLO @ ME@DMRTARDPTDOKSEEGT NBTLD MM
ENKCDQ RODBHEHB SN D@BG HMCHUHCT@K BNLO@MX

] Production Manager: 4 G Production Manager HRDAKSIL@JDNCHEHB GSEWMAENQI@RRHFMHMI
CNBTLDMSMCDO@QSL@EWER@IJHMENBTLDMA®R @ HKENTKRID QRGDOQNCTBSHINW@ FD Q
@TSNL@SHB@KKX QDBDHUDR @M D L@HK MNSHEHB@SHNM DUDQX SHLD @M @ ¢

] Customer: Customers RDKDEB\SBTLDMBBMRSD@ SENM M [TEESS @ A @ RONENE DIRD MasSNRE Q C D Q
QDKD@ABIM® R G Customers @ Q@ AIKDLNMH SSNZDOIQHIMB@ ® MRS @ EDQHMED QNCTBSHN N
OQNBDRR

] Operator: 4 G Production Manager N @perator OK @ EoDNRX Q C D @IHIMNMA RM G PM O K @ NIIsCD®D
Operator OQHMISVRE MBNLOKD SSH\RVD @ SBEDRHIMARIHS GIE@ TRSNLND@ GO QHMIS@QJR
SGD OQHMS INA @R #NLOKDSDC

The PrintShop Mail Web workflow

Objectif Lune Inc. © 2010 4 PRINTSHOP MAIL El N



Introduction - Key Concepts

1.3.2 User roles

OQHMS3GNO -@HK 7DA G@R SVN L@HM FQNTOR NE TRDQR

] #TRSNLDQR
] ODNOKD VHSGHM XNTQ NVM NQF@MHY@SHNM

% @ BN KD@ BRD QS @@ MU H KDFERRFSNBIGS G D Q D ENRRCH F I@IQM KSINT R D @R SD Q L HWMNEBRV KSXG D H Q
KDUDK NE @TSGNQHSX ATS @KRN SGD RS@QS TO RBQDDM SGDX VHKK AD @AKD SN

0QHMS3-GNHKDARXRSIBINLDRHSKBHMDQ T D E HMNK R UPN K @RBMSDMEDETR S N L DIIRD
QDL@HMHNWFDNOWBSGHNMTQVMNQF@MH Y @3 HNM R S QEAESR Q R @\BMVQ N K BIRB G Bettings
RDBSHNMRDIBO®HNM OQNUHCDR LNQD HMENQL@SHNM QDF@QCHMF TRDQ QNKDR

Customer roles

"DKNV @ KHRS NE SGD OQDCDEHMDC BTRSNLDQ QNKDR

] Customer: 4GDRD TRDQR B@M
e 2DSQHDUD @ MDV O@RRVNQC
e #QD@SD @MC NQCDQ OQHMS INAR
%CHS INA BNMSDMS
2DPTDRS @ PTNSD
ICITRS SGD INA RS@STR NM GNKC @MC RGHOOHMF
2DPTDRS @M NUDQUHDY NE OQHMS INAR
2D NQCDQ OQHMS INAR
e 3D@QBG ENQ RODBHEHB OQHMS INAR
] Customer Plus: (@R SGD R@LD OQHU HKKIomMBrR @NRCSEE@M @ KRN
e !lOOQNUD SGDHQ NVM OQHMS INAR
] Power User: 5RD QM SSG KR GO UGB @ LD Q HU H KaDis G®ustomer Plus QN R/MHSSGBENKKNVHMF
@CCHSHNM
e !/OOQNUD OQHMS INAR ENQ TRDQR HM SGD R@LD CDO@QSLDMS NQ BNLO@
] Department Manager: Department Managers G@ UBNMSRUBOMD RDUDQOE@ Q SL BMPSBEG D
R@LD OQHUHKDFDR @R ONVDQ TRDQR @MC B@M @KRN
e!CC @RRHFM @MC CDKDSD TRDQR VHSGHM SGDHQ CDO@QSLDMS R
e -NCHEX CDS@HKR VHSGHM SGDHQ CDO@QSLDMS R
] Company Manager: (QGUBNMSRUEBEQMBNLO@@XESRDO@QSLGNMISEGB@LDQHUHKIDRFDR
CDO@QSLDMS LOM@FDQR @MC B@M @KRN
e !ICC @RRHEMCDKDBDRSNLDRRRSNLOIOXR ONVDDRDQBDO @ Q S LLOAVWN@ F DEDNRC
BNLO@MX LOM@FDQR VHSGHM SGD BNLO@MX @MC VHSGHM CDO@QSLDMS
e !CC CDO@QSLDMSR
e !RRHFM OTAKHB@SHNM SXODR SN @ CDO@QSLDMS
e -NCHEX SGD BNLO@MX CDO@QSLDMSR @MC TRDQR RDSSHMFR
] Public Customerr 4GHBNKDRFHUDSMMDVBTRSNLD/GRBQD @ $OM® BBNTADENQRNBDDCHMF
VHS@WQCIBGDXK@BMOBEHKRIGNOOHMBOTAKBBLO @ MMKGHB@KKNE@ RXHRHSW®DS GD

RGNOOB@RAST QDPTH@RRFFDCTRENO QNBDMHSBEGDBJN BE DRDRD GRR UDGBNVDRS
ETMBSHNM@KHSX 4GDX B@M

e #QD@SD @MC NQCDQ OQHMS INAR
e lOOQNUD SGDHQ NVM OQHMS INAR

® ® ® d® @
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Roles within your organization

7HSGKMTRVM QF @ M H YHBIFHNRAVR HSANGIR R HERMCH E E D OPDMEN K ER MBSHNRRD EMNKNVDRS
KDRR QHFGSR SN GHFGDRS LNRS QHFGSR

] Designer: 4G Designer H)DRONMENR®DMTE@BS@VE@RM@FISEENBTLD MBWRE R A KSIN
CN SGD ENKKNVHMF

® ® ® ® d® D

e

ICC MDV BNLO@MHDR

ICC MDV OTAKHB@SHNM SXODR

-NCHEX @MC QDLNUD DWHRSHMF OTAKHB@SHNM SXODR
OTAKHRG CNBTLDMSR SN 0QHMS3GNO -@HK 7DA

0QHMS NMD NEE OQHMS3GNO -@HK INAR

-NCHEX RDSSHMFR NE @ VDA ENQL

ICC NODQ@SNQ HMRSQTBSHNMR

] Operator: 4G Dperator HR QDRONMRHAKD ENQ S@JHMF OQHMS INAR HM OQNCTBSHN

e

® ® ® ® ® ® O

e

ICITRS SGD INA RS@STR SN @OOQNUDC HM OK@MS RGHOOHMF NQ BNLO|
2DPTDRS @M NUDQUHDV NE OQHMS INAR

OQDEKHFGS OQHMS INAR

0QHMS 0OQHMS3GNO -@HK CNBTLDMSR SN EHKD

0QHMS NMD NEE OQHMS3GNO -@HK INAR

3DMC &HKD TOKN@C CNBTLDMSR SN @M NTSOTS ENKCDQ

3DMC 0OQHMS3GNO -@HK CNBTLDMSR SN OK@MDSOQDRR 7@SBG

3DMC OQHMS INAR SN SGD OQHMSDQ

2D OQHMS @ O@QS NE @ OQHMS INA

] Production Manager: A4AGH®RNKIDRHLHEE&BCG @& MQ CDEX @ M M P@duction Manager H R A KSIN
ODQENQL SGD ENKKNVHMF S@RJR

® ® ® ® ® ® ® ® D @

e

ICITRS SGD INA RS@STR @OOQNUDC HM OK@MS RGHOOHMF BNLOKDSDC
2DPTDRS @M NUDQUHDV NE OQHMS INAR

3SD@QBG ENQ RODBHEHB OQHMS INAR

ICC BNLO@MHDR

ICC @RRHFM @MC CDKDSD BTRSNLDQ KDUDK TRDQR HM @ BNLO@MX NQ C
ICC @RRHFM @MC CDKDSD NODQ@SNQR @MC CDRHFMDQR SN @ BNLO @ M X
$DEHMD OTAKHB@SHNM SXODR VHSGHM @ BNLO@MX

ICC CDO@QSLDMSR SN @ BNLO@MX

-NCHEX TRDQR CDO@QSLDMS @MC BNLO@MHDR RDSSHMFR

3DS @ OQHBD ENQ PTNSD QDPTDRS

ICC OQHBHMF HMENQL@SHNM SN OTAKHB@SHNM SXODR @MC CNBTLDMSR

] Administrator: 4GD @CLHMHRSQ@SNQ L@M@FDR @KK OQHUHKDFDR OQDUHNTRKX

e

® ® ® ® ® ® ® D D D DD

3DS SGD 4DQLR @MC #NMCHSHNMR NE SGD OQHMS RGNO
$DKDSD TRDQR CDO@QSLDMSR BNLO@MHDR @MC CNBTLDMSR
#G@MFD RXRSDL RDSSHMFR

$DEHMD NTSOTS ENKCDQR

ICC SGD BNLO@MHDR VDA CDRHFM

#G@MFD SGD OQD CDEHMDC TRDQ QNKDR

ICC MDV TRDQ QNKDR

#NMMDBSHUHSX L@M@FDLDMS

*NA NOSHNMR L@M@FDLDMS

%M@AKD CHR@AKD OQHMSDQR

ICC CDKDSD S@W Q@SDR

ICC CDKDSD RGHOOHMF Q@SDR

#TRSNLHYD SGD KNNJ @MC EDDK NE SGD D L@HK LDRR@FDR
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Introduction - Key Concepts

1.3.3 Companies and Departments

| BNLO@MR® MWQF@MH YS@BSBEFN QB G @RDHRVME@ S D QA@ENC TRXSGD QHRIGN@NLO @ MHOK
BNMS@®MMQTKSHORD@QSLDMOR @ QSHEME QF@MHY @ BIHBSM@ ®DR D SNC D E HVDIQ QH SN QH
@MC NQ @CLHMHRSQ@SHUD CHUHRHNMR NE @ BNLO@MX

1.3.4 Publication types

| OTAKHB ® % EHIRAENK GIM)G HES® LOK @ SBTLD WERN TBTRSNL BIFOQNTOBGDRDTAKHB @ S H N
SXOENKCB@ERBNMS @AKISHCKNBTLDME&R@®W@LOKDOTAKHB GXIOEM KCHNRSNETMHEEDQDM:
K@MFTO@DH@®EBFRONBGTMP$STSB@MBMFKHRG UD @RAKRNKRB @ % BERNK CEONG N T RROS X K D

QDK@SDC CNBTLDMS D F "TRHMDRR B@QCR KDSSDQGD@CR DMUDKNODR % @BG

OQHBBEBME@PMBRQWNKTIIHRBNI® BKDGROHMIDNSGDTAKHB@®SEDEMRKC DQRIBEME @Q@MR Q

UNKTLOHRBNS @2 KEDR® OOBN@ KINBTLD WSRHBBQBM G TAKHB @3B MW KCHDRGBIMGDQH S
NOSHNM HR RDKDBSDC

OQHMS3I@NBNQYHMCNBROUTAKHBREMS3I@NHINBTLD MSRO TAKHB @%6GBNK GIMQ HM S 3-@NHX

7DA 4GDEQDODDRHFMDQRMMMI)HMS 3-GONHBK@ MDTRDENQG @SQNIDQHMS3-GANMOKN TB @ @ KR N
BQD@SD MDV OTAKHB@SHNM SXOD ENKCDQR

The publication types overview shows all enabled and disabled publication types.
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1.3.5 Web forms
$NBTLDMSEG@PPTHERDOYMOTRI@VDAENQENBNKKBBENQL @MSONAXSGBTRSNLBDB @@

ENQBNMRHNRENRMINQLNQDNCHEH ®@ REEDD MBSBRKKHCMCO ESIDKD R SDWEHDKE®DBJAN W@RC HN
ATSSNMR DSB

A sample web form

4GDQDEWIAMENQLRODBNEXXSNTOTRSNLRODD® MEGHBEHD QDR THC@PSDAM S Y DNRDKDBSHMF
BDQS@HM CNBTLDRSRHEZE®R LNQD HMENQL@SHNM QDF@QCHMF LNCHEXHMF SGD VL

Objectif Lune Inc. © 2010 8 PRINTSHOP MAIL El N
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1.3.6 Skins

4GDDMQHMS3-@\HAXD AV D AR H $HIE T KsKinable ! RIHWRRR D Q NIHRH KDR@SIMSQER QDRDM SMEES H N |
SGUDARHSWBUDQXSGW BB B S TS®@ K SB IS DNMSSG D @ FE@ M@ MZHKK @ BQNRIHIMNRIHM
AN@ KKONQYHMS3-GNHAID ASNADRIJHMM @RASKIKB NLO KD RIDIOX@ Q @GPMENMSDMGSG R/ DAO @ FDR D
RS@MC@QCDKDLDMVMISHRDQDEHNMBBE®@ R@DMREMHP THPR 4 GERS X KM E N Q L @ 8HI\\WQHDI@ascading

Style Sheets #33 CNBTLDM@RKNVIMBFSXKINRDBG @ MEDMEC@M @ BB BSXKORS GNTGIMDDEN
BG@MFD SGD RNTQBD BNCD

1.3.7 Order statuses

| BTRSNLNDQC DANB T L D MSIRDO Q HMAXSS D Q HRMGN OM N QCB @ BINM S @HAB HOKBT L D MSB&D Q X
NQCDQ FNDR SGQNTFG SGD ENKKNVHMF RS@FDR

/QCDQDC

I0O0OQNUDC
)M OK@MS
3GHOOHMF
#NLOKDSDC

—_— e

)M@ CCHSHBIGISRE D @B GOn hold RS @ SARHERN K BBINM S GNHMRIR@MP P THRPDNSDQNEGDQHMS
RGNO SGDRD NQCDQR QDL@HM HM SGHR RS@STR TMSHK OQHBHMF HR @FQDDC
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1.4 Quick start guide
ODQENQL SGD ENKKNVHMF RSDOR SN RDS TO OQHMS3GNO -@HK 7DA

IESDKNFI@W® CLHMHR B® @Bthhgs HM GHenu A@ @ MQDFHRSDI@D Q R MEM HM S 3-G@NHX
7DA &NQ LNQD HME N QIIESHINMF IR D D

ICC @ BNLO@MX SN SGD RXRSDL &NQ L NOQD B-NLONM @SR NM RDD

ICC CDO@QSLDMSR SN @ BNLO@MX HE MDBDRR@ Q& C &N\DQD [@NIED. BINIERI QL @ SHN M
ICCTRD GR@BNLO@ @M@ RRHFAWDISN@CDO @ QSLOMBNQMHMENQL @ROWEK TR D G@RM C
IRRHFM TRDQR SN @ CDO@QSLDMS
ICCOTAKHB®SEMM@RRISFEWESNGBNLO@@MEETDO@QSLOWMBNQB MENQL @BBE®
OTAKHB@SHI@WIRRHFRI @ OTAKHB@SHNM SXOD SN @ CDO@QSLDMS

$DEHVIRDQNKURSGHNWMI QVMBNLO @ MMDORHFMIBQNCTBS@WMME FERIODQ@ SBRNN@RRHFM
SGDRD QNKDR SN SGD BNLO@MHDR XNT G@UD CDEHNOC RON)RLNQD HMENQL@'!
AGHDRHFBOMNWTAKKRGTLD MRQHMS3@GNHIOA@M@ RRIBEMDSNSGBNLO @ M@ MR
SGDTAKHB®SEERMK CIEQ@MDM GBXRSMKQD@BRNQB MENQL @ BEBNE™intShop Mail

guide

%CHSSENBTLDMSR BMNDALCDEHOQ@HBENME @ KR UNKTLOHRBN S @AM O M @ AKX®D
CNBTLDMS ENQ SGD TRDQR &NQ LNIDCS SN N QO@7IHN MNRD B

3DSTO D L@HK LDRR@FHMF SN BNLLTMHB@SD VHSG XNTQ BTRSDNEBRRFRNQ LN
%M@AKD SGD BNLO@MX OTAKHB@SHNM SXOD R @MC CNBTLDMSR

INTRXRSHIMNWD@EXRNTBTRSNLBQYRRD4GCGD Q@QD@M XSGRO SSHMF@BE MDLNCHEHDC
OKD@RD RDD SGD NSGDQ BG@OSDQR HM SGHR L@MT@K ENQ SGD ONRRHAHKHSHDF

Objectif Lune Inc. © 2010 10 PRINTSHOP MAIL El N



2 Howto

#ANLO@MODKA@SOR EROOXOHBOXBEENQARTCQNCT-REEM @ FLANRE NLDNESGDIAX#NLO @ M@XM C
$DO@QSLIEME@ FBGHRG@OSDRQBHALRRNM @ RBREGBNLO @ R B S MNM) HM S 3-GNHAD A
4GDRD S@RJR HMBKTCD

#NLLNM 4@ ROJ@FD

#NLO@MX 4 @ RIFRD

OTAKHB@SHNM 4XOD @MC $N@®FIDDMS 4@RJR
JL@QFD #NKKDBSHR® M@ RJR

/IQCDQ -OM@FDQ@®RJR

[ S —

Obijectif Lune Inc. © 2010 11 PRINTSHOP MAIL Bl N



2.1 Common Tasks

4GHR RDBSHNM CDRBQHADR GNV SN ODQENQL RNLD BNLLNM S@RJR HM 0OQHMS3GN

2.1.1 Remember me

4G Mhogin O@ FHOD SFKEDRDKNNMS NS G B X R S DAG Remember me N O S HHNAYIN T MNOMS G DN F HM@ F DX
CDE@TKS SGD QDLDLADQ LD BGDBJANW HR TMBGDBJDC

7GDMs GRemember me BGDBJAWM/GDBIJ@MBNNIHBBQD @ SABHBRNNIRSBNQPRD RDR@ L@ MC
O@RRVNEBEGDRDAGDMDWSHLBGDQHMS3-@GNHKDAVDARHFWR HRHARIG D RDYG R X R S WIH KK
BGDBJ ENQ SGD BNNJHD @MC @TSNL@SHB@KKX KNF HM SGD TRDQ HM NQCDQ SN R

#NNJHORBM @ BI$ KX@ SN S QNFQBENCHFNNIJHB® MMNBE@RQDE@MENQL ERMISBDIRDQ R
BNLOTSDBNNJHEOHDREDVSS @S DARDQ UD@RSNYD@TRD QGGR TEHRANNIH@R K@VD A
RHSDRSNEBMENQL@SMBNRMD QL ® BG HAMK @ SPOS Q HBMS D QM VD K \eQMDES GBQNVR RS R QD
BNNJHDMKNTBNLOTSPEXNTTRDHBQNRNESRQM /D K SQWM@N VBB DDA XNTB @ RD @ KIKS G D
BN N JHDRESQPS N QVMXN TR@BGHMBOLNRBNLLNMK @BPYG DISNQ DR HHAOMIC HQ D B B ®EX D C
B <VHMCNVR<BNWTBH@®MD Y GHBEF®ARH DK @ BB HKDMXNTR@ B G HAXK N N JHMEG B H KIE® L D
SGD HMENQL@SHNM HR @KRN RSNQDC HMRHCD SGD EHKD 9NT B@M NODM D@BG

2.1.2 Lost password

4G Dlost my password NOSH® KIKNNRRD GRQDSQHAMIDWO @ RRVERSGD@ @ BN TAMNKHBR @ RNGISG D
TRDQRLOQBICCQDRP L@MKSESGPMDW@RRVNROMENSGD LOABICCQNBRGBHUODRD@NFDS
@ MDV O@RRVNQC

#KHBJ SGD ) KNRS LX O@RRVNQC KHMJ NM SGD KNFHM RBQDDM 4GD ENKKNVH

Enter the e-mail address of your account to receive a new password

%MSDQ SGD D L@HK @CCQDRR @RRNBH@SDC VHSG XNTQ @BBNTMS
#NMEHQL SGD DMSDQDC D L@HK @CCQDRR
#KHBJ OQNBDDC SN FDMDQ@SD @ MDV O@RRVNQC

4GDTRDQD B D HNNISRG DM S D @DIC@ @HC C Q @RI VO @ RRV NIGOT R D@ MR [5G HOR® RR VB KN F N M
/IMBD KNFFDC NM SGD TRDQ B@M CDBHCD SN BG@MFD SGD O@RRVNQC NQ JDDO TR

Note: )SHRMN®ONRRHBAKQPDRBIESMQHMS3ECA@KDA O@RRVMEGMQHMS 3G@IOKD A
HMRS@K®®@SGDNMS HEBRGESHIERB S0 CHQ DB NDRDSGD @ RRVNGBG BNQONQ® S D
RXRSDILGDMSGID @RRV MEEG @ MFIDMS GBNQONQ®SDRXRSDHHRITSNL@SHB@KK X
BG@MFDC HM 0QHMS3GNO -@HK 7DA
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2.1.3 Modify user info

%@BG TRDQ B@M LNCHEX GHR ODQRNM@K @BBNTMS HMENQL@SHNM 4N BG@MFD

#KH®ByAccount HM SMemu A@Q 4GD ENKKNVHMF RBQDDM @OOD@QR

Change user information in this screen

4GD ENKKNVHMF HSDLR B@M AD BG@MFDC
e User name: 4GHR EHDKC CDEHMDR SGD TRDQ M@LD QDPTHQDC SN KNFNM SN
e Language: 4GIRDKDBK@UFTHWHERDEN®GD LOQHBRR@FGDRD@DBDHUDIRBEQD @ SHMF

@WMWQCDQ GDMGRSONER MQCEH@BGC@MFDEK@MFT@PRDBSMBGBERNFNMMCNYV
CDEHMDR SGD @OOKHB@SHNM K@MFT@FD
e Person Code:

4GHR@ KHPQ@TMHPBMNCMGHBE® MDTRDSNKHMN@MI CLHMHRSKO@ SHN
NQCDQHMF RXRSDL 5RDQR VHSG SGD @OOQNOQH@SD OQHUHKDFD QNKD
e Remember me: 7GDM SRememberme BGDBJANW HR BGDBJDC @ TRDQ HR QDBNFM

@MC @QTSNL@SHB@KKX KNFFDC HWelcomdeC @@ FODHQDBS SN SGD

e Additional  Information: 4 G [E H D KIGSRG HRRO B S KENQDR D B N6 G N Q C D QBIQINFB D@ RIEE @ MD
TRDC @R CDE@TKS U@KTDR ENQ TRaV@oELMET SRIDHBISHIKGR HM S G D
#KH®e SN RSNQD SGD BG@MFDR

Objectif Lune Inc. © 2010
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2.1.4 Set New Password

%@BG TRDQ B@M RDS @ MDV O@RRVNQC 4N RDS @ MDV O@RRVNQC
#KH®ByAccount HM SMemu A@Q 4GD ENKKNVHMF RBQDDM @OOD@QR

Set a new password in this screen

%MSDQ @ MDV O@RRVNQC

#NMEHQL SGD MDV @CCDC O@RRVNQC
#KH®&Je SN RSNQD SGD BG@MFDR

2.1.5 Change the language of the web site

7TGDMRHMRHMS3@\WHIKDASGDRDR@RODBMEXEKG MFTEOREBROK@KMOEDDMTRCH @ K& MRC
O@FDICEHBKKNMGBTRSNLIIONNQINMGRAOMFTRGEDRQINRE@LHKNHA@®E B TR SN IED@BGNNRD
SGD K@MFT@FD EQNL @MX NE SGD @QU@HK@AKD K@MFT@FDR

4N RODBHEX SGD HMSDQE@BD K@MFT@FD
,@TMBG @ VDA AQNVRDQ @MC DMSDQ SGDLb6dgn OE BED @ RXOPMIADQR 4G D
#GNNRDK@MFT@@NBEGDanguage ONO TO LDEGEMHMSDQEB@HBDBG @ M@MB BN Q C HAGHX X
RDKDBIS® ® FT@HROR SN QDHCSXANTQDAAQNVRBANIJHOGIMDWHLBEGBTRSNLWHRBSR
RXRSDL SGD K@QMFT@FD NE SGD HMSDQE@BD HR @TSNL@SHB@KKX RDS A@RD

Objectif Lune Inc. © 2010
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The Login page.

)S HR @KRN ONRRHAKD SN BG@MFD SGD K@ Msefi@dorber NE SGD VDA RHSD HM SGD

Objectif Lune Inc. © 2010 15 PRINTSHOP MAIL El N



2.2 Company Tasks

#NLO @ NP K@S@ B @RPX O H BAKEKKN QAXOQNCTBSE NN FEMENLO @ M& M @ F DAGRIERG @ 0SD Q
CDRBQHADR BNLLNM S@RJR HM SGD #NLO@MX RDBSHNM NE 0QHMS3GNO -@HK 7DA
2.2.1 Add companies

4N @CC @ MDV BNLO@MX HM 0QHMS3GNO -@HK 7DA

#KH®oinpanies HM SMeiu A @ Q <£Gnipanies overview O@FD HR RGNVM
#KHAd 4GD ENKKNVHMF CH@KNF@OOD@QR

Enter company name to create a new company

% M S D QC@pany name

#KHB8ale SNBQD @GBS DMBNLO@MXTG@UDNVO CCIBNLO @ WX HBIG® CCTEH Q D BSKED
Companies overview

Notes:

] .DVKX BQD@SDC BNLO@ M HiB#Ile@ Q@D M-CMIHTSRS@KBIX NMBD TRDQ @BBNTMSR @MC O°
SXODR @QD @CCDC 5RDQR ADKNMFHMF SN @ CHR@AKDC BNLO@MX WK MNS
A@Q ! BNLO@MX B@M AD DM@AKDC UH@ SGD RTLL@QX @AC NQ OQNODQSHDR

ICLHMHRSQ@SNQR OQNCTBSHNM -@M@FDQR @MC $DRHFMDQR B@M SDRS SGD
UH@ Se®Document RDBSHNM

] 'TANTS #NLO@MX 4XOD

e 4G Dompany Type B@MDRDS Fsblic SN DM@AKD " # "TRHMDRR SN #TRSNLDQ RN
HD MNM KNFFDC HM TRDQRDSZQDB®AK® X R DM@AKDC O@AMKHB@SHNM S
CNBTLDMSR VKEERAMF HM SN OQHMS3GNO -@HK 7DA @MC @CC HSDLR SN
NE @ OTAKHB BNIMD@MY YGKKDRR G@UD SN BQD@SD @M @ BBNEGISBHNTISQ C

e #NLO@MHDR Rima@XB@®M NMKX AD @BBDRRON 6@ URDAIFOM DHSGDQ BQD@ ST
BNLO@MX NQ @ RR HFOHRC HN BHNSY' O D'FIIRHAMP® RR SN "TRHAMR@ BSHNMR
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2.2.2 Modify properties

IESIBRD@ HWNDRBNLO@NX DO @ QSHBWSNRRHAKNCHEXBNLO @NIECDO @ Q S ODMM® D QBN DR
LNCHEX SGD BNLO@MX OQNODQSHDR

#KH®oipanies HM SMeiu A@ Q <£LGnipanies overview O@FD HR RGNVM
3DKDEBBNLO @ HANEGDNUDQUARBKHBINMHNBEBNLO @M ® L DI G @ompanies Summary O @ FD
HRRGNVEMEMSGDHFG® MCHCAOALDMTHRE HROK @XGIHRHAID MT@ KKN\MARM @ FD L N EBS5 D
ENKKNVHMF HSDLR NE SGD BTQQDMSKX RDKDBSDC BNLO@MX
e OQNODQSHDR
ICCQDRRDR
5RDQR
OTAKHB@SHNM 4XODR
7DA $DRHFM
$DO@QSLDMSR
e OQHBHMF @MC /QCDQHMF
/M SGOompany Summary O @ F®RPGB @ RBIBLO @ MME N Q L @ 8HNRWD K @ XeD3®Properties RDBSHNM

ANLNCHEX B MEN QL @346 ¢Gl Bfoperties R DB S HNMS8 G BEdit link N OB K HMBapertes HM GRHCD
LDMT

#KHBt 4GD ENKKNVHMF RBQDDM @OOD@QR

® ® ® d® @

Change the company properties in this screen

%MSDQ @CCHSHNM@K HMENQL@SHNM ENQ SGD BNLO@MX
e Company Code: 4GHR U@KTD HR @ TMHPTD BNCD VGHBG B@M AD TRDC SN KH!
NQCDQHMF RXRSDL

e URL: 4GD BTRSNLDQR BNLO@MX 52, B@M AD DMSDQDC GDQD

e Contact Person: 7GDM TRDQR G@QUD ADDM @CCDC SN SGD BNLO@MX @ BNLOCG
RGNTKC AD RDKD ESact gélonS GWTKK CNVM LDMT

#KH&We SN RSNQD SGD BG@MFDR 4GD BNLO@MX OQNODQSHDR O@FD HR RGNV
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Note: 4GHNLO@MXOBMRS@S@KHADNMCHB@GSPDEEIDEBNLO @@ ®ARDD MWD EHNIIROQ HU GENI
NQ OTAKHB ENQ " #

2.2.3 Add or modify address
4N @CC SGD BNLO@MX @CCQDRR HM 0QHMS3GNO -@HK 7DA

#KH®apanies HM SMefiu A@ Q <£anipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDV AX BKHBCbhpary Sutnbag/N LO @ MX HVR@ L D
RGNVM /M SGD BNLO@MX RTLL@QX O@FD SGD A@RHB BNLO @ @otmpahWyENQL @ SHN
Address HR OK@BDC HM @ BNKK@ORHAKD HMENQL@SHNM VHMCNYV

AN L@ JD Ad@rBss information UHRHAKD BKHBJ SGD SDWS 4GD @QCCQDRR HMENQL@ S
BKHBJH NEdit 81k DN Q B KHdBe3ses HM SGD RHCD LDMT

#KHBlt 4GD ENKKNVHMF RBQDDM @OOD@QR

Enter or modify the company address information in this screen

4 G Bhipping and Biling address HMENQL @RHRNDM TQHMMGED Q CD QOIQYINB AR\RB @ MDTRD @ R
CDE@TKS U@KTD ENQ H MewT®canhebtK R BIMHSIGID % MSDQ SGD QDPTHQDC HMENQL
e Country: 3DKDBS @ BNTMSQX HM SGD OTKK CNVM LDNdrie MR GDEK@®@BBEBCSGD U
e Address Fields: %MSDQ SGD @CCQDRR HMENQL@SHNM HM SGHR EHDKCR -@W
NQ O@RSDC HM SGHR EHDKCR
e Zipcode: 4GBipcode HR QDK@SDC SN SGD RDKDBSDC BNTMSQX )M RNLD B@RI
@CCDC SN BGDBJ SGD bMSDQDC YHO BNCD
e State: 4GBtate HR @ KRN QDK@SDC SN SGD RDKDBSDC BNTMSQX 7GDM RDKDE
CNVM LDMT HR RGNVM OQDRDMSHMF SGD RS@SDR NE SGD 53 NQ #@M@ C(
@KK NSGDQ B@RDR @M DMSQX EHDKC HR UHRHAKD

#KH®Je SN RSNQD SGD BG@MFDR
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2.2.4 Add departments
4N @CC @ CDO@QSLDMS SN @ BNLO@MX

#KH®oipanies HM SMeiu A@ Q <£LGnipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDY AX BKHBJHMF NM SGD BNLO@MX M@
# K HBepartments HM SGD RHCD L Dddartmen® Dverview O@FD HR RGNVM

#KHAd 4GAddDepartment CH@KNF @OOD@QR

% M S D QDé&p&tment name

#KHBave SNRSN@DBG@MFDONRTGC@UWMNV@ CCDAZCDO @ Q SLDBIEB-ER® C C B0 Q D BBNK & D
B N L O @ MDé¢paRments overview

Note: 'ESB@RD@ GHMRCDO @ Q S HBINN R R HEAKIWC H BE B Department  Propertes @ M@ CSGD
Department Address HMENQL @®HHNGIT DO @ Q SL EMCSC R MRERFHG B G D B J A N BWNI(Re
company address @ QDM@ AKRXCDE@ SKGCIR XRSOIATSNL@ SI5HEQ@ BRRHO OB MBEHKKHMF
@CCQDERDRGBNLO @NBESGHRSHINMNQODPTH QBO @GBKMHBNM GBGDBJASNNE KKNYV
CHEEDQDMS RGHOOHMF @MC AHKKHMF @CCQDRRDR SN AD DMSDQDC

2.2.5 Add users
4N BQD@SD @ MDV TRDQ @BBNTMS ENQ @ BNLO@ MX

#KH®apanies HM SMefiu A@ Q <£Lanipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDYVY AX BKHBJHMF NM SGD BNLO@MX M@
3DKDRB8S8s HM SGD RHCD LDMT

#KHAd 4GD ENKKNVHMF CH@KNF @OOD@QR

Enter basic information about the user

%MSDQ SGD QDPTHQDC HMENQL@SHNM

e User Name and Password: AGDREHD KOEHMIB MENQL @PHPNMONKCIFNSWWSGRXRSDL
@MC MDDC SN AD DMBdgiQ ODG@HE SGD

e Role: 4GD RDKDBSDC QNKD CDEHMDR SGD OQHUHKDFDR @MC @BBDRR KDUD

e Department: 3DKD®SDO@QSENMM=SHBG DRDADKNMARBR U@ HK @SMIRDN R R HSAN®IR RH F M
TRDGRLNQGGAWEZTDO@ QSLAOAGNKCISBR GHESX@ MBKHBJEMIECDO @QSLPWM SR
VGHBG SGD TRDQR ADKNMFR

e Login: 3DS SGHR NE@®HAMMSHIN@KKNYV SGD TRDQ KNFNM SN SGD RXRSDL

e First, Last, Gender, Job Title and E-mail address: 4GDJ@KTNDEHS G D FEH D KaC@QRDR D & M6 G D
NQCD QOIQINB IGRMB @ WDTRD @ FCDE @ U @K TEONRDR DM O E 8 D KHIOKRG Bew Document
RDBSHNM

#KH®&Ve INTGC@UDNVACCIIRDYGHBIGR CCIE QD BSKXBN L O @ MUsé&r Peerview 7GDM
LNQD TRDQR MDDC SN ABd@@E@EHBKHBJ
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Important: 7TGDMRDGRO UVADD@ RRHFMMNOCOO@QSLMEH R @ QSBHNMS @ B RRGINTKT
R DK D B BIXCEIB ¥MDepartments HMGBRHOMDMTRDKDBGEDO @ QSEMWSEGNUDQUHBIKWHBJ
Propertes HMGRHGQDMT@ MEBK HBiJ 4 G HVRH KIO D MGDepartment Propertes O@FBGD QD

SGBNQQBBYS @BRRBR@MDRDKDBEQRN@OTKK CNVM L#HEKMHBave SNRSNG@DB D
BG@MFDR

2.2.6 Modify user info
4N LNCHEX SGD TRDQ HMENQL@SHNM

#KH®opanies HM St A@ Q <£6nipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDYVY AX BKHBJHMF NM SGD BNLO@MX M@
#KHBsérs HM SGD RHCD LDMT

3DKDBS @ TRDQ EQNL SGD NUDQUHDV AX BKHBJHMF SGD TRDQ M@LD

#KHB 4GHEditAccount O@FD @OOD@QR

Change the user information

%MSDQ SGD QDPTHQDC TRDQ HMENQL@SHNM
e Person Code: 4GHR@KHB@TMHPBNCBGHBI@ MDTRDSNKHMN@M@ CLHMHRSKQ@ SH I
NQCDQHMF RXRSDL
e Language: A4GIRDKDBKOMFT@BPHMOM@MFT ®XKDENSGD L@ HRRR @ FROIRMAEX
0OQHMS3@NDA AGIK@MFTE@EBOBUDARHSIRDEHMBEG R @ M F T @FIOD BB Glbgin

O@FD
e Login: 3DS SGHR NEG®HAMMSHIN@KKNV SGD TRDQ KNFNM SN SGD RXRSDL
e Additional Information: 4GDJ@KTDERGDEB DKEORDRDE M G N Q C D QMQINFB IORNRE @ KD

TRDC @R CDE@TKS U@KTDR ENQ TNRD QodumedtT REBBKAER HM SGD
#KH&&Je SN RSNQD SGD BG@MFDR
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2.2.7 Assign users to a department
4N @RRHFM @ TRDQ @BBNTMS SN @ CDO@QSLDMS

#KH®oipanies HM SMeiu A@ Q <£LGnipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDV AX BKHBJHMF HSR M@LD

# K HBepartments HM SGD RHCD LDMT @MC RDKDBS @ CDO@QSLDMS EQNL SGD NUD
#KHBsérs HM SGD RHCD LDMT 'M NUDQUHDY RGNVR SGD TRDQ @BBNTMSR HM SC

With the assign button users can be assigned to a department

#KHMAs3ign 4GD ENKKNVHMF CH@KNF @OOD@QR

Users can be assigned to a department

3DKDBS @ TRDQUEaRsMhedSE KKIHRS @ MAGSBK MBI CNTAKD BKHBJ @ M@LD SN @RRHFM
4 G Dnassigned Users @ QPGNRRD @GR @GSQMNOS @ QEGODO@ QS IMIAVMERD RRENVHINEGBHR S
CDODMUSGDNKIEGBTQQDKHSRKEKNGTRDQ QNICDEHMORBEANKSDEBGDR D@ @ R R FMD M
BQD@SHMF MDV @BBNTMSR 4GD KHRS RGNVR SGNRD TRDQR NE VGHBG SGD Q

#KHBale SNRSNGDBBG @M FDHRD@ RR HFMICQ RH KU HR HA® DS G Dsers overview N ES G D
CDO@QSLDMS

5RDQ @BBNTMSR B@M AD @CCDC CHQDBSKX SN @ CDO@QSLDMS 4N BQD@SD @ MI

#KH®anpanies HM SMefiu A@ Q <£anipanies NUDQUHDY O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDV AX BKHBJHMF HSR M@LD

# K HBepartments HM SGD RHCD LDMT @MC RDKDBS @ CDO@QSLDMS EQNL SGD NUD
#KHWBsérs HM SGD RHCD LDMT 'M NUDQUHDV HR RGNVM VHSG SGD TRDQ @BBNTN

#KHB @MEHKM GRDPTHOPMOMERDDCCTRD @RMONCHHERDIQMEBRD QREN@ Q@ CCDC
CHQDBSKX SN @ CDO@QSLDMS B@M AD QD @RRHFMDC SN NSGDQ CDO@QSLDN
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2.2.8 Assign a publication type to a department

$NBTLDMGRAKHRAGI@MSEDRHFM@DQ@ TSNL @ S ERRKIKEFNIEBNLO @ @RV GNKIMNQCBR 2 RRHFM
SGDRD CNBTLDMSR SN @ CDO@QSLDMS

#KH®oipanies HM SMeiu A@ Q <£LGnipanies overview O@FD HR RGNVM

3DKDBS @ BNLO@MX EQNL SGD NUDQUHDV AX BKHBJHMF SGD BNLO@MX M@LD
# K HBepartments HM SGD RHCD LDMT @MC RDKDBS @ CDO@QSLDMS

# K HBublicatontypes HM SGD RHCD LDMT

#KHMA3ign 4GD ENKKNVHMF CH@KNF @OOD@QR

In this dialog publication types can be assigned to a department

SDKDB®O TAKHB @ XBBM G Dnassigned VHMCNWVMBKH8GARAssign ATSSSM-NUDSGIRDKDBSDC
OTAKHB @ %ERNA GAssigned VHMCNM TAKKHBJISHOBD KD B8 @C UV H KGKKKENR RHNKFWM @ RRHFM
SGD RDKDBSDC OTAKHB@SHNM SXOD

#KH®Je SN RSNQD SGD BG@MFDR @°hblcafiod Sypesdvedvieéns G D
4N @RRHFM @ OTAKHB@SHNM SXOD ®Pdbli@tidhDyped ROLBIMEBENVMH@ SGD
# K HBublication Types HM SMemu A@ Q #ablcation Types overview O@FD HR RGNVM

3DKDBSTAKHB®$BBOWNEGNUDQUAKXKBKHBIHAMITAKHB @ $6GNW®& L 21 G Bublication Types
Summary O@FD @OOD@QR

On the Publication Types Summary page publication types can be assigned to a department
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#KHAs3ign @ MRD KDA@CD O @ Q S HMMEHnassigned VHMC MM EBK HBAGAssign ATSSSEMNUDBGD
RDKDBSDO@QSISIN®S Bssigned VHMCN¥NTAKEKHBJISIGIIRDKD BB @A ¥ H K&KK RANR R HNFQ/
TM@RRHFM SGD RDKDBSDC CDO@QSLDMS

#KH®be SN RSNQD SGD BG@MFDR @ MSun®rdryQ Sar QM NSEN SSGED RDKDBSDC OTAKHB@
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2.2.9 Change web design settings

OQHMS3@NHADAB @ MR HEEDRIBMENR@BENLO @ MMXKKNVHNVBTRSNLBQRRDB GBRXRS BIM
SCGDNWOMGNTRROS XKQARSXBRO @ENRD®$BGCPRDERPT RS XICRD NS G @ SILO @ BI@ & B B DIRGD
OQHMS3G@NHADAVDARHIMH@ODQRNM@RHYGEB/G KK UNIGDRIIHKMG D/D ACDRHRMS S HWVHBR
BNLO@BXMSQGEBRIHMKNARKXRDSSHEMREGIDDQRNM@3IRHYOZQH REAEGBNLO @ MXN Q
DW@LOKD GSSO VVV XNTQOQHMSRGNOVDA BNL XNTQBKHDMSRBNLO@MXM@LD

4N BG@MFD SGD VDA CDRHFM RDSSHMFR NE @ BNLO@ MX

#KH®oipanies HM SMeiu A@ Q <£L@nipanies overview O@FD HR RGNVM
3DKDBS @ BNLO@MX EQNL SGD NUDQUHDYV
#KHWBeb Design HM SGD RHCD LDMT

#KHBt 4GD ENKKNVHMF RBQDDM @OOD@QR

Upload a company logo and change the colors in this window

4G WebDesign O@FD BNMS@HMR SGD ENKKNVHMF EHDKCR

e Skini 4GH&NO TIDMTKD SN TRDKDBINESGI@® U @ H KR A KIEBN Q N Q IH M E N Q L GESANNING
BQD@SHMF RIJIHMR QDEDQ SN SGD 3JHMMHMF 'THCD

e Design Name: 4G MDesign Name CDEHMGB2, RTEESNWNMUNSBDRDKDBRDIEC@ MED A
CDRHFM RDSSHMFR

e Font Family: 4GIENMS E @LHKXDHI®E Q H N Q KKSHEDNMES L HK@ L D&MEB FDMD @NBI S

E@LHW®LDRGDAQN YV RDKKIR DS G [EHQUR@E K HIX) D BN FM IR Q @@ BG@ K VB S @
BNLL@ @MC @KV@XR NEEDQ @ FDMDQHB E@LHKX M@LD @R SGD K@RS @

e Colors: 4GDRD BNKNQ OHBJDQR @QD TRDC SN RDKDBS BNKNQR ENQ U@QHN™

e Header Image: 5RD5GHBrowse ATSSSMDKDBM L@ HAHKDXNTINBI@XB G HMDN FHE
)M SOdpault RIHM SGHR HL@FD HR TRDC HMMe@DA@Q@D @ @ANUD SGD

#KH®&Je SN RSNQD SGD BG@MFDR @MC SN TOKN@C SGD BNLO@MX KNFN HE @CcC

4NRestore SGECDE@U®BMS3-GNHKDARIHBKHB8GDefaults ATSSNMV@ QMM KIMEGNV MESD Q
BKHBDHKMFEED CDE@TKS 0OQHMS3GNO -@HK 7DA SREHSNHRSQ DB SHNKD 6 GHKMBO R

Note: )ESGRDKDBRDHEINDRNSES@JDTRINESGBTRSNAEANMS2LHEBEXKN@RGD @ CHIQ@ FD
BG@MBSDIRG D EB D KE R UMDND E E DBGEBJIJHMMHMNE D W O K @ NMIR JHBM@ MDL @ CD
CDODMCDMS NM SGDRD O@Q@LDSDQR
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Note: 9NT LHFGS MDDC SN QDEQDRG SGD B@BGD NE XNTQ AQNVRDQ HM NQCDQ SN

2.2.10 Modify Pricing and Ordering parameters

)MS G Pricing and Ordering RDBSHWNE@BNLO@MRCDO @ QS LADOMBY@ I NEB@M DR DK D B SO
B@KBTK @ERHGNND OI@IEBR®R MDDM @ AKDNM@O @ XLDMNSC TKED@ WMDRDKDBSHE @ C CH SSH\N @ HHRS
CDEHISDBDR GHO O}@ B N E WKRRIAMG NQCMAQJHYFE. TKSHORN E HIK@DERU @ H K@ MKMWDT RD Q
B@M RDKDBS SGD OQDEDQQDC LDSGNC 4GD B@KBTK@SHNM NE RGHOOHMF Q@SDF

] 4G@CLHMHRKG® SBI@D @VI/ON Q TKSHR & B O OH@ S N E H KDFBhipping Rates O @ FNDES G D
Settings RDBSHNM &NQ LNQD HMENQL@SHNM RDD SGD 3DSSHMFR RDBSHNM

] 4G Dalculate Shipping Charges NOSHNM NE SGD BNLO@MX RGNTKC AD DM@AKDC CDRB

] OQHBHMF RGNTKC AD DM@AKDC ENQ SGD BNLO@MX R OTAKHB@SHNM SXODR @

4N RDS SGD OQHBHMF @MC NQCDQHMF RDSSHMFR ENQ @ BNLO@MX

#KH®opanies HM Sveu A@ Q <£enipanies overview O@FD HR RGNVM
# K HB®iding and Ordering HM SGD RHCD LMWibhg ar8l @if@ering Settings O@FD @OOD@QR
#KHB. 4GD ENKKNVHMF RBQDDM @OOD@QR

Edit the pricing and ordering settings and manage the company shipping rate profiles and payment modules in
this window.

4GHR O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNMR @MC KDSR XNT RDS SGD
e Tax: $DEHMD RaSRafe Profle SG@S @OOKHDR SN SGHR BNLO@MX NQ CDO@QSL!
e Shipping Rates: 4GHR RDBSHNM CDEHMDR SGD ENKKNVHMF RGHOOHMF BG@QF
e Calculate  Shipping Charges: # G D BS G Dalculate Shipping Charges BGDBJANNUM @ AKD
SGB@KBTKIRMERENID OH@FONRBRGCHBRLO@MXIDO@QSLBDESRM @ ARBROSHNMR
ADKNV
e Use System Defaults: JERDKDBSBDMXRSDIDE @ QSS @R DRDEIMSGINQCDQHMF
VNQJEKNVY )E SGHR NO SHNShipdiig RaiePRHSD @ QB @ HR DM@AKDC
e Shipping Rate Profiles: AGIRGHOOH@PMNEARBRL® U @ H K@ AHKE0S5 Ose System
Defaut BGDBJANRMBGDBMINRDKONBMIN Q TKSHBKM S H F DNQINRE AT R DRRG HEEKSH B J
.NM BNMSHFTNTR HSDLR B@M AD RDKDBSDC VHSG @KS BKHBJ
7TGDMLTKSHRIGIHOOR@BIQNEHKQB RRHFMIECBTRSNLBRD AKDNRD KDBGD
OQDEDQQDC RGHOOHMF LDSGNC HM SGD NQCDQHMF VNQJEKNYV
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SGHOOBG® QB@NDCDEHMNGBNLO@@XMEBQELDO@QSLBEMBR®QD@M@FDC

HMCDODMCHGIB RN EKHHKMERACDO @ QS BEMWEBNLOKD EHEEDRQNSGBHREQ

SGD BNLO@MX D F VGDM KNB@SDC HM @ CHEEDQDMS BNTMSQX NQ Q
e Payment Modules: 4GHR RDBSHNM BNMSQNKR SGD RDSSHMFR TRDC ENQ SGD C

e Use System Defaults: JERDKDBSOMRXRSIHIDE@INSTKIRIRDQESGHROSHRNR
CDRDKDBSM@usG®QD@ ADBNLDR @QU@HK@AKD

e Modules 4GD LNCTKDR ADBNLD @ U @ His@bhdteh De@itM S8GDBJANW HR
TMBGDBJDC 4N RDKDBS NMD NQ LTKSHOKD BNMSHFTNTR LNCTKDR TR
HSDLR B@M AD RDKDBSDC VHSG @KS BKHBJ

7TGDMTKSHOKOTK@BRO®@ RRHFEMBBTRSNLUDRR AKDRDKDSBSD QDEDQ@XA DMS
LDSGNC HM SGD NQCDQHMF VNQJEKNYV
-NCTKDR@ MD CDEHMIDNO GDBNLO @ MXMBQCDO @ QSLDAGIR @ QD @M@FDC
HMCDODMCBRAOKNCTKOHRE@CDO@QSIIEDAMMDCHEED@DMNSGIKHESIQ@GD
BNLO@MX D F VGDM KNB@SDC HM @ CHEEDQDMS BNTMSQX NQ QDFH!
#KH®Je SN RSNQD SGD BG@MFDR

2.2.11 Delete company

/M S G@ompanies overview O @ FHDE R NRRHARDKDBENLO @MEDMIBNLO @QNKDKD SIBBGNLO @ M X
@MEGBHMIODCO@QSLMNOPEM QRAKHB@XBNRMBNKKDB #HMNNDRNUEQNEGRXRSDIMSGD

COSOQARKRIRSD LI RHKMOL@ QIJID@RCDKDSDPEDMODQENQISHENDFDKDBRLO @ MBEQ RBONRMS G D
Maintenance O @ FHDNG G $ettings

RDBSISEBNLO@ @X @ KK MJIDED MHKRIOCDKD EMNEGD @S @A@RD
@MC SGD EHKD RXRSDL

4N CDKDSD @ BNLO @ Notdarges avedvie® O @ FD

#KH®opanies HM Svemu A@ Q <£enipaniesoverview O@FD HR RGNVM
3DKDBS SGD BGDBJANW MDWS SN SGD BNLO@MX M@LD

The Companies overview page

#KHBelete &HQRS QECGKORMBEBBIV@QMHMF CH@KNF SGD BNLO@MX HR QDLNUDC

Objectif Lune Inc. © 2010

26 PRINTSHOP MAIL PN
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4GHRG @O0 SD&BQIBARIP K @SIMTAKHB @S8R CNBLDMSROHB @GR MBME R@VODQENQLDC
AXSGODRHFMDQ® Q GNSS®@DQNCTBE® NN FPM@EGHDRHF MIHL ® MCQ HM S 3@NBR D' HC D
ENQDS@HKDENQL @M MM S 3-GONMED K @S@R® BRVIGNVSNO TAK HBRIGY HM S 3-GANMIKN B TL D BIIS
0QHMS3GNO -@HK 7DA

2.3.1 Add publication types

4GDQD @QD SVN V@XR SN BQD@SD OTAKHB@SHNM SXODR
]

5RHMF SGD 0QHMS3GNO -@HK 7DA VDARHSD
]

5RHMF SGD 0OQHMS3GNO -@HK @OOKHB@SHNM

&NQNQMMENQL MENMSNBQD @STAKHB @ KB ER @QHM S 3-GANHIEK D @RIDEBRSGMD3- 5RDQ
‘'THCD

Create a publication type in PrintShop Mail Web

4N BQD@SD @ MDV OTAKHB@SHNM SXOD HM OQHMS3GNO -@HK 7DA

# K HRBublication Types

HM SMemu A@Q #dblication Types overview
# K HAd

O@FD HR RGNVM
4GD ENKKNVHMF CH@KNF @OOD@QR

Give the publication typeOs folder a name

#NLOKDSD SGD ENKKNVHMF EHDKCR

e Publication Type: %MSDQ SGD M@LD ENQ SGD MDV OTAKHB@SHNM SXOD
e Status:

AGIRDKDBRP@ ESTREHMBEBRI CRD @R MH DYG HER K GDMRGMew Document RDBSHNM
@VRS @BXED @ MHDMENBTLD MERRDNGISGBNMS @ BNMDCK @8ORHB @KKKMHRS@PESNQ!
CDRHF MIAGONRH DY G D FOOF A KH B @SSXHNINRSS G Bew Document RDBSHENMKNVSHGVDASNSDR S

SGDQDUHDPNINAFDMDQ@ $HR® ARKRDIKC BAID@ Q JD/AH S@Q D @ @ BJF Q NHN8 G Rew
Document RDBSHNM @MC G@UD @ RSNO RXLANK MDWS SN SGDHQ M@LD
e Company Name: 3DKD®BNLO@MMGHR KK CNVM BEN#MRR VWD TAKHB @ 3EENWK CD Q
SN SG@S BNLO@MX ! OTAKHB@SHNM SXOD ENKCDQ HR @KV@XR @RRHFML
#KH®Je SN @CC SGD ENKCDQ
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Create a publication type in the Companies section
AN BQD@SD @ OTAKHB @ SHN Mogpaddes BRROKBCIHN MM S GD

#KH®oinpanies HM SMeiu A @ Q <£Gnipanies overview O@FD HR RGNVM
3DKDBS @ BNLO@MX AX BKHBJHMF HSR M@LD

# K HRublication Types HM SGD RHCD LDMT

#KHAd SN CHR O KA@X CSHG@K N F

2.3.2 Modify the publication type properties

IESD@DTAKHB ® $EBNK G-ORQ D @ SBENKCDQR O D BBRIBG @ MR®PNM@ CCH S HIVME® & L @ ®HN M
AD @CCDC 4N LNCHEX SGD OTAKHB@SHNM SXOD OQNODQSHDR

# K HBublication Types HM SMemu A @ Q #ablcation Types overview O@FD HR RGNVM
SDKD@O TAKHB@XBORQMNEGDNUDQUHARKKHBINMWEFGD TAKHB @ X8R @ L D4 G Publication
Type Summary O @ FDRGNVE@MEMSGQHFG® MCHCALDMTHRHRO K @GIHERH A M T@ KK NV R
LO@M@FDLDMS NE SGD ENKKNVHMF HSDLR NE SGD RDKDBSDC OTAKHB@SHNM S
B3TLL@QX
OQNODQSHDR
$NBTLDMSR
3DSSHMFR

e 6NKTLD $HRBNTMS 4@AKD
/M S GRublication Type Summary O @ FEGDNR® DKD U@MMAEHB @ %GENMWE N Q L @ 8&HHNRD K @ XD C
L N C H E X P8lfidation Type Properties BKHBJEGGHX NQ BWHpeltes HM SGD RHCD LDMT
#KHBt 4GD ENKKNVHMF RBQDDM @OOD@QR

® ® ® O

Change the publication type properties and add a custom thumbnail on the properties page

)S HR ONRRHAKD SN BNLOKDSD SGD ENKKNVHMF EHDKCR

e Product Code: 4GHR U@KTD HR @ TMHPTD BNCD VGHBG B@M AD TRDC SN KHM
NQCDQHMF RXRSDL

e Description: ! SDWS CDRBQHAHMF SGD OTAKHB@SHNM SXOD ENKCDQ @MC NQ
e Company Name 3DKDBS SGD BNLO@MX SN AD @RRNBH@SDC VHSG SGD OTAK

e Use Custom Thumbnail: #GDBJ ®s&Bustom thumbnail BGDBJANW SN CHROK@X @ BTRS
HBNM NQ HL@FD ENQ SGD OTAKHB@SHNM SXOD

e Browse: #KHBdwse SN KNB@SD SGD HL@FD EHKD SN AD TRDC @R SGD SGTLAN
CQHUD

#KH®We SN RSNQD SGD B GRublidaiioR TypeHpoperties O@FD HR RGNVM
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2.3.3 Delete a publication type folder

J)SHRONRRHANCID KD$MMN QL TKSHOKBKHB @ 2 BRNMK C DN®KG Bublication Types overview O @FBN
CDKDSD @ OTAKHB@SHNM SXOD ENKCDQ

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM
3DKDBS SGD BGDBJANW MDWS SN SGD OTAKHB@SHNM SXOD M@LD

#KHBdete &HQBESBIQHBKI HMGIV @ QMM KSGHD TAKHB @SBOPMRRDLNUEQNBGD
NUDQUHDYV

Note: ! OTAKHB®@SBBE& MMKADCDK D S/O5D 8 G D @IRMNNQCDTRHMMMDNEGBNMS@HMHMF
CNBTLDMSR

2.3.4 Adding documents to a publication type

| OTAKHB@SHNM SXOD ENKCDQ B@M BNMS@HM U@QHNTR CNBTLDMS SXODR 4GDQ!|

$@S@A@RD EHKD TOKN@C CNBTLDMSR
SRDQ HMOTS EHKD CNBTLDMSR

3S@SHB CNBTLDMSR 0$& @MC 0OQHMS3GNO -@HK CNBTLDMSR VHSGNTS U@ QHC
&HKD 50KN@C CNBTLDMSR INA RTALHRRHNM

[ S i —

Adding a file upload document

4 G bile Upload NOSHKNNIVBSFE D MCT RDTO KN @CNBTLDE@NEGEBENBE®R TCOQHEMQHM S 3-@N\HAD A
AGHRESDDED@BEQP®/MD /EE *NGRMTALHRRHNNMIDOD SHSAIRAE IEHKOKN@NB T L D MaS@RD
@RRHFNDCAKHB®X%EBIRREHIMHMS3-GNHEBEMES @ DERCNBTLD MBMR@ Q@DBNFM KA X@Fte

upload icon HMGDTAKHB@SGRRVCNBTLD NI QUHDONVITAKHB @ $EM@&BNMS @HM HOBKIDO K@ SD
CNBTLDMSR NE CHEEDQDMS SXODR

4GD@ACLHMHREQABBNROMDSTTIOKSHEKED KN @KEBTLD MBSV G Bublication Type RDBSHAMNAMD
CNBTLDM®L@MCDRBQHB@BMIMRDENCHRSHMENBRGDMSO [ERMEG DBIQNCTBEBISIIND F
BNKNQCDENKCHMEFGNE&MEHMHRMKGOSHNKWMEBDR@ CLHMHREQRSNBOERNMEHPOTI@Q@ LDEMQR
SGD @BST@K EHKD TOKN@C 4GDRD O@Q@LDSDQR HMBKTCD SGD L@WHLTL EHKD |

4XOHB@KKX SGD EHKD TOKN@C CNBTLDMSR VHKK AD PTNSD NQCDQR ATS MNQL@K
4N @CC @ EHKD TOKN@C CNBTLDMS SN @ OTAKHB@SHNM SXOD ENKCDQ

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF SGD OTAK
#KHBoguments HM SGD RHCD LDMT
# K HAdd

3DKDBSSGDocument Type OTKK CNVM IS5l Upload CNBTLDBSODRGDENKKNRBWMD DM
@OOD@QR

Objectif Lune Inc. © 2010

29 PRINTSHOP MAIL PN



How to - Publication Type and Document Tasks

The document add dialog to define file upload documents templates

/IM SGHR O@FD SGD ENKKNVHMF EHDKCR @QD ENTMC

e Document Type: )M SOGdgumentType HS HR ONRRHAKD SN RDKDBS SGD CNBTLDMS
CNVM LD Nsfatic PDF N @ile upload

e Document Name: %MSDNam@ ENQ SGD CNBTLDMS 4GD M@LD ENQ SGD CNBTLDM
TMHPTD 4N BQD@SD @ LTKSHKHMFT@K CNBTLDMS M@LD @ CNBTLDMS MG
K@MFT@FD NE SGD 0OQHMS3GNO -@HK 7DA TRDQ HMSDQE@BD @CC @ CNE
HMSDQM@K 0OQHMS3GNO -@HK 7DA K@MFT@FD RSQHMF ENQL@S , @MFT@F
BG@Q@BSDQ ENKKNVDC AX SGD CNBTLDMS M@LD HM VGHBG SGD VNQCR
@QD B@OHS@KHYDC VHSGHM SGD BNLONTMC 4GD RSQHMF RGNTKC DMC V
SDQUHBD-@MT@ K BTARDPTDMSKX XNT RGNTKC @CC SGHR RSQHMF SN S
Languages RDBSHNM S¢HngGRDBSHNM

e Status: 4GD RDKDBSDC RS@STR CDEHMDR HE DMC TRDQNRewWIMMMEBN® D SGD CNE
RDBSHNM @MC RS@QS BQD@SHMF MDV CNBTLDMSR A@RDC NM HS 4XOHBZ(
UHDV SGDRD CNBTLDMSR @KKNVHMF SGDL SN SDRS SGD OQDUHDV @MC IN
@QD L@QJDC VHSG @ QDC A ®déavIdoQunmany CRIDB SSHINNOM @ MC G@UD @ RSNO RXL
SGDHQ M@LD

e Product Code: 4GHR U@KTD HR @ TMHPTD BNCD VGHBG B@M AD TRDC SN KHM
NQCDQHMF RXRSDL

e Description: %MSDQ @ CDRBQHOSHUD SDWS E Bé&ciHtod (ENHEOKO MSGHR HBDNOSH
4GD CDRBQHOSHNM EHDKC B@M AD TRDC MNV SN @CC @CCHSHNM@K HME!
EHKD TOKN@C CNBTLDMS SBELb#ka@d-SD SBD@BXBIOINHMS SN ROKHS SGD HMENQ
ADENQD SGD AQD @ JONHM e RoeuGmehvadverdew SGADMC CNBTLDMS O@FDR 4GD S
@ESDQ SGD AQD@ JONHM il Bplfa@ NO & ADMHI/GSGD NQCDQHMF OQNBDRR

#KH®Je SN @CC SGD CNBTLDMS SN SGD OTAKH B @Bo&umehis avérndelyc R E@ K0 D/ KKGAD
RGNVM

Adding a static PDF
AN @CC @ RS@SHB 0$& CNBTLDMS SN @ OTAKHB@SHNM SXOD ENKCDQ

# K HRublication Types HM SMemu A @ Q #blication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF SGD OTAK
#K HBoguments HM SGD RHCD LDMT

#KHAd 4GD ENKKNVHMF CH@KNF @OOD@QR

The document Add dialog to import PDF documents

3DKDBSStatePDF SXOD HM SGD $NBTLDMS 4XODR OTKK CNVM LDMT
/IM SGHR O@FD SGD ENKKNVHMF EHDKCR @QD ENTMC

e Document Type: )M SOdgument Type RDBSHNM HS HR ONRRHAKD SN RDKImBS SGD (
PDF N @ile upload

e Document Name: %MSDQ @ M@LD ENQ SGD CNBTLDMS
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e Status: 4GD RDKDBSDC RS@STR CDEHMDR HE DMC TRDQNevwB@ddmBdD D SGD CNE
RDBSHNM @MC RS@QS BQD@SHMF MDV CNBTLDMSR A@QRDC NM HS 4XOHBZ(
UHDV SGDRD CNBTLDMSR @KKNVHMF SGDL SN SDRS SGD OQDUHDYVY @MC IN
@QD L@QJDC VHSG @ QDC A @&vIdouhmdny CRIDPM SSHANNOM @ MC G@UD @ RSNO RXL

SGDHQ M@LD
e Product Code:
NQCDQHMF RXRSDL
e Description:
e PDF files:
High Resolution
UH@ SGD OQNODQSHDR O@FD NE SGD CNBTLDMS

%MSDQ @ M@LD ENQ SGD CNBTLDMS

4GHR U@KTD HR @ TMHPTD BNCD VGHBG B@M AD TRDC SN KHM

! SDWS CDRBQHAHMF SGD CNBTLDMS NQ @CCHSHNM@K CNBTLDWN

#KHBrdwse SNM @ UHFSHE@D$&CNBTLDMEXNTRNB@®& @O H UG HRH KOS G D
UDQRENSIGIKRBTLDMESDQV GENECEBSHNMNE@DORNKTSE@NWDTOKN@CDC

#KH8ae SN@CSGUONBTLDSNS GDTAKHDB @ %6 MMRK CH®MDocument's overview O @ F\DH IR

RGNVM

Adding a variable data document

4GDOQHMS3GCRIID® OOKHB SRR HEMD QH @AKIENBTLDM&E&RNLVHS GHYHM S3G@AIEG DR D

CNBTLDBERMDOTAKHRIGND@HMS3@NHAMDOA OKD @QRDEPBGDQHMSF@ENBRDQ@HCENQDS@HKDC

HMENQL@SHNM NM SGDRD RTAIDBSR

2.3.5 Delete documents from a publication type
4N CDKDSD CNBTLDMSR EQNL @ OTAKHB@SHNM SXOD ENKCDQ

# K HRublication Types HM SMemu A @ Q #blication Types overview O@FD HR RGNVM
3DKDBS @ OTAKHB@SHNM SXOD AX BKHBJHMF HSR M@LD
# K HBoguments HM SGD RHCD LDMT 4GD ENKKNVHMF RBQDDM @OOD@QR

The Documents overview window

3DKDBS SGD BGDBJANW HM EQNMS NE SGD CNBTLDMS R M@LD
#KHBelete SN QDLNUD SGD CNBTLDMS EQNL SGD NUDQUHDYV

Note: ! CNBTLDRI®MNSDCDK D SI5CG B0 D @IRNDQ C DHMB GOrder Manager S G @SQA@ R NG/
SGHRBTLDMSIMTLADNE QHMARDED QRMNFCRBTLDMEBHROK @MIGIBNKTLM

VHSG SGD RXLANK
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2.3.6 Edit document properties
4N LNCHEX SGD OQNODQSHDR NE @ CNBTLDMS

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM
3DKDBS @ OTAKHB@SHNM SXOD AX BKHBJHMF HSR M@LD

# K HBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS EQNL S @bDcueris@Guntimiay SG@FD HR RGNVM

#K HP®dpertes HM SGD RHCD LDMT

#KHBit 4GD ENKKNVHMF RBQDDM @OOD@QR

In the properties window from a document the documentsO properties can be modified

4GD CNBTLDMS OQNODQSHDR O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNMR

e Genera: )MSGHRMBSKNWMB@BGC@MFOM@LNEGONBTLDMEBRS@S@MEGDQNCTBS
BNCD
# G D B9 GAttach Softproof to e-mail BGDBJAANV@ JMHONRRHARDM@RNESO@YNREGD
L @ HD M\SMR S @ BTR@ M Bidered @ MApproved ISS@BREESOQRNWKAU @ HKERRIS® SHB
0$5& @MC 0OQHMS3GNO -@HK CNBTLDMSR
IM S G$oftproof O @ FRBew document) BTRSNLB®@MGNNRBBBG D BJGAttach softproof to e-
mail BGDBJAAMQGDBDBGBNESOQ@NRB L@ @SS @BGE0 @& HERG D BAIN W H KK KD
RGNVENQDLOK @\S®RQIGMRNESO @NS\SEHO BGNDBEHNMMM @ AKESGI SS GRBNESOQNNE
NOSHNM HR DM@AKDC @MC SGD RNESOQNNE HR SNN K@QFD SN RDMC SGD

e Other: )MS GHRP® B S HISIMO N R R HSA\R D K &Scustom thumbnail SNCHROBRBTXRSNKINFNBNM
NHLO@FEN®GONBTLDMEHBAwse SNKNB@GBSBL@FAHRBDTRD@ B GBGTLAMMEM K
XNTQ KNB@K G@QC CQHUD

#KH®Je SN RSNQD SGD BG@MFDR @MC TOKN@C SGD HL@FD EHKD HE @OOKHB

Note: &NQ@GDRD®NQDBDIBGID L@OQNKS@SS@BGCGEDHMSS@BGREME RMNOWBDBHGD
3-40 RDQUDQ NQ SGD TRDQ R D L@HK ANW B@O@BHSX

Objectif Lune Inc. © 2010 32 PRINTSHOP MAIL El N



How to - Publication Type and Document Tasks

2.3.7 Manage production settings

4 G Production Settings KDXRBG @ MEDE QUK TEDNQQNCTBRB DB KEHB@ L DI$SUCNB T L DKIBU D K
AGOICNBTLDOG@NCTBRBHBSNSHME®D K @SNB G$hipping date B @ KD MVHOMEE® Q C D QUHQNB DARR N CH E X
S G®ettings HM S®Duction RDBSHNM

# K HBublication Types HM SMemu A@ Q #Gblication Types overview O@FD HR RGNVM
3DKDBS @ OTAKHB@SHNM SXOD AX BKHBJHMF HSR M@LD

# K HBoguments HM SGD RHCD LDMT

3DKDBS @ 0$& CNBTLDMS EQNL SHpéumeatOSpramblY S @PFD HR RGNVM
#KH®efings HM S@Bucton RDBSHNM EQNL SGD RHCD LDMT

#KHBit 4GD ENKKNVHMF RBQDDM @OOD@QR

On the production settings page from a document the documents® production parameters can be modified

4GD CNBTLDMS OQNCTBSHNM RDSSHMFR O@FD BNMS@HMR SGD ENKKNVHMF RI
e Use System Defaults: 4G DJse system defaut BGDBJANMNMAXCDE@ MGHBBE@ TRHBBD
QDL@HMHMF NOSHNMR NE SGHR RDBSHNM SN AD CHR@AKDC )E RDKDBSD((
e Standard  Production Time: )MSGBtandard production time OTKK CNVM [SIGNMT L A DIKQE
C@XENOQNCTEBRMBTLDVMBS®MDCDEHMDEDU @KTQ® MFEP®&NL SN 4GDRS@MC@QC
OQNCTBSHNBMRRDSENB@KBTE @B B QRER R HRAGHO OCH@SDT QHMEDN Q CD QBIMNBD RR
AGIDMCRD®A@RCGNOSHNWRDKDBAHEEDQ@®HBH@B @ KD ML THEQ@ M MRNDXK OBENE G D
CO@QIDERS@MCAINTCTBSHNMGDU @ KTID(RDBH B NEDGHRROBS HENM® TSNL@ SHB @ ¥
@OOKHDC SN MDV SDLOK@SDR
e Rush Order Production Time: 4 G Bush order production time OTKK CNVM LDMT QDOQDRDM
SHLD EQ@LD SN OQNCTBD SGD CNBTLDMS LD@RTQDC HM C@XR ENQ QTRG
SN RDKDBS @ C@ S D StabdaM Priodvct®sTime @ MRIish Order Production Time JE RTBG @
C@SD HR RDKDBSDC @R SGD RGHOOHMF C@SD SGD QTRG Q@SD NE SGD C
B@KBTK@SHNM RTQBG@QFD @MC SGD NQCDQ HR L@QJDC @R @ QTRG NC
JESGCD@KHABRDSNR @LD @ K @IS G8tandard Production Time BTRSNLB@RM MNP TD@R S
QTRG NQCDQ
e Include Today In Production Time: 7GbDM BGDBJDC SGHR NOSHNM CDSDQLHMDR H
BNTMSDC @R @ OQNCTBSHNM C@X ENQ NQCDQR OK@BDC ADENQD SGD SH]
OTKK CNVM LDMT
e Orders Placed Before: 4 G Drders placed before NOSHNM CDEHMDR SGD Sridlud® RKNS ENGC
today for production NOSHNM )E @M NQCDQ HR OK@BDC ADENIfcdEs ®iayRis @ SDC S
Production Time NOSHNM HR RDKDBSDC SGD BTQQDMS C@X HR BNTMSDC @R O
N E S@ders placed before OTKK CNVM LDMT HR GNTQR
7 G DM Igthindard production time HR R O D B H E H Diglu@eMo@aysitsdpoduction time BGDBJANW HR
BGDJDC HS HR ONRRHAKD ENQ BTRSNLDQR SN NQCDQ OQHMS INAR ENQ SGD R
R O D B H®& 3 Placed before SHLD
#KH®Je SN RSNQD SGD BG@MFDR
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2.3.8 Output options

4 G DDutput Options NE@CNBTLDRBODNNGISGIENBTLDMEODIGDNTSONDSHNMER RS @ BH &
CNBTLDVWIBEEMNEGCMNTSON® SHMNE@RMQHMS3-GNHKNBTLDMS CEN KK N\RDMS HDIW @ K @G
NTSOTS NOSHNMR NE ANSG CNBTLDMS SXODR

Output options for a PrintShop Mail document
4N LNCHEX SGD COUBTtIOPtMdIs

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF HSR M@LD

#KHBoguments HM SGD RHCD LDMT
3DKDBS @ OQHMS3GNO -@HK CNBTLDMS BoQuhmkentSGmany) D Q@FDVHB GG NV M

# K HBulput Options HM SGD RHCD LDMT
#KHBII 4GD ENKKNVHMF RBQDDM @O0OD@QR

In the output options window from a PrintShop Mail document the documentsO output settings can be modified

4GD CNBTLDMS NTSOTS NOSHNMR O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNN

e General:

e Operator Instructions: %MSDQ @ MNSD NQ QDLHMCDQ ENQ SGD NODQ@SNQ
RDSSHMFR O@ODQ SXOD O@ODQ VDHFGS DSB 4GHR HMENQL@SHNM

INA HMOBderiManager RDBSHNM

e Document's Printer: 4GHR RS@SHB EHDKC RS@SDR SGD OQHMSDQ SG@S V.

TONM OTAKHRGHMF

e Output Printer: 4GD RDKDBSDC CQHUDQ CDEHMDR SReferC RE®3I KEWHS®D. EN
O @ FOrder Manager RDBSHNM $DEHMDR SGD OQHMSDQ CQHUDQ SG@S HR

RNESOQNNER

e Operator Defaults:
e Job Option File: $DEHMIGRCDE @HEBENQGIbb Options KHRSE GOreate PDF O@ FD

Order Manager RDBSHBN®GHRDI FEPGRNODQ @GBSANMTSOFSD @ FPNDI& "XCDE@TKS

SGDob Option File EHDHKBEBRD SNNone HM5GHR® RPG DN AN O SHNMRIIMR S Q\KHKDE
OQHMS3GNO 3DQUDQ HR @OOKHDC
1 Job Options EHKODDEHMIGEDBG@Q @ BSDNHREHOER TK SHMFCNB T L D M4ASG D
@CLHMHRSQ@SNQ B@M @®C@ptiGhs! CH QDB RDBSHNM

e Folder Name: 4GHNROSHGODVEHIBB R DE @Outp® folder VGDIEG DN OD Q @SN BPER
CNBTLDMSMBGOrder Manager RDBSHMNRABNnt RS @ SHUREDNODQ @GBS@RU D Q QFHED
U@KTD HiveaBe®DF O@FD &NQ LNQD HMENDE@BH &M KDM R
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e Softproof Options:

e Job Options File: 3DKDRBISb @ptions EHKD EQNL SiBiOmiehR SE@KDR CDEHMD SGD
BCG@Q@BSDQHRSHBR NE SGD QDRTKSHMF 0$& CNBTLDMS 4G8b @CLHME
Options HM SSBtihgs RDBSHNM "X CDE @ TK $Noge&s HIRMH & GRHORS BIRaHPOPtiodss D
EHKD HMRS@KKDC VHSG 0OQHMS3GNO 3DQUDQ HR @OOKHDC

e Print Permissions: 4 G Print permissions NOSHNM BNMSQNKR SGD OQHMS ODQLHF
RNESOQNNE 4GDQD @ Q INoBe; 1w ipsdlufich H N@ RHigh resolution 3 DK D BISddeM F
VHKK OQDUDMS OQHMSHMF SGD RNESOQNNE SGD OQHMS HBNM HM SG
3DKDBSH Mdw @ibton NOSHNM @KKNVR BTRSNLDQR SN OQHMS SGD RNE.
NE COH

#KH&&Je SN RSNQD SGD BG@MFDR @MC TOKN@C SGD HL@FD EHKD HE @OOKHB

Important: YE@MNM ONRS3B8QH®BERDKDBSEDEG Brinter RDBSHNRD QR® XDWODQHDMBD
QDMCDQHMF DMFHMD DQQNQR VGDM @ RNESOQNNE HR BQD@SDC

Output options for a static document (PDF)
AN LNCHEX SGD COupttlOptMrs

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF HSR M@LD
# K HBoguments HM SGD RHCD LDMT

3DKDBS @ RS@SHB CNBTLDMS 0%$& E @udunted@ BuinthQ UBI@¥D SHERDRGNV M

# KH®ulput Optons HM SGD RHCD LDMT

#KHBt 4GD ENKKNVHMF RBQDDM @OOD@QR

In the output options window from a static document the documentsO output settings can be modified

4GD CNBTLDMS NTSOTS NOSHNMR O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNN
e General:
e Operator Instructions: %QMSDQ @ MNSD NQ QDLHMCDQ ENQ SGD NODQ@SNQ
RDSSHMFR O@ODQ SXOD O@ODQ VDHFGS DSB 4GHR HMENQL@SHNM
INA HMOC8d8rManager RDBSHNM
e Printer: 4GD RDKPB®DCDEHMDR SGD RDKDBSDC O @itihMrS BK® RHSS BIMNESNGD S G
O @ FOrder Manager RDBSHNM

e Operator Defaults:
e Folder Name: 4GHR NOSHNM CDEHMoupusidder CYE@ MKSGD NODQ@SNQ BQDC
CNBTLDMSR GrierManiager RDBSHMAANt RS@STR
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Documents: 4 G Document

RDBSHKBDERN TQDOK ®BBgh Resoluion UDQRNEMGD$&@MC
N O S H N MaaCK@®L¥w Resolution UD QR HMEMGWew Low Resolution PDF preview HPM@ AISGO
DMC TRDQ VHKK RDD SGHR CNBTLDMS HM SGD NQCDQHMF OQNBDRR

%RODBH®R@XQEPLCNBTLDMSRNOSHNRGR TRODM @ AKDM@ , NV 2DRNKTDBRM

RGNTKDTOKN@ GREMFENV2DRNKTOHAMWHIQOCTEDSVN Q@ MCVBMEHIQOCTBOGD
QDRONMR SHLD NE SGD RXRSDL

#KH®Je SN RSNQD SGD BG@MFDR
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2.3.9 Manage linked files

7TGDMO CNBTLDWMB TAKHRGIDD RHFE@RGCNOSHNWMMBKEICD @ QHBIA@BDR P THRNDQ HMED
CNBTLDMBN@LOKBEROIQHE@A®FEROIXNFNREBNBEIGNSNRRIFM @ SO®H B D0 Q HM S 3-GANHIKD A
HMSDQE®BMVEG DRHFER@M @ 56 D EB KDNMRK H\MIBO®G O NBTLD M T AKH R @D/CE H KED@& MD

@CCIAXSGODRHFNDB@@CSGHR@HMS3-GNHADAHMRSDNEXD OTAKHRGEBNETLDMRBHMF
OQHMS3GNO -@HK

4N @CC @ MDV EHKD

# K HBublication Types HM SMemu A@ Q #Gblication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDYV AX BKHBJHMF HSR M@LD
# K HBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS EQNL SGD NUDQUHDV
#K HIBnked Files HM SGD RHCD LDMT 4GD ENKKNVHMF RBQDDM @OOD@QR

The Linked Files overview showing all files related to the document

#KHMAI SGAld CH@KNF @OOD@QR

The Add dialog to upload new files

#KHBdwse @MC RDKDBS @ EHKD NM XNTQ KNB@K G@QC CQHUD
#KH&&Je SN TOKN@C SGD MDV EHKD 4GD MDNnKedHlEs oBrvienCCDC SN SGD

Important: 7TGDMOMDWKHMIBDHCKER CCIVEHSSCR@ LM @ L@V @ QM HMI NV MSHRONRRHAKD

SG@M SN QDOK@BD SGD DWHRS IRéplac&E AR ANKMBKHBIHMFE SGD
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2.3.10 Setting up web forms
SNBTLDMSEG@PPTHERDOMOTRDAVDAENQENBNKKBBENQL @MSDNAXSGBTRSNLDBDB G

ENQBNMSAGN-EMRINQA TKSHOKOHEH @KWEIDD MBSGRK KIIVGO ES D KIZ FF S D VESH D KEERRD BJ AN W @FC H N
ATSSNMR DSB 4GHR RDBSHNM CDRBQHADR GNV SN RDS SGD DMSQX LDSGNC @M

A sample web form

User Input Fields
AN L@JD LNCHEHB@SHNMR SN @ TRDQ HMOTS EHDKC

# K HRRublication Types HM SMemu A @ Q #Gblication Types overview O@FD HR RGNVM
#KHBGLD RXLANKDWEINSGOD TAKHB @R8N HD@KHREBISERNBTLDMENRBTLD MBBRMS@ HM H M

TRDQ HMOTS EHDKCR G @ Uder igpuUR@IKsT D BHNNK TSLGVD

The Publication Type overview showing a document that requires user input

SDKDBSNBTLDEGS@DPTHORRAMOER NS G N UD Q U HdGVMDocument's  Properties O @ FBR
RGNVM

3DKDB& Input Fields HMMGRBRHOAMDMTA4G Wser Input Fields O@ FIDRGNVMEGHR DQUBHEHROK @ XR
HMENQL@SHNM @ANTS SGD HMOTS EHDKCR D F M@LD CDE@TKS U@KTD HMC
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In the User Input fields overview information about input fields is shown

3DKDBS @M HMOTS EHDKC EQNL SGD NUDQUHDV 4GD ENKKNVHMF RBQDDM @O

The options in the Item page define the appearance of the input field

4 G Dem Propertes O @FD BNMRHRSR NE ENKKNVHMF RDBSHNMR
e General: 4GDlame NESEGDMSEWMDK@MDLNCHERIMES ®NRRHARIT @ MMENQL @ B WD
VGHBG @OOD@QR ADKNV SGD C@S@ DMSQX EHDKC
e Web Form Parameters: 4GINOSHEMNRMOGOS G\WDeb form parameter RDBSIKWNNDRDENDEHMD
SGWOOD@ QNG BBHDKGDEDODMNESGRBRDKDBBIBHOXCODQHMS3-GNHAMDARTOONQSR
SGD ENKKNVHMF EHDKC SXODR CDRBQHADC RDO@Q@SDKX
OK@HM SDWS
OTKK CNVM
OGNMD
JL@FD TOKN@C
#NKKDBSHNM
#GDBJANW
2HBG SDWS DCHSNQ
2DFTK@Q DWOQDRRHNM

® ® ® ® ® d® D D
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e Default Value: 4GINOSH MNERG HRD B S €M H3MDB M H SHEEMES G BHDKG DU @ KB @ MWD
NUDQVQHSSDM AX SGD DMC TRDQ

#KH®Je SN RSNQD XNTQ BG@MFDR

7 G D NUser Input Field Default HSDL@QRO DB H HNDEBettings R DB S HINSMM N $ D B D R RSNQ X E H$/®D
RDSSHWHORODB HEBWE HS SGApply Default ATSSNEB R NRR HAR D K OBTR DM OF B DKITE @H KB L

VGHER®SSRERTAKOD OOKSFNBGCGBTQQDRBIM OESDKIKHB JIFAFVHROD OK@BBRTQQDRBMMOTS
EHDKC RDSSHMFR

Plain Text field

OK@SMMESI D @GOG DNRBNLLNMKRDBMOSSO@M@ QDRDEGDMNTV @ MSSCDRDENS XOHODSSDQR
MTLADQR DSB HM @ ENQL 4GD GDHFGS HR LD@RTQDC HM KHMDR AX CDE@TKS S

A required plain text field showing a description

Web Form Parameters
| OK@HM SDWS EHDKC G@R SGD ENKKNVHMF OQNODQSHDR

] Required: $DEHMDR SGD OK@HM SDWS NOSHNM @R @ QDPTHQDC EHDKC

] ReadOnly: #TRSNLDQR B@M MNS DCHS SGD HMENQL@SHNM SGD U@KTD HR RS@

] Separator Line: #NMSQWE&ERS GARID O @ Q KHMEKIOR G N VAD EN®HRI D KES &G HNRO S H\NIVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MFDC LN

] Field Width: 4GD/HCHNESGCOD @ PP SENDK@NMDLNCHEHEBAOLHMHLTLHCNEGE GE @ @S Q X
EHDKC HR OHWDK SGD L@WHLTL VHCSG HR OHWDKR "X CDE@TKS SGD U(

] Field Heightt 4GDBGDHFGEGD@ DM SQNDK@MDLNCHEHBO HMHLTGDHFGES GBEEMOBEBDKC
HR KHMD @MC SGD L@WHLTL GDHFGS HR KHMDR "X CDE@TKS SGD U@KTD

] Max. Input Characters: $DEHVMIGRD@WHLTMTLADNEBBGC @ Q @ BSIARV D RDIQ@ XD M S DA D
MTLADQ NE BG@Q@BSDQR HR TMKHLHSDC "X CDE@TKS SGD U@KTD HR RDS SN

Default Value
4GHR EHDKC SXOD G @ Befsuli DalieN KNKONS/HHNVMFR

] Default Value: 4GHIRNO TLADMTBNMS GAKMIREI SDIGFDED QRNBMEO @ NMENQL @IVHABBNTM S
CDS@HWEBRDKDBS@ETDEHNOM MH SHEEKENSGEHDE®ES RDSQH@USGI L @ S NEB® KK X
BQD @ $HOWM AR G HRRR D QIR D EEMAOTRHMB®R P S S D Q GaDMAIGHKS DQ Q R H NCMWBC L D MESRR
HS VHKK @TSNL@SHB@KKX ONOTK@SD SGD EHDKC VHSG TRDQ RODBHEHB HME

] Custom Value: %MSODQHMHYBEENYGCGEHD KERU @ KHAB MSD GBEVRNKI DQV BB KDBSDC
Default Value

Checkbox field

#GDBIJANWNRBRRDEND KKSIGDRDENRDKINBVBDN Q NQMDN O SHNHEIBK HLH $MOC A DN G N HB'[ERR DNCM
SGBS@NERGBGDBIARIWYDQNQ BGDBIHIRDE®BGCGD@KNWNEBGDRDMHMOEBDKGHR@ KB@ M
ADTRDENM DWOQDRRBIGD3- CNBTLDMSILOKDL@E®RS DBIBRME HSHROGQHNMBJIHO@ XNTISR

C@F@ DK@Y¥@ UDMKNMBGDBIJANBQ @MRBGDBJANMRDRP THRM I @ @ DKENTAKDBQD @ SDC
ODQ NOSHNM
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A range of checkboxes.

Web Form Parameters

] Separator Line: #NMSQWE&RS GA@RD O @ Q KKK IOR G N VAD EN®HERI D KBS 6 G HIRD S HWNIVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MFDC LN

Default Value
] Custom Value: $DEHMDR SGD HMHSH@K RS@STR NE SGD BGDBJANW BGDBJDC NQ

A layout condition to skip or print a layout

Collection field

JL@FBNKKDB SHWNKWINRCRD MC RDNRDKDBMH L @ FADXAQNVRI@B N KK D BENSEB QM C D EH M@ EDIRS D
OQHMS3I@NHHXXNBTLDRGNTEEKMS @UE@ QH@A@BNWHS@NMWOQDRFHBMESQR TRDHMOTS
COE@®DKGBcale OQNODNEBSEARWDEHBNRSGEHLA@ADRDRHYDE@ SNUWGBNW@JIRTQOPC @ S
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SG®Hource NESGIO @ SH® DK D S NUser Input #NKKDB BHANMWIR® RRHFMNEC@ SH@® D KatCRRO NRRSHOK D
CNBTLDMBWRE@ QID@ M @ FIDI& G Oollection R DB S HANNW KD B PHW@NIRO @MRDRDEERSNBIL@FDRDC
ENQ A@BJFQNTMCR NQ @ FQNTO NE BNLO@MX KNFN U@QH@MSR

An image collection

Web Form Parameters
7GDM SKeMd Type HR RD®Il8don SGD ENKKNVHMF NOSHNMR @QD RGNVM

] Required: $DEHMDR SGD BNKKDBSHNM EHDKC @R @ QDPTHQDC EHDKC QDPTHQH

] Separator line: ! RDO @ QIGHBMIIMS VD OWIN @ D@ S BN D KIGFS §G MR S HNS/ N R R HBA®IM Q @ M F D
VDA ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ LNQD KNFHB@KKX
] Collection: 3DKDBS NMD NE SGD @U@HK@AKD BNKKDBSHNMR

Image Upload field

4G Dmage Upload EHDEXODM@AKGCEMMORDENTOKN@CGHL @ FDPHENQGDNA4GDOQHM S 3-GaNHK
CNBTLDRIGNTBERKMS @U@ QH @IA@BINW HS@ND WO QD RRG@®@M ESQ® TR DHM O TCS@ @ D KG D
Scale OQNODNESEHARWDEHGDRSGCGHLQ@AFDRDRHYDE@ SNIUTBNW @JIRTQPC B&Bource NE
SGD C@S@ EHDUWLr HiRt RDSNNLNQD HMENQL@SHNM @ANTS U@QH@AKD HL@FDR QDI

4GD RTOONQSDC HL@FD ENQL@SR @QD *0%' ')& 0%$&

An image upload field

Web Form Parameters

4 G Dnage Upload EHDKC G@R SGD ENKKNVHMF O@Q@LDSDQR

] Required: $DEHMDR SGD HL@FD TOKN@C NOSHNM @R @ QDPTHQDC EHDKC QDPT!
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] Separator Line: #NMS QWERS GARD O @ Q HWEDKIOR G N VAD E NR®HERI D KBS 6 G HRD S H\NDVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MFDC LN

The image box in PrintShop Mail, the expression of this box is referring to a data field

Phone field

4GHR EHDKC SXOD HR TRDC SN QDRSQHBS SGD TRDQ RTOOKHDC C@S@ SN @ O@S
Web Form Parameters

4GHR EHDKC SXOD G@R SGD ENKKNVHMF O@Q@LDSDQR
] Required: $DEHMDR SGD OGNMD NOSHNM @R @ QDPTHQDC EHDKC
] Separator Line: #NMSQWERS G@RD O @ Q IHWEKIOR G N VAD E NRB®HERI D KBS §G HIRD S H\NDVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MFDC LN
] Phone Template: 4GHRHDEZEHISOP @SSPERHGDGNMOTLADRRD@ RXLANKND@BEHFHS
4GD MTLADQ NE RXLANK CDEHMDR SGD L@WHLTL MTLADQR NE CHFHSR @ SD

Regular Expression field

2DFTKEVQO QD REHNKKERWRS QHRTFRE@ M @LD@® CCQDRRGWRMOT LAD QRMESGDRDIMMENQL @ SHN
SNADU@QKHC @BPTKW@W\WOQDREREANNWDRRDSENBNMRSQ@B®BMBGDBEIDMF SERAM S 3-GNHXKD A

@KKNS/RICDRHF I8 NMMSIBBTRSNDAWOQDRRESWNOHBNMIEQNSGDW O QDRRHAM@ YR NQD
HMENQL@SHNM @ANTS SGHR REyAADERBesibED @ G@ DO

Web Form Parameters
4GHR EHDKC SXOD G@R SGD ENKKNVHMF O@Q@LDSDQR

] Required: -@QJR SGD EHDKC @R @ QDPTHQDC SGD TRDQ MDDCR SN DMSDQ C@S
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] Separator Line: #NMSQWERS G@RD O @ Q OB IOR G N VAD E NR®HERI DRKIES 6 G HIRD S H\RDVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MFEDC LN
] Field Width: 4GDVHC NESGEHDHMEGNDAENQUGILHMHLTLHC NES G @ D@ S @ ¥ DKR
OHWDK SGD L@WHLTL VHCSG HR OHWDKR "X CDE@TKS SGD U@KTD HR RD.
] Field Heightt 4GDGDHFNESGEHDHKMGYDAENQUGILHMHLTEDH FIGES G BIM OE B DHKRE KH M D
@MC SGD L@WHLTL GDHFGS HR KHMDR "X CDE@TKS SGD U@KTD HR RDS SN
] Max. Input Characterss $DEHMIGRR@WHLTMTLADNEBG @ Q @ BSIE® TR D@ XD M S DAGG D
MTLADQ NE BG@Q@BSDQR HR TMKHLHSDC "X CDE@TKS SGD U@KTD HR RDS SN

] Regular Expression: AXODNQ @RSOCDWOQDRHRMSMERIDKERHBL D HBNSWCHROEB@IX
Regular Expression Library 4GHBH@KRGNVER KHREO QD CD E BDMWMID® DR R$ENMVARKBK HBEIM

DWOQDREKRMBNNMD M S NS G DPem Propertes O@FEBGHR®BSHMNAKKKRBMWORXGIEDRBQHGSIEHGEM
Description EHDKC

] TestData: %MSDQ @ R@LOKD RSQHMF HM SGHR HBINDWK G N2 SITRGHSGHGCIMW O QD RRHNI

Default Value
4GHR EHDKC SXOD G @ Befsuls alGeN KNKONS/HHNVIMFR

] Default Value: 4GHRNO TO LDBWMS QAHKMREISDICFDEDQ®NBMEO @NMENQL @IVHANBBNTM S
CDS@QHUBBRDKDBSPETDEHNMOGBI MHYMKENQGEHDAE®MABS RDSQH@UBGIL @ S NEB®@ KK X
BQD@ MDWNARGHRRD QMRDEENMATRHMB®R GR SSD Q @OMEGK DQ Q RHNNBC L D MESRR
HS VHKK @TSNL@SHB@KKX ONOTK@SD SGD EHDKC VHSG TRDQ RODBHEHB HME

] Custom Value: %MS@@ MHIE@HEENYGEHDKEAU @ KABDMSD GBEVRI KK DQV SIBBIDKDBSDC
Default Value HR HFMNQDC

Enter three digits (0 through 9)
[0-9K{3}

Dutch postal code (e.g. 2718RP or 2718 RP)
Four digits where the first cannot be a 0.

An optional space

And two uppercase characters
[1-91{1}{0-9K3Ns?[A-ZK2}

Rich Text Editor field

4GRHBEOWBCHINMOEEDEREKNSVRDMT RDN@ OOK® REBQL @ SSNSNGAD M S D GBIDAVST B @ R
ANKC HS@KHB TMCDQKHMD @KHFMLDMS NOSHNMR @MC KHRSR

4AGIDMSD @mECHIB NM U D QG-BSvDIAN 4 SEH KOG DT RDIPM O E B DKKCIBRIM S @ E B @ SSONS G R 4 &E H KAOG D
OQHMS3I@NONBTLDRIGNTEQ UAU @ QH RASIBE D% 84?&)  WWOQDRRGMNMND KO Q @ L NEDGH R
DWOQDRRGEBNMRCS@SCM@LMNESGORDRMOT® SHAHDIOCF 4% 847 &), % ;3 0DBHE KBI@ SIKQNDM =
HMENQL@SHNM @ANTS SGD 4%847?&), % DWOQDRRHNM QDEDQ SN SGD 0QHMS3GNO
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A rich text field

Web Form Parameters

] Required: $DEHMD RicB GeRt Editor EHDKC @R @ QDPTHQDC EHDKC
] Separator Line: #NMSQWERS G@RD O @ Q IOHSNEDKIOR G N VAD E NRG®HERI DRKIES 6 G HIRD S H\RDVA
ENQLR SG@S G@UD LNQD BNLOKDW U@QH@AKD C@S@ B@M AD @QQ@MEDC LN

] Max. Input Characters: $DEHVMIERD@WHLTMTLADEBG @ Q @ BSOARV T RDQ@ XD M S DA D
MTLADQ NE BG@Q@BSDQR HR TMKHLHSDC "X CDE@TKS SGD U@KTD HR RDS SN

] Field Width: 4GD/HCNESGEHDKMBGINMDAENQUGOLHMHLTLHCINGES GO @ 931 S @ K DK

OHWDK SGD L@WHLTL VHCSG HR OHWDKR "X CDE@TKS SGD U@KTD HR RD:
] Field Heightt 4GDSGDHFGESGEHDHKMGNVDAENQUMGDOLHMHLTEDHFNXES GBIMOEHBHDHKKE KHMD
@MC SGD L@OWHLTL GDHFGS HR KHMDR "X CDE@TKS SGD U@KTD HR RDS SN

Rich Text Defaults

7GDMSGEBHDXXCOBRDS NRich Text @ M@ CCHSHIMN @GN OSHMDBN L ERU @ H KQEAOKHRDDO S H NeMRD
TRDENRDB@REMBQL@ SISESNMEIB N M S INMGSNR O D B @EO)XC H S FONGMQ@EKL D1$ BBGH M K HOMCIH S N@®Rich
Text Defauts RDBSHNM BNMS@HMR SGD ENKKNVHMF OQNODQSHDR

] Fontt %MSBGM@LNEGENMNSDWXKISDWS KGKD UDGR @ L BENMBO OKHDES G @S HERIM S
RGNTKC AD HMRS@KKDC @MC @BSHU@SDC NM SGD 0QHMS3GNO -@HK 7DA RDQ
] FontSize: 4GD ENMSR RHYD @OOKHDC SN SGD SDWS HM SGD 24& EHKD

] Line Spacingg 30O @BADSVDRNMDEBDWS @RTHENIA@RDKSNN@ RDKHGMD @ KFRD@RTQDC
HM ONHMSR

] DefaultColorr %MSDQ SGD A@RD BNKNQ ENQ SGD SDWS GDW@CDBHL@K U@KTD
] Color Palette: 4G HRHDETEHMOGEBNMS QRNKNR@BE MDTRDSN.@ Q ® @ M FNDES D WHIVB G D

N M K HD\CIH SANK NR&N TAKDD M S D TRE P W @ C D BHA. TGN @ K T@GDNLL @R DO @ Q @SDC
RXLANK HR MNS QDPTHQDC D F && && ##

] Background Colorr %MSBGB@BJFQNBWKHEASOGBDWIHSEBOQW @ C D BJHAKIRD F &&
#G@MBOHIR® KVYDB DI GDefault Color HRDSNWGHSR&&&&EB QAKHFBISKNSQD M @ ASKWD M C
TRDQ SN RDD SGD DMSDQDC SDWS BKD@ QKX

Default Value
4GHR EHDKC SXOD G @ Befauli DalfeN KNKONS/HHNVIMF

] Custom Value: %MSDQ SGD HMHSH@K U@KTD ENQ SGD EHDKC
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Data conversion

4GDDMSD @ DASHEB NM U D Q-5NDEN2 4 SEEH KOG HBLRR BGHDTUDMHKMIB 3,4 RSXRBDD)E@CNBTLDMS
QDPTHROBBREEBETSO@SWWODQHDNRBRG TKBIG @ MEB HBR ,4 RS X RIB D D4AG BXhtml2rtf.xsl HR
KNB@SDCidiMleSENKCDQ NE SGD 0OQHMS3GNO -@HK 7DA VDA RHSD

ANBQD@@ONBTLDRSOSDBHEN-MBUDQRINNRGNTBGOSGCHFRHISINSGIENKCWES G QHM S 3 GKK

CNBTLDMGDQDUHIMBIVNRIRRKTSNL@ SKEP@BEE N @ O OKEHERIKIEDD @ SGASGONBTLDMMKCDQ
HR RS@SDC HM SGD OQNODQSX O@FD NE SG@S CNBTLDMS

Note: "DENQD DCHSHMF SGD 83,4 RSXKD RGDDS BQD@SD @ A@BJTO NE SGD EHKD E

A variable in PrintShop Mail with the TEXT_FILE expression

Arrange Fields

AGINQCDIE GBHDRGR VWG DMTRDRQD @ @DR VN AB @ MDB G @ M FIIRG MG DQ HM S 3-G@NHZKD A
HMSDQE@BD 4GHR HR @OOKHB@AKD ENQ TRDQ HMOTS EHDKCR @MC C@S@A@RD

User Input Fields
AN BG@MFD SGD NQCDQ NE SGD TRDQ HMOTS EHDKCR

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF SGD OTAK
#KHBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS BNMS@HMHMF TRDQ HMOTS EHDKCR EQNL SGD NUDQUHD

# K HBsér Input Fields HM SGD RHCD LDMT 4GHR VHKK RGNV @M NUDQUHDV NE SGD (¢
#KHMBkBnge 4GD ENKKNVHMF O@FD @OOD@QR
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Drag and drop an item to change its position

4GD NQCDQ NE SGD HSDLR B@M AD BG@MFDC AX CQ@FFHMF @MC CQNOOHMF (
#KH&&Je SN RSNQD SGD BG@MFDR

Database Input Fields

4N BG@MFD SGD NQCDQ NE SGD C@QS@A@RD HMOTS EHDKCR

# K HBublication Types HM SMemu A@ Q #ablication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF SGD OTAK
#KHBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS BNMS@HMHMF C@S@A@RD HMOTS EHDKCR EQNL SGD NU|
# K HBalabase Fields HM SGD RHCD LDMT !'M NUDQUHDV VHSG SGD C@S@A@RD HMOT

4GD NQCDQ NE SGD HSDLR B@M AD BG@MFDC AX CQ@FFHMF @MC CQNOOHMF (
#KH&Je SN RSNQD SGD BG@MFDR

2.3.11 Define file upload settings

7 G D M@file wupload template HROCCDBNOQHMS3GINMKDA SGI® CLHMHR SGOMESSANIY D R H F 18 @M

BNMEHFOI@Q@LDENQEMmMBS THHMDKN@GDRO@ Q@ LDENMBRBGM @ WH L TEH RB Y@M S G D
ODQLHSSDC EHKD SXODR

4N CDEHMD SGD EHKD TOKN@C RDSSHMFR

# K HBublication Types HM SMemu A@ Q #ablication Types overview
3DKDBS @ OTAKH @ ®hiainsl a 3l apdad template
#KHBoguments HM SGD RHCD LDMT
3DKDBS @ CNBTLDMS EQNL SGD NUDQUHDV AX BKHBJHMF HSR M@LD
# K HBIds Upload Setting HM SGD RHCD LDMT

#KHB. 4GD ENKKNVHMF RBQDDM @OOD@QR

O@FD HR RGNVM
EQNL SGD NUDQUHDV AX BKHBJH
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The File upload settings page

4GD HSDLR ENTMC HM SGHR RDBSHNM BNMSQNKR SGD ENKKNVHMF NOSHNMR
e Operator Instructions: %MSDQ @ MNSD NQ QDLHMCDQ ENQ SGD NODQ@SNQ 4Gl
S GIob Properties O @ FD H @rdeGManager

e Visitor Instructions: %MSDQ HMRSQTBSHNMR ENQ SGD EHKD TOKN@C OQNBDCT
HMENQL®@SHNM ADBN LD RFilg¢ Updadh KDAGN-ND E@QINL SGD NQCDQHMF OQNBDRR

e Permitted File Type(s): )M S Bebmitted File Type DMSQX EHDKC B@M AD CDEHMDC VGH
DWSDMRHNMR B@M AD TOKN@CDC 3DO@Q@SD SGD DWSDMRHNMR VHSG @
CNS 4GD ENKKNVHMF EHKD SXODR @QD RTOONQSDC

IOF IODF

FHE

OMF

ORC

SHEE

OCE

YHO

Q@Q

SWS

QSE

e CNB
IKK NSGDQ EHKD SXODR @QD NMKX BGDBJDC AX SGD EHKD DWSDMRHNM 4
SXOD EHRDK.C HR

e Max File Size Per Upload: 4 G Max File Size PerUpload NOSHNM RS@SD SGD L@W EHKD R

TOKN@CDC EHKDR LD@RTQDC HM LDF@AXSDR -A 4GD CDE@TKS L@W EHI

® ® ® ® ® ® ® D® D O

2.3.12 Setting up pricing

JMNQCBB @KBTRE@BODRSEACNBTLDSGDQHB® KBTKIDGHHNNEREGC @S BTLDRIGNTKODM@AKDC
@MC @ UNKTLD CHRBNTMS S@AKD RGNTKC AD @U@HK@AKD

Pricing options
AN DM@AKD OQHBHMF ENQ @ CNBTLDMS

# K HRRublication Types HM SMemu A @ Q #blication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD EQNL SGD NUDQUHDV AX BKHBJHMF SGD OTAK
#KHBoguments HM SGD RHCD LDMT

3DKD@CSNBTLDM@ENEG N UD QU HBBMocuments' Summary O @ FHDR G NV MIG Bricing EHDNMS GHR
O@FD RS@SDR SGD BTQQDMS B@KBTK@SHNM LDSGNC

# K H&eftings HM SP@dng and Ordering RDBSHNM EQNL SGD RHCD LDMT

#KHBIt "X CDE@TKS SGD CNBTLDMS OQHBHMF HR CHR@AKDC

# K HBhable Pricing SN CHROK@X SGD OQHBHMF NOSHNMR
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The documentsO pricing options

4GD HSDLR ENTMC HM SGHR RDBSHNM BNMSQNK SGD ENKKNVHMF NOSHNMR

e Genera: 4GMHSDUIHRSGHRMBSHKHEEN DMS@Q QHBBMNMHA DMBMEM G DAXHSEBHMENQL @ SHN
EQNL SGD OTAKHB@SHNM SXOD

e Inherit Pricing: JE RDKDBSDC SGD OQHBHMF RDSSHMFR NE SGD OTAKHB®@
e Inherit  Volume Discount Table: #GDBSGHRIDEKNHMGDSGIBNKTLOHRBNS @3 KD
SGD OTAKHB@SHNM SXOD
e Comment: AGBNLLDMSDWIRGNVHIMEGBGDBINTUD QUHRIBNOOBI® EBEME@ MD
TRDC SN ONHMS NTS OQHBHMF HMENQL@SHNM SN SGD DMC TRDQ
e Quantities: 4G Quantty RDBSKMEHKEOPMSQXSGNNEPTOMSHD&M SHENHINRBTLD M SR
SG@S QDPTHQD @ C@QS@A@RD TOKN@C @QD CDSDQLHMDC AX SGD MTLAD(
e Entry Method: 4GD RDKDBSDC NOSHNM CDEHMDR SGD PT@MSHSX DMSQX
e Free entry: )ERDKDBEBEDRESNLB@BMS@BTRS NPT @ M SHGEMinimum @ MM&aximum
EHDKCR RODBHEX @ LHMHLTL @MC L@WHLTL PT@MSHSX
e Predefined list #TRSNLIBEGRRDKDBST @M FHENKQO QD CDEKIMARETI KK CNVM LDMT
4GD PT@MSHSHDR HM SGD KHRS @QD CDEHMDC AX SGD UNKTLD CHRB|
e Minimum: 4GD RLOKKDRS PT@MSHSX @ BTRSNLDQ HR @KKNVDC SN NQC
e Maximum: AGDL@QWHLTRT@ M S@EBTXR SN LIDRD KKNBNCQ CD@RDSN NQRU@KTD
RL@KISG@I\VG Minimum SG@MDOBMNKHLEHSSGMTLADNDBBNOHDRCDE @F&HR
U@KTD HR
e Costs:. 4GDRD NOSHNMR BNMSQNK U@QHNTR RTQBG@QFDR
e Use System Defaul: #GDBSGHIRDSHNWRBGRBRXRSIKZIDE@RBSSHIWEGHB SD LHM
SGOosts RDBSHANAMD@A CLHMHR S@@PSBHE DKM E @U @K THONB G Bettings RDBSHNM
Pricing and Ordering
e Setup Costs: | RTQBG@QFD HMBTQQDC D@BG SHLD @ CNBTLDMS HR OQNC
e RushRate: 4GRBRushRate HR @ RTQBG@QFD ENQ QTRG NQCDQR
e Tax. 4GHR RDBSHNM BNMSQNKR CNBTLDMS RODBHEHB S@W RDSSHMFR
e Taxable: )E BGDBJDC SGD CNBTLDMS HR RTAIDBS SN S@QW@SHNM
e Tax Rate Profle: $DEHMIGRS QOWQNEERDKHBRANKHRNBTLDMSEHRR RDEGDM
RODBHEHB CNBTLDMS SXODR G@UD @ RODBH@K S@W Q@SD

"X CDE @9 ®MER DKIECS Wefault )MSGCGHBRRED@SEREDEHMRERECB @QWMQONEBRRRHFMDC
SN SGD CDO@QSLDMS NQ BNLO@MX NE SGD KNFFDC NM TRDQ
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e Shipping Rates: Shipping Rates @ QE@ K B T KAGESFONS G BN S\&IKH FB B G B G N O OBI® @M C
SGRGHOOMH@®M N E KRORRH FSNSGBNLO@NGGDBDO @ QS NEMSKENFFNMTRD @G D
NOSHMEMNRMOEGHRPOBSBNMSSOGENBTLDRGD B KEHBE) D QEHDGRQ SBB @ KB T K @S H N |
RGHOOHMF BG@QFDR

e Calculate  Shipping Charges: 3DKDB/SRD S GR®H O OBHGA® Q RIGRAN TKDB @ KB T KEENSD C
SGD OQHMS INA QDK@SDC SN SGHR CNBTLDMS

e Weight Per Unitt %MSPQ@UDHFOBDMHENGONBTLDYMSGBGDBIMBTBGISHRHS
HR LTKSHOKHDC VHSG SGD PT@MSHSX NE SGD INA SN B@KBTK@SD HS

#KH®&Je SN RSNQD SGD BG@MFDR

Volume Discount Tables

JMNQCBB@KBTRQISBEAWM¥FKTLIHRBNI®@AKRDPTHACMMSQHBR IR AKDEHMIDDCTBSHNM
HMOQHBPRDGMSGCGNQCDPOI@MSHBXQHMS 3-@N\HAD AS G R AKR @ M @ FIDI® GYolume Discount

Tables O@FWEQCNBTLDMQOTAKHBG@IBNIGDMOQHBHRNM @ AKDMCGINUNKTLOHRBNS@AKR
CDEHMDC SGD RXRSDL VHKK MNS AD @AKD SN B@KBTK@SD @ OQHBD @MC OQHBD

4 G Molume Discount Table CDEHMGBBRBNKTLD@ M @M EGdice per record VG @@ O O KBRRA@NRNDSIG @ S
ENQ@S@ATOORKIN N B GMTLADNEO @ FIDRRHMB@QGCHEEMPQODBNN) DBNQTDSNBNMCHSHN M (
K@XNTSR 4GD OQHBHMF RGNTKC AD @CITRSDC @BBNQCHMFKX

Add an entry
AN @CC @M DMSQX SN SGD UNKTLD CHRBNTMS S@AKD

# K HRublication Types HM SMemu A @ Q #Gblication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD BNMS@HMHMF @ CNBTLDMS EQNL SGD NUDQU
#KHBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS EQNL SGD NUDQUHDV AX BKHBJHMF SGD CNBTLDMS R M@
# K H\Bolume Discount Table HM SGD RHCD LDMT

#KHAId SN RGNVAGGOH @ KNF

Enter a Quantity and Price for the new entry

% M S DQuad@ity @ MRCice
#KH&&Ye SN RSNQD SGD BG@MFDR @ M\®Iutnd DBEENT Tae S NovEGdw

Delete an entry
4N CDKDSD DMSQH\mRmME Qisthurd Gable

# K HRRublication Types HM SMemu A @ Q #blication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD BNMS@HMHMF @ CNBTLDMS EQNL SGD NUDQU}
#K HBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS EQNL SGD NUDQUHDV

# K H\Bolume Discount Table HM SGD RHCD L\bMrie D&Gubt Table overview HR RGNVM

3DKDBS NMD NQ LTKSHOKD BGDBJANWDR HM SGD EHQRS BNKTLM

# K HBelete
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Import

4 G Molume Price Table HRP @ RSB QD GERNB@ROQD @ CRAGIINSCS QD @ C R@®OIDRN. @ H M SNGEHEM. KiNVIDC
VGDM ¥@aune Discount Table MDDCR SN AD TOC@SDC @ RHLOKD TOKN@C VHKK QDOK@B

4N HLONQS @ OQHBD S@AKD

#QD @BP@BDKHLHESIROMS @ HWHBNKTLMRBGE® OOKHBNESRNBRGNHBRNKTLMMD D GR
RS@SD SGD PT@MSHSX SGD RDBNMC BNKTLM SGD OQHBD ODQ OHDBD

,NFNM SN OQHMS3GNO -@HK 7DA

# K HRRublication Types HM SMemu A @ Q #blication Types overview O@FD HR RGNVM

3DKDBS @ OTAKHB@SHNM SXOD BNMS@HMHMF @ CNBTLDMS EQNL SGD NUDQU}
#K HBoguments HM SGD RHCD LDMT

3DKDBS @ CNBTLDMS EQNL SGD NUDQUHDV

# K H\Bolume Discount Table HM SGD RHCD LDMT

#KHIBigot SN HLONQS @ UNKTLD CHRBNTBrEwS@ATKIENM XB TSB@M KNB@SD SGD E
#KH&Je SN OQNBDRR SGD S@A CDKHLHSDC EHKD
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AGHRG @ OSDRBQISADRYR K @SNBIC @ FEON KK D B SIKIOMB @ BB B@® RAR®D QENQAXSG BDDRHFMDQ
NODQ@SNQ NQ SGD OQNCTBSHNM L@M@FDQ

2.4.1 Create an image collection

Image Collections @KKNSVRDMORDNRDKDBHHL @ FON@TRDIM O EH DAXA QN VR KENBM K K D BNSEH N M
OQDCDEHIMDEDIEMQHMS3I@NHXNBTLDRMGNTBICM S @B & Q H @1A& BACN W H S@ ND W O Q D RIRGI@®I ¢
QDEDQR SN @ TRDQ HMOTS C@S@ EHDKC

4N BQD@SD @M HL@FD BNKKDBSHNM

# K H®allectons HM SMemu A@ Q <£dlections overview O@FD HR RGNVM
#KHBIJARIGBTSSNM SN CHRdK@XQKEI B

The Add collection dialog

4GD HMOTS EHDKCR NE SGHR CH@KNF BNMSQNK SGD ENKKNVHMF HSDLR
e Collecton Name: 4GIM@LNEGBNKKDB&GHNR@ LB R HRHAN BCollection ONO TO LDMT
HM S@i0tem O@FD NE C @ SR@blEdi@dhnRYpR D RDBSHNM

e Company Name: 4GIM@LDNEGBNLO @ BN G HBSG HBR K K D BATHANNW R DB N K K D BBS@® M M
AD TRDC @BQNRR @KK 0OQHMS3GNO -@HK SDLOK@SDR NE SG@S BNLO@MX
e Description: ! SDWS CbRBQHAHMF SGD HL@FDR HM SGD BNKKDBSHNM

#KH&JYe SN BQD@SD SGD BNKKDBSHNM @MC BKNRD SGD CH@KNF

The collections overview
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2.4.2 Addimages to a collection
4N @CC @M HL@FD SN @ BNKKDBSHNM

# K H®ollectons HM Svelu A@ Q

3DKD®B8 N KK D BESHWBWG Oollections overview 4 G [ollections Properties O @ FDRGNV MG H®R@ F D
CHROKBXBQNODQSHPRIBNKKDBOWNIM KHRMESGHL@ FDAOKNMFENFGHRNKKDBSHNI

The Collection Properties page

#KHBIJAIGBTSSNMARG@NBet CH@KNF @OOD@QR

The Add asset dialog

#KHBJ SGD "QNVRD ATSSNM SN KNB@SD @M HL@FD EHKD NM XNTQ KNB@K G@(
#KHBJ 3@UD SN OQNBDRR SGD RDKDBSDC EHKD
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2.4.3 Delete image from a collaction
4N QDLNUD @M HL@FD EQNL @ BNKKDBSHNM

# K H®ollectons HM Svelu A@ Q

3DKDBSBNKKDBBG®INIBIG Qollections overview AXBKHBJSGIBNKKD B @N B4 G DCollections
Propertes O @ FDRGNVMGHR@ FOHROKSGXRQNODQSSCBNKKDBBMEMHRE GBI L@ FDR
ADKNMFHMF SN SGHR BNKKDBSHNM

3DKDBS @ BGDBJANW MDWS SN NMDA$é¢s sveriel L@ FDR HM SGD

#KHBelete SN QDLNUD SGD HL@FD &BKQRH®M @EBDV@BRKHHBMF CH@KNF SGD HL@FD H

4N QDLNUD @KK HL@FDR EQNL @ BNKKDBSHNM @S NMBD

3DKDBS SGD BGDBJANW HM SGAssadoe@BvQ EQNL SGD
#KHBelkte. &§HQRS QESROGNMISHCHI V@ QMHMF CH@KNF @KK HL@FDR @QD QDLNUDC

Note: #NKKDB@HMWVM@R L@ FSBSR @QDRDBMY B S FDWMHINMAB@MNQDLNUEQNEGBXRSDL
4GD BGDBJANW HR FQDXDC NTS SG@M

The Collection Properties page
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4GHR BG@OSDQ DWOK@HMR S@RJR ODQENQLDC AX SGD NODQ@SNQ NQ OQNCTBSH

2.5.1 Select an order status overview

0QHMS3@NHAO AB @ MD M D Q @3H@ MIQICA Q D Q UH@ KK N V@RI SNJ H D@ KIKQ CD@ B @ BRSS @ NB
SGDQNCTBBIPWNB D/ D YR SEGApproved RS @ SATAQD @ EXNQ QN C T B SHENNNRNDQ C D@ UAD D M
@OOQNUDC AX SGD BTRSNLDQ @MC @QD QDKD@RDC ENQ OQHMS OQNCTBSHNM

4N UHDV SGD NQCDQR NE @ RODBHEHB RS@STR

#KH@®@rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM

By clicking on an order in the Order Manager overview, details of the order can be viewed

#KHBIIMASDHM G Beneral RDBSHNBRG Drder Manager RHCIDDMTSNUHDSGINQCDRESG@ S
OQNCTBBH®BARMN QC DNERG IRB @ GG NVHMB GRNQCDNJRDQUS@WVKBBNKNBGDE&D®RS
SGD ADFHMMHMF NE D@BG QNV HMCHB@SD SGD RS@STR NE SGD NQCDQ @MC
4 G Bpproved HSDHNM GOrder Manager RHCOID MTR GNVRG N Q C DRR@ESQO D K D @ER\DIQ H VS
XNT QD KNFFDC NM TRHMF @M NODQ@SNQ QNKD SGPReBWKa@d Q HR SGD HMHSH

/QCDQR VHSG SEBBhRG@S$DR® L@QJ ADGHMC SGD NQCDQ )$ /UDQCTD NQCDQR

#KHBGLD RXLANKDWSNSGINQCDRSNUHDSGDNARDKNMFFHNEGE N CDAG DNANUDQUHDV
RGNVR SGD M@LD NE SGD CNBTLDMS SGD NQCDQDC PT@MSHSX @MC SGD BTQ

Job overview page
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2.5.2 Change the status of an order
4N BG@MFD SGD RS@STR NBrg@MaNge€€DQ HM SGD

#KH@®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM

The Order Manager overview

#KHBJ SGD )$ NE @ MO Gfor@atienGDO@FD HR RGNVM

The Order Information page

#KHBJ NM SGD RS@STR NOSHNM TMCDQ /QCDQ MENQL@SHNM RDBSHNM SHKSK

AGIRS@ STR@ H K@ A DM®S GDRDYGNHKNFHM 4GrBer Information O @ FEON M R H\RE®R
NQCB®ENQL@SBSMNWOINARUDQUNE\GDNARDKNM FHEB G HIR) C DI Betion A@@KNMF
SGBNBNMS @GMARMREATSSNIMB G @ MFORS @ NERGNQCIDL S NQCBQ S @@MRDKD S D
SGD NQCDQ 4GD RDS NE RS@STR BG@MFD HBNMR SG@S @QD UHRHAKD CDOD!
#KHBJ @ RS@S TR AdRD LA SGIDBG@MFD SGD RS@STR NE SGD NQCDQ
IMNQCUBSSGRS@OM&ed B@MDRDSNSGOn hold RS@ 3 KXBGBTRSNL@KQCH KO K @ BV
SGOn hold ENKC/OQE D YRISSG P TN SPD P T RS0 STR® K O @ BDMEGOn hold ENKCD@HSHMF
EN@OQHSBMDRDJE@O QHBRY CCISGBTRSN LED@@ B B DSIED Q HIMIBA XN Q C D QNGB O QNUHMF

SGNQCHNQDIDBGD QHIMBAXCDKD SHMFQCRNQNQBMENQL @OBEG@0 QHBNAP TNSD
QDPTDRS
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/QCD@RHGHWBIEOrdered N@®n Hold RS @ EMNRK C @A®X O H B @KEDE®D @ 8XESGITA®D QR
5RDQ/RISSGC® OO0 QNOQE KSHK®@ D O Q NQET D\GRSSG N QCD RB@ S)SRA RRTLBG @S D
ODQRSIZI@ OOQNNRKEPBRD@ARCHE EDDRPNMBRA@MSRIDQISEPT@M S HSGIBRM S D M S R
NESGDNA@MGS G R G HO OGIMF@MESRS IN Q C D&N G G H5RG IN Q C @D D R S N §NSAS Dheckout ENQ
@OOQNUHMF

IRRNN@ R W QCH® K@ BDEGApproved ENKCONTRTRSNLB@MNNMFE®R@ MFGBR S @ NER

SGNQCDOHRNRRHAKIN TRTRSNLBGR) @BG DOIRQ R NWECOWHREG Dy orders ENK CRQH E
SGDX G@UD SGD MDBDRR@ QX @ BB eRRM@ritsF GI$ ®y ddrhp@nyS EMN K C D Q

Importantt. 7GDMSGDNQCR® @B SDBEhipping RS@SGBTRSNLED@RDSGRS@ NERGNQCDQ
SNCompleted 7GDM@WQCHEVMNEDKHUDBNENRTBTRSNLBGDNARS @ SSRN T KO
BG@MFDmmplsted AX SGD NODQ@SNQ NQ OQNCTBSHNM L@M@FDQ VGDM SGD NQ
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2.5.3 Add a price to a quote request

| OQHMWAVHS@PTNS@PDPTOR® TSNL @ S IOK@HHOM GOn hold ENKCH@®DOQNCTB S @WN® RDHX K
QDBDHUD @M D L@HK LDRR@FD VGDM @ OQHBD PTNSD HR QDPTDRSDC

4N @CC @ OQHBD SN @ PTNSD QDPTDRS

#KH@®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM

3DKD8GON hold ENKCODMRGOrder Manager RHOADMT4GHRHIRIGNS G D Q CDENM S @ HNEDEH R
ENKCDQ /QCDQR VHSG SGD PTNSD Rjde PiidieR § R S@RTBRNKG NM
3DKDBSMINQCHBQORGNWHWHSQQNODQE®@PB R G Dobs Overview RDBSHNGWVB® KHRESGDNAR
ADKNMFHEGHR CHNGONABRGCG@PPTHIQPMHBDN S@QID@ QJIHIKDKK®W R S @Pside Quote
HM S@8de BNKTLM

#KHBJ SGD ODMBHK HBPKdd QudieW S DBMSSSND C H REQitP@rX QiddeD CH @ KNF

The Price Quote dialog

%MSDQ @ OQHBSave@ MEGBKEIB@ KNF HR BKNRDC
2DOD@S SGD RSDOR @MC ENQ DUDQX INA SG@S QDPTHQDR @ OQHBD PTNSI

#KHBJ Se@Quote ATSSNM HWioBGAHA@ Q NMBD @KK OQHBDR @QD RDS 4GHR VHKK M
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2.5.4 Export order data
4N DWONQS NQCDQ C@S@ NE BNLOKDSDC OQHMS INAR

#KH@®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM

3D K DBGCompleted E N K GDMYGOrder Manager RHQAM M T4 G HRH RIGN S G N Q C DBNRV S @ A MDGH R
ENKCDQ

The completed orders overview

3DKDBS NMD NE SGD OQDCDEHMDC PTDQHDR NM SGD KDES RHCD NE SGD /QCD
e ANC@ X

9DRSDQC@ X

4GHR VDDJ

,@RS VDDJ

4GHR LNMSG

,@RS LNMSG
e 9D@Q NUDQUHDV VHSG RTA RDKDBSHNMR ODQ LNMSG

#KHBGBxport ATSSMNM GActon A@8NHMRS XNERQNYVRINE NV MK NGBMR @ UG Bo W BEHKK D

BNMS@HMHMF SGD QDPTDRSDC NQCDQ C@SD

/ODM %WBDK SN UHDV SGD CNVMKN@CDC CNBTLDMS

® ® ® d® @
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2.5.5 Print a document

OQHMS3GNO -@HK 7DA HMSQNCTBDR U@ QGuipdtR NNOTSSFONTMMRN @  PNMR  4GD

0QHMS

0QHMS SN EHKD

#QD@SD 0%$&

OQDEKHFGS

3DMC SN OK@MDS 0QDRR 7@SBG

—_— e

JMOQHMS3GINKMKDAHSHRONRRHAMDOQHMGHMS3IGANMIBNBTLDMBBR@ SHEEHK@R E&HKIDDOKN@ C
CNBTLDMSR NMKX 0$& CNBTLDMSR SN @ RDKDBSDC OQHMSDQ

JMNQCBBQD@ANSB3OISSBS@NERGNQCBGNTAKDB G @ M FBDNGplant 4 NO QH®ICSN B T L DM GID-
plant ENKCDQ

#KH@®@rder Manager HM SMeiu A@Q O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT
#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR

3SDKDBBNAAXBKHBJIHFE NQC NBTLDM@ L D4 G Dob Properties O @ FIDREHR O K @XIRGS N VIRI A
CDS@HKR

The Job Properties page
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# K H®eherate Output

HM SAGtbn A@Q OGyutdialogy HR RGNVM

The Output options dialog with information sheet

3DKDPBE HM SMethod OTKK CNVM LDMTOuMt@Ba®® SGD ENKKNVHMF RDBSHNMR ADBI
e Information Sheet:

IKNMF SGD SNO NE S6det HRO@RNED 4GD RGDDS BNMS@HMI
HMENQL@SHNM D F SGD UDQRHNM NE SGD 0OQHMS3GNO -@HK @OOKHB@S
CNBTLDMS TRDC SDBGMNKNFX CNBTLDMS R OQHMSDQ @MC NODQ@SNQ H

RGNVM AX BKHBJHMF SGD G@MCKD NE SGD RGDDS $DE@TKS SGD HMENQL
e General:

e Method: 3D KDBSO&gtMethod GDQD

e Printer: 3DKDB SO@&gCPrinter HM SGD OTKK CNVM LDMT 4GD OQHMSDQR RG
CNVM LDMT @QD RDS AX 0OQHMS3GNO 3DQUDQ 3SNOOHMF @MC RS@QS

SGD @BST@K OQHMSDQ KHRS 'M NUDQUHDV NE @ U @Bdtin@A RD BOSHNWS O
"K@BJKHRSDC OQHMSDQR @QD MNS RGNVM 0QHMSDQRiINE®@ MR B B SAHND/B
NE SSkfings RDBSHNM
e Copies and Range:

e Copies: $DEHMD SGD MThped ENERAD OQHMSDC

e Range method: 4G Range method CDSDQLHMDR SGD Q@MFD NE QDBNQCR SG@
$DE @AIKISR RDKDBSDC )M B@RD NE @ CNBTLD3¢IEctdiH SNSOFRDN @ 1B MOIT 8 DS (
TRDC SN OQNUHCD DWSQ@ QDBNQCR HEMXefrehD CHO@HONH SIMNOVQNOISH S8 MC
&NQ DW@LOKD DMSDQ SN SN ONOTK@SD @ RHMFKD RGDDS NE ATF

e Range: 3ODBHERafgeCHE MDDCDC

#KHBKI SN RS@QS OQHMSHMF

Output History

&ENQ@ @BGQHOIBPTDRMDOMSGRICCBASGMDNTSOTH RS NEXG DN A 4 G Dutput

History NUDQUHBYV
R G NVWMS GIbb Properies O@FBUDRXBBDRRETER®XSCOETLDRIGN V@&F QD IBENK @RX L ANKE GD
Print Status BNKTLM )E OQNAKDLR @QD DMBNTMSDQDC CTQHMF SGD NTSOTS OQNBDRII
4 G Destination

BNKTIRVE@ SEM @LNEGDQHME0GND BNKTLMS @ SIEM TLADNE)DBNQQCRBOTSSDC
MNS SGD MTLADQ NE BNOHDR
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The Output history overview
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2.5.6 Print to file

4G DPrint to File NOSHRNMMDQ @QBNMNFOSHLHNDEO ESHGDBBN Q GHBI 6 D Q HSI3B G M N RNDFBXMVE G D
OQHMS3@NHIXDLOK@SBTLDMGINODQ GBSANDPNVMKN@QDRTKSHBEOEBR K DS GIbb Properties
O@QF@MBRDMSGONBTLDSINSGDQHMSNMSGE BNBREKSVNEFGD QHRGNA@GDO QHMNEHKDSGNC
OQHMSR SGD INA SN @ O QHMGUpG: feldeK D GHWICGH RINMDKSO QU @HK@AKD ENQ OQHMS3GN

YMNQCBGR QHSNEHREB RS @ NERGNQCRGNTAKDBG @ M FENGplant 4 NO Q H3MNE H KBS G ID-plant
ENKCDQ

#KH®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT

#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR

3DKD@SNAAXBKHB JHSIE NQCNBTLDM® L D4 G Dob Properties O @ FBRCHROK @ BDE HINIRA
CDS@HKR @tpuChiiohd NUDQUHDV

# K HBeherate Output HM SAGtbn A@ Q ©OGiutdialog HR RGNVM

The Output options dialog with information sheet

3DKDBi® to File HMb GMethod OTKK CNVM LMHE&EOutput dialog SGENKKNWRDNBBS HADNMEN LD
UHRHAKD

e Information Sheet: IKNMF SGD SNO NE SSGdet HRO@REDZXL 4GD RGDDS BNMS@HMI

HMENQL@SHNM 4GD HMENQL@SHNM HR RGNVM AX BKHBJHMF SGD G@MCK|
RGDDS HR GHCCDM

e General:
e Method: 3D KD B SO&gtMethod GDQD

e Printer: 3DKDBso&gatPrinter HM SGD OTKK CNVM LDMT 4GD OQHMSDQR RG
CNVM LDMT @QD RDS AX OQHMS3GNO 3DQUDQ 3SNOOHMF @MC RS@QS
SGD @BST@K OQHMSDQ KHRS !M NUDQUHDV NE @ U @8ettn@A RD BECSHHNWS D
"K@BJKHRSDC OQHMSDQR @QD MNS RGNVM 0QHMSD QRinE@ MR B B SHNGB
NE SSkfiings RDBSHNM

e Output folder: 3DKDBS @ S@QFDS GupKiCEader H I TK&DC NV M L D Mutput G D
folder OTKK CNVM LDMT RGNVR @ KHRS NE SGD QU@HK@AKD NTSOTS EN
SGD RDKDBSDC ENKCDQ /TSOTS ENKCHQiRys@ RDBIS& M@ MNECSKEEND RERSDL

e Copies and Range:

e Range method: 4G Range method CDSDQLHMDR SGD Q@MFD NE QDBNQCR SG@

$SDE@TKAINODBHNM HR RDKDBSDC

e Range: 30ODBHERaS@HE MDDCDC
#KHBK SN RS@QS OQHMSHMF SN EHKD
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Output History

&ENQ@ @ BGQHOISPTDRMDOMSQRICCIBANSGMDTSOTH RS NEXG DN A 4 G Dutput
R G N VIWIMS GIbb Properties

Print Status BNKTLM

History NUDQUHBYV
O@FEOUDRXBBDRRETE®XSCOETLDRIGNV@&F QD EWX @KLANKN GD

JE OQNAKDLR @QD DMBNTMSDQDC CTQHMF SGD NTSOTS OQNBDRI

4 G Dutput history NUDQUROMVIRGDLNR®DBDWMS OF & R AR5 Destination BNKTLRE @ SIED @ SO
SCGINTSOTSEPIKIGCODLNRYDBDVMISSOTSEBDRBNVRCNVMKNHB UMM G @ @G X O D Q KaHMN VIOV

NODQ @SNCQ VMKNS@G@®EHKIED BNKTLRS@ SSOICRMTLADRQEQDBNQNOBOTSWDNCSGM T L ADKE
BNOHDR

Note: "X CDE@SGENVMKNGBEHNHRNMWMKIXNQINMSCBENB@KGRIBCTCSNSGBHFE8BBTQHSX

RDSSHWEBRHMS3@NBDA &NQNQDBMENQL @BIBNeMutput Folders HME N Q L @ S8H3\IM
Settings RDBSHNM
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2.5.7 Create PDF output

4G DM DO QHWCES HENNWMRS @ SHBC NBTLD MEBKRK NS\GRNNO D Q GBINN QHIMEPHFE@DRNKTOHMAMMNBTLDM S
UHMDEGDQHMSMYEDQHMS3I@NHIO ARDQUPMNQCBBQD @$SRNTSOFSRS@ NERGNQCDQ

RGNTKDOBG @ MFINB-plant O$&NTSOB® WMDBQD@ENQQHMS3-GGNHINARRS @ SHBINAR M&HKD
TOKN@C CNBTLDMSR 0$& CNBTLDMSR NMKX

#KH@®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT

#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR
SDKDB®SNAAXBKHBJH3 NQCNBTLDM® LD4G Dob Properties O @ FIDPRCHRO K @MDY HINNRA
CDS@HKR @mtpuChigiot NUDQUHDV

# K HBeherate Output HM SAGtbn A@ Q ©OGiutdialog HR RGNVM

3DKD®eate PDF HM SMethod OTKK CNVM LDMT

The Output dialog with Create PDF options

)M SOlputdislog SGD ENKKNVHMF RDBSHNMR ADBNLDR UHRHAKD

e Information Sheet: IKNMF SGD SNO NE SS6det HRO@RSBEDC 4GD RGDDS BNMS@HMI

HMENQL@SHNM 4GD HMENQL@SHNM HR RGNVM AX BKHBJHMF SGD G@MCK|
RGDDS HR GHCCDM

e General:
e Method: 3D KDBSO&gtMethod GDQD

e Printer:  3DKDBSO@&gtCPrinter HM SGD OTKK CNVM LDMT 4GD OQHMSDQR RG
CNVM LDMT @QD RDS AX OQHMS3GNO 3DQUDQ 3SNOOHMF @MC RS@QS
SGD @BST@K OQHMSDQ KHRS IM NUDQUHDV NE @ U @Bdtin@sA RID BDSCHNWS D
"K@BJKHRSDC OQHMSDQR @QD MNS RGNVM O0QHMSDQmRinE@ VR BB SAHND/B
NE S$gfings RDBSHNM 4GD NTSOTS OQHMSDQ HR TRDC SN FDMDQ@SD S
BNMUDQSDC HMSN 0$&

e Job Option File: 3 D K D BI8b @ption File 4GD RDKDBSDC EHKD HR TRDC HM SGD E
ONRS3BQHOS SN 0%&

e Output folder: 3DKDBS @ S@QFDS GuitpktCadder HITK&EDCNVM LDMT 4GD EHKD
RSNQDC NM SGHR KNB@SHNM /TSOTS E NSeffiny€ RR @BEXTH N@& M@ FOETDHRX R &
e Copies and Range:

e Range methode: 4 G Range methode CDSDQLHMDR SGD Q@MFD NE QDBNQCR SG
OQHMSDC 38IDE® RCSKDBSDC

e Range:. 3ODBHERaSg@OHE MDDCDC

#KHBKI SN BQD@SD 0$& NTSOTS /MBD BNLOKDSDC SGD 0%$& VHKK AD BQD@SDC
@ MDV DMSQX HR @upBisety SEODQUHDYV NE SGD INA
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Output History

&ENQ@ @ BGQHOISPTDRMDOMSQRICCIBANSGMDTSOTH RS NEXG DN A 4 G Dutput
R G N VIWIMS GIbb Properties

Print Status BNKTLM

History NUDQUHBYV
O@FEOUDRXBBDRRETE®XSCOETLDRIGNV@&F QD EWX @KLANKN GD

JE OQNAKDLR @QD DMBNTMSDQDC CTQHMF SGD NTSOTS OQNBDRI

4 G Dutput history NUDQUROMVIRGDLNR®DBDWMS OF & R AR5 Destination BNKTLRE @ SIED @ SO
SCGINTSOTSEPIKIGCODLNRYDBDVMISSOTSEBDRBNVRCNVMKNHB UMM G @ @G X O D Q KaHMN VIOV

NODQ @SNCQ VMKNS@G@®EHKIED BNKTLRS@ SSOICRMTLADRQEQDBNQNOBOTSWDNCSGM T L ADKE
BNOHDR

Note: "X CDE@SGENVMKNGBEHNHRNMWMKIXNQINMSCBENB@KGRIBCTCSNSGBHFE8BBTQHSX

RDSSHWEHORHMS3@NHBDO A &ENQNQBMENQL @PHBNGWuUtput Folders HMEN Q LN 8 B
Settings RDBSHNM
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2.5.8 Send to folder

4G Bend to Folder NOSHHNMM KU @ HKEQIRR D S$HEBC NBTLD MBBMREHKOKN@NBTLD MSRHIRDSGNC
BQD@@®BROXEGDPHF@DRNKTYBDNOMRNEVGD$&CNBTLDME GBRDKDBXRIDP@ folder )MNQCB®
RDMC @ 0%$& SN ENKCDQ SGD RS@STR NE SGD INgaatD Q4RIGRIODOMC @DCBIB@ MFNDE SMW E N K

#KH®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT
#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR

3DKD@SNAAXBKHB JHSFE NQCNBTLDM® L D4 G Dob Properties O @ FBRCHROK @ GDE HINIRA
CDS@HKR @tpuChiiohtf NUDQUHDV

# K HBeherate Output HM SAGtbn A@ Q ©OGiutdialog HR RGNVM
3DKDeR®l to Folder HM SMethod OTKK CNVM LDMT

The Output dialog with Send to Folder options

)M SGudputdiaslog SGD ENKKNVHMF RDBSHNMR ADBNLDR UHRHAKD

e Information Sheet: IKNMF SGD SNO NE SSGdet HRO®@RBEG 4GD RGDDS BNMS@HMI
HMENQL@SHNM D F CNBTLDMS M@LD EHKD M@LD @MC NODQ@SNQ HMRS
AX BKHBJHMF SGD G@MCKD NE SGD RGDDS

e General:

e Method: 3D KD B SO&@tMethod GDQD

e Output folder: 3DKDBS @ S@QFDS @GitpKiCader HUTKEDCNVM LDMT 4GD EHKD
RSNQDC NM SGHR KNB@SHNM /TSOTS ENSétins RR EXH N& M@ FPEDHRVX B 6

#KHBK /MBD BNLOKDSDC SGD 0$& VHKK AD BQD@SDC HM SGD RDKDBSDC NTSO
SN SQ@uiputHistory NUDQUHDV NE SGD INA

Output History

ENQQ@BBODPTOARPMMSERCCBOCEGNTSOES RSNEG DN A4 G Dutput History NUD QUHRG N VWM
S GIob Propertes O@FBIUDRXBBDRRETEBEXKSGOWETLDRGN V@F QD EN @ K L A NHKG GRrint Status
BNKTLM )E OQNAKDLR @QD DMBNTMSDQDC CTQHMF SGD NTSOTS OQNBDRR @ V@Q

4 G Dutput history NUDQUROMVIRGDLNR®DBDWMS OF & R ARG Destination BNKTLRE @ SIED @ SO
SCGINTSOTSEPIKIGCODLNRYDBDVMISSOTSEBRBNVRCNVMKNHBO®MMG @ @G X O D Q KaHMN VIOV
NODQ@SSWQRAVMKN@EHKIID BNKTLRIS@ SETCRMTLADNEQDBN QAR OTSIGO M QHM S 3-GaNHK
7DA CNDRM S G@UD HMENQL@SHNM QDF@QCHMF SGD MTLADQ NE O@FDR HM SGD (

Objectif Lune Inc. © 2010 67 PRINTSHOP MAIL FlN



How to - Order Manager Tasks

Note: "X CDE@FSGENVMKNBOVHKWNKWKUNQIMSGBNBO@KGCRIFCTCSENSGBHFE&BBTQHSX
RDSSHWVEORHMS3@NHBD A &ENQNQMMEN QL @RPHBNGWDuUtput Folders HMEN Q LENG 8 B
Settings RDBSHNM
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2.5.9 Preflight a PrintShop Mail document

4G DPreflight LDSGNKERNMK& U @ H KEDNAQMH M S 3SCANMIBNBTLD MBREHKID QHEXXT @ S@ A@RO G D
OQHMS3@NHKNBTLDMGS HRQNB BRE®MBERQNRRHAXONIRGCGB@XNTBRSDVWES @HN DR MHES R
ANTMCHMF ANW 4N OQDEKHFGS @ OQHMS INA ADENQD OQHMSHMF SGD INAR

#KH®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT
#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR

3DKD@SNAAXBKHB JHSFE NQCNBTLDM® L D4 G Dob Properties O @ FBRCHROK @ GDE HINIRA
CDS@HKR @tpuChiiohtf NUDQUHDV

# K HBeherate Output HM SAGtbn A@ Q ©OGiutdialog HR RGNVM
3DKDPB8ight HM Suethod OTKK CNVM LDMT

Preflight dialog

)M SOGwputdialog SGD ENKKNVHMF RDBSHNMR ADBNLDR UHRHAKD

e Information Sheet: IKNMF SGD SNO NE SS6det HRO@RNEDC 4GD RGDDS BNMS@HMI

HMENQL@SHNM 4GD HMENQL@SHNM HR RGNVM AX BKHBJHMF SGD G@MCK|
e General:

e Method: 3D KD B SO&gtMethod GDQD
e Printer:  3DKDBSO&@CPrinter HM SGD OTKK CNVM LDMT 4GD OQHMSDQR RG
CNVM LDMT @QD RDS AX 0OQHMS3GNO 3DQUDQ 3SNOOHMF @MC RS@QS

SGD @BST@K OQHMSDQ KHRS IM NUDQUHDV NE @ U @Bdtin@sA RID BDSHNWS D

"K@BJKHRSDC OQHMSDQR @QD MNS RGNVM O0QHMSDQmRinE@ VR BB SAHKND/B
NE SS$gfiings RDBSHNM

e Copies and Range:

e Range method: 4G Range method CDSDQLHMDR SGD Q@MFD NE QDBNQCR SG@
BGDBJDC S$DE@BRKRDKDBSDC

e Range: 3ODBHERafgeCHE MDDCDC

#KHBK SN RS@QS OQDEKHFGSHMF SGD EHKD /MB D PeBight 2«3t B BCRHRO KR B NROK®I$ Y
IMX OQNAKDLR VHSG SGD OQHMS INA VHKK AD RGNVM GDQD

Important: JEHL@FOBRQDRDEMQHMS3GANIDK@ RODTMONMNMCHS HONWMGG D REINMCHSHNMR

CDSDQLHM@GSDL@FOGNTHAADCHROK @XNBOCSEHKII® L RRQDRTKEBBMNSHEHB@SHNM
VHRIOHMBKTIEBGDQDEKHRGHEMP@ B OSHL@ FPGIMNSHEHE®BAB K@ RDC
image specified JMNQCBQ@ UNBHGHMN SHEHBEK® BHINNM @ MSNTREHM Q HM S 3-GaNH@R
SQO@MRO@QDMS HL@FD @R @M @KSDQM@SHUD ENQ SGD DLOSX EHKD M@LD
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2.5.10 Send a document to PlanetPres Watch

4GDMD\end to PlanetPress Watch NOSHE KKNSVRNODQ @GSS\RQM@O0QHMS3-@NHINASNOK@MDSO0QDR
7T@QSBGMEDBK@MSDSD@BB&@ M CHIDD QHM NHEMFHM S 3-CGNHIKN B TL D MBKR@ M D S 0f@DFBRGH K K
GC@QUPMDVGDKODIRUBBWH IPRD QQHMS3-GNHAKD ASNIMNWHBEGD @RINAENBRD QHMS 3-@NHXK
7TDAOQNUHE®B @ SSERSGCGDQHMS3-@NHXDLOK@MBG D @ S @ AEGHASIDO K @ M D S ' @DSBACR H MaFM

8-, LDRR@FD

JMSGDK@MDSU0U@PFBEQNBSFECRI RDR@ MGDMHSGIMRZEGDQHM S 3-GANHIKK TF IRND MEG DN AS N
@MNSROGQOQNBDIRCRNMNMCHSENRVARQD @EIXKN@CQDUDBNMB @ S DI/GAIS@ SEEH IOD @ MHPTD

CNBTLDM @ SIODNA @ SBPQHMSHAVBFG D C THKRPICU NBNMB @ S CoNe@ B30 R D)@ MRIBGB3,40KTF
HM

4 G Bend to PlanetPress Wacht NO S HHNWIM K&XU @ H E@®BEBM S3I@NHHIONBTLD MM QCSERRDMANASN
OK@QMDSOQDRR 7T@SBG @MC OQDO@QD @M NTSOTS QDPTDRS ENQ OK@MDSOQDRR 7

#KH@®rder Manager HM SMeiu A@Q ©O&& Manager O@FD HR RGNVM
#KHIB-plant HM SGD RHCD LDMT
#KHBJ SGD OKTR RXLANK MDWS SN SGD NQCDQ )$ SN UHDV SGD INAR NE SGHR

SDKDB®SNAAXBKHBJH3 NQCNBTLDM® LD4G Dob Properties O @ FIDPRCHRO K @& HINNRA
CDS@HKR

# K HBeherate Output HM SAGtbn A@ Q ©OGiutdialog HR RGNVM
3DKDeR8 to PlanetPress HM SMethod OTKK CNVM LDMT

The Output options dialog with Sent to PlanetPress Watch options
)M SOGudputdialog SGD ENKKNVHMF RDBSHNMR ADBNLDR UHRHAKD
e Information Sheet: IKNMF SGD SNO NE SS6det HRO®@RBEG 4GD RGDDS BNMS@HMI
HMENQL@SHNM 4GD HMENQL@SHNMR HR RGNVM AX BKHBJHMF SGD G@MC
e General: 3 DKDBSO&@tMethode GDQD
e Copies and Range: $DEHMD SGD MToAed BSENEKAD RDMS SN OK@MDSOQDRR 7@SBG

#KHBKI SN RDMS SGD INA SN OK@QMDSOQDRR 7@SBG

Output History

&NQ @BIX@MDS F@EDFEED P TDRD MSBRY CCHBOSGMNTSOTSH RS NEYG DNA 4G Dutput  History
overview HR RGNVM NdP®pelties O@FD B&thaton BNKTLM R Sl@&mréss Watch.
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2.5.11 Context menus

I Context menu @KBMKRKRENQSBRSLDMTHMIFQ@ OGHBMIWV SDQE®BB G @0 0D @Q@QMRVIRD Q
HMSDQ@BEPBA@MMQHFGNTRBKHBBNMSDWEMNEEDZKRHLHKDE® BHSD LSRG @@ U @ H KHABAKID
BTQQRNME NIBNMSDMESGIOOKHB® SMNWNMDWH TB@BDKXNTR@UPDHLY GHR/DNQJIHWHS G
CNBTLDMASRB@ THREDPTHRDRANTRLDNUDLDMBMCDMTRD @ Q B GAGWHERG @ O BIUD K @HNWEN
@RBDERRMSDWEBTRMEG @QSXOINENOSHNAMPFRO U @ HKHOMMKBPED BBRMSDWB TRFENMSDVDIM TR
CQNO CNVM VGDM TRDQR QHFGS BKHBJ NM @M NAIDBS SG@S RTOONQSR @ BNMSD

4N CHROK@X @ BNMSDWS LDMT QHFGS BKHBJ SGD NAIDBS XNT V@MS SN @QEEDBS

Order Manager Overview

2HBBE&H®M QCB & MUNIBGOrder Context LDMT4GI@U@HK@NEIBGBNMSDWETDODMESGD
TRDQR QNKD @MC SGD BTQQDMS R S@BDdReRt E ISTBNDTNBNIM)@ @R SGD ENKKNVHMF H

] SendTo: 4GBendto... BNMSDWS LDMT HSDL RS@STR SGD M@LD NE SGD MDWS NQCI
D FSendto Shipping ENQ NQCDOQR-pthM SEONKCDQ

] Edit #KHBJEIGBNMSDWS LDMT HSDL SNrdetERIOIKO@FSBSGIE SGD RDKDBSDC NQCDQ
QNKDR G@UD SGHROQEEDS RERQTRG D

] Delete: #KHBJ[®IBI® BNMSDWS LDMT HSDL S RNelei¢id@itn@ion datoD "X CDE@TKS @KK
G@UD SGHR @BBDRR QHFGS

#KHBGDKTR RXIMINWNO MMQCDAG ONARE G HNR) C @XMMG NV BHF@XHB®UN AS NHM U NI Glbb
Context LDMT4AGI@U@HKENHBGBNMSDWESTDODMUSGDRDQRNKIDMEGBT Q Q RIS & NTERG D
NQCDQ JdEontext LDMT BNMS@HMR SGD ENKKNVHMF HSDLR

] Generate Output: 4 G Benerate output BNMSDWS LDMT HSDL V HGeKer@tel BUIpKI@ XCIS@BINF 4GELC
Generate Output CH@KNF KDSR SGD NODQ@SNQ NTSOTS @éndtsSOstaD RBINMVDEBWE | N A
LDMT AX O@RRDR U@QHNTR O@FDR H3é¢n&&@eCDiQutdiblogf MUNJID SGD

] View Softproof: #KHBJ S®fpivof BNMSDWS LDMT HSDL SN CHROK@X SGD KNV QDRNKT
@ MDV VHMCNV 4GHR BNMSDWS LDMT HR NMKX @OOKHB@AKD ENQ OQHMS3GN:
MNS @QU@HK@AKD ENQ &HKD TOKN@C CNBTLDMSR @R SGHR CNBTLDMS SXOD C

Order Properties page

#KH BUM Q C DAG rder propertes O@F@OOD @A R@KHB®UN AN MS GOrder Properties O @ FHDMNG G Ibb
overview SNHMUNSGIbb Context LDMT4GDOU@HKGAMAIBGBNMSLDLWETTDODMEOSGDRD QRNKD
@MC SGD BTQQDMS RS@ STRJdECBeXD NONMDBRNMSG@HMR SGD ENKKNVHMF HSDLR

] Generate Output: 4 G Benerateoutput  BNMSDWS LDMT HSDL V H®BeKerGtel BUipKt@ XCIS@ BINF 4GELC
Generate Outpt CH@KNF KDSR SGD NODQ@SNQ NTSOTS GenddstSOstmbD FBINKDEBWE | N A
LDMT AX O@RRDR U@QHNTR O@FDR H3é¢n&®eCDtQutsilogf MUNJID SGD

] View Softproof: #KHBJ fpidof BNMSDWS LDMT HSDL SN CHROK@X SGD KNV QDRNKT
@ MDV VHMCNV 4GHR BNMSDWS LDMT HR NMKX @OOKHB@AKD ENQ OQHMS3GN!
MNS@QU@HK@AKD ENQ &HKD TOKN@C CNBTLDMSR @R SGHR CNBTLDMS SXOD CI

Order Manager Completed Overview

2HF@BXH®JM Q C Bl GOrder Manager Completed overview SNHMUNSGOrder Context LDMT4 G Drder
context LDMT BNMS@HMR SGD ENKKNVHMF HSDLR

] Delete: #KHBJ[®IEBI® BNMSDWS LDMT HSDL S RNelei¢id@in@ion datoDd "X CDE@TKS @KK
G@UD SGHR @BBDRR QHFGS
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2HF BXH®UN AH Mb GOrder Manager Completed overview SNHMUNSGIbb Context LD MT4 G Dob context
LDMT BNMS@HMR SGD ENKKNVHMF HSDLR

] View Softproof: #KHBJ S®fpivof BNMSDWS LDMT HSDL SN CHROK@X SGD KNV QDRNKT
@ MDV VHMCNV 4GHR BNMSDWS LDMT HR NMKX @OOKHB@AKD ENQ OQHMS3GN:
MNS@QU@HK@AKD ENQ &HKD TOKN@C CNBTLDMSR @R SGHR CNBTLDMS SXOD CI

] Re-order: #KHBJRg®Mer KHMJ SN OK@BD @ BNOX NE SGD NQCDQ HM SGD BTQQDM:
SGD TRDQ B@M BGNNRD SN DCHS SGD INA BNMSDMS 4GD QD NQCDQ BNMSDWS
SXODR
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3 Ordering workflow

AGHRGC @OBDQOK@BNMR QHNOED QHWMFR EK@WR QHB@ KB TKIGDSS-HGNME B QHM S3@\HOD A 4G D
NQCDQHMF VNQJEKNVY HMBNQONQ@SDR @ RGNOOHMF B@QS @R RDDM HM BNLLNM |

4GD NQCDQHMF OQNBDRR RSDO AX RSDO

Document Creation: 4 G Dew Document RDBSHIMR SN Q NKIKER SSHOVMFN B T L D MEBUIR@ H KS@BAKD
BTRSNLD@RDKEMSGIRDKDBSENBTLDESMRXRSMHMUNI®RHY @IQHIHDM S D Q E ®HBMHIMFD
BTRSNILEOGONTSFCERSDOEBEGDNBTLDBIGD @ PHONB D BREGDMG S GHR NBBREMB TR S N LHDRQ
RGNVEBIO$SE&RNESOQENEBTRSNILIDR@ SHREHEEC KCARNBTLDM8 @ MD@ CCB3C5GBRGNOOHMF
B@QS 4GD BTRSNLDQ B@M BNMSHMTD BQD@SHMF LNQD CNBTLDMSR @MC @CC
Shopping Cart: 4GDRGNOOB@RSQA @ RIDBKKNBVIRSNLBQAQRNKKDORBTLD MBSO @ §B®Q
RDKDBEQKE GIWew Document RDBSHINGMID QHBBIMWMEHFT B® BI$ QMEKORS GPEB T R S N LLDARX
DMS@OORD@QDEHM @AM SOSBSEIPT@ M EHINO@OQDCDEKHWRUGDSGICIDOKN@COSG@A@RD
CDSDQLHMDR SGD PT@MSHSX

4GINQCDSR@EQ® O O QNEQICE GOrdered EN KGDMRGOrder Manager R DB S H® @@ K X @ BDMC

S GS&hopping Cart 5SRD@BROVIDQIMEDRT@M S HSGEBNRM S DINESG DN A MEG R G H O CGHIMSRGNHER & D
NQCDQ

Shipping  Options: AGHRSD@KKNSVRB TR SNLDNR D KDNBMIN ES G @ U @ H KRA&AJKODOLHOMERS N CHRE
@OOKHB@AKD RDKDBS @ OQDEDQQDC RGHOOHMF C@SD UDQHEX SGD RGHOC
Payment Options: 4G Payment Options O@ FODPTH®G®RBTRSNLDPRDKDBG@ XLDMBSGNEE
@OOKHB@AKD @CC @ NQCDQ QDEDQDMBD MTLADQ @MC UDQHEX SGD AHKKHN
Order Summary: AGHR@ FRTLL@ QHYGBRQCDUGICNBTLDMIMRRGB@ SGCMWMCCQBRBIQCDQ
VHKK AD RGHOODC SN @MC SGD O@XLDMS HMENQL@SHNM @QD RGNVM

Order Confirmation: JESCGDNQCIH@ RDDMQNBDRRDEBDRRETKKIC BAMEHQL @ @HFIDR
RGNVMGHR@FEMBKTSEODRQHMS3GAIORDA NQCIMILADQMGQ@MR@BEENNML@SEHNM
@OOKHB®@AKD

OQHBIONIFQ @ LD @IME@R ® DCNBTLDMSOTAKHB @SB EING DRO@ Q@ LDSDBRMBP T @ M SIHEXQ X
LDSGNSGBTRSN LFOOD@MEZGDSG@ VSN L @SHHB@ KB TK@SBQENQ)MNQCB B @ KB TR QISED R
UNKTLD CHRBNTMS S@AKD MDDCR SN AD RODBHEHDC ODQ CNBTLDMS NQ OTAKHB@

4@ W@ SOQNE BIGMDRD S TOD O @YE@ KX R S EM@ QBQ D @ B BBG Settings R D B S HINGWD RDQ N E B IGINR
AD@RRHFSNCOBTLDMBRLO@ME@DMRDO@ QSLDKSEHKPRHFMNBCNBTLDEM® UDGBHFGDRS
OQHNQEVBNE QW@ SIRODBHEN@TNBTLDBSBXRSMHRRSGH @@ SIRRHFINDGBNLO @ MY
CDO@QSLDMS )E MN S@W Q@SD HR RODBHEHDC @S @KK SGD RXRSDL VHKK TRD S

OQHBD B@KBTK@SHNM B@M @KRN HMBKTCD SGD ENKKNVHMF HSDLR

] 3GHOOHMF BG@QFDR
] 2TRG Q@SD BG@QFDR

Note: #GC@MFDNBGDQHBEO@R @LDISERCRBTLDNNSDTAKHB@SEBEKMMNBEEDSBSSB SDLR
RSNQDC HM SGD RGNOOHMF B@QS NE KNFFDC NM BTRSNLDQR
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3.1 The shopping cart

4GDRGNOO B@REBKKNB/RRSNLIENBNKKDBESHCKBTLDMENEGB @ QPENQR@B@WRQCDQ
$NBTLDMBSRD @ AR@B TR SN LFOSQ@N8 GRGNOOB® DS DMEGBTRS N LKDQ@ WSIERY D AR H SAG D HIR
MNVIDDEN®GBTRSNLDNBNL O KBS Q C D QUQNB DARRM D VES LHGBTR SN LKNFNRVS GRGNOOOHMF
B@YUBKKESONBTLD B @B MID Q D U HRADIRR HINGMB N M S DMES B DN B T L D BERMDB G @ M FERIIC

job content SGD CNBTLDMSR B@M AD QDLNUDC EQNL SGD B@QS @MC MDV CNBTLDMS

YMOQHM S 3-GANHIKD A H $H FON R R HS\MODC HSSG BN M S DN\VESQ H M S 3-GANHBEN B T L D MHSMB G Dheckout N Q
Shopping cart 4GDRDQHMS3-GGNHEKNBTLDMIR BNMS @ @MEP D KEEMRE QU @ QH @ WKDRR GNOOHMF
B@QMDWSNSGIENBTLDMWB@L @O DM BHBKNHRR GNV M TR SN L DBQ@REB K H8 G I D M BHBKNS/ND C HSSG D
BNMSDWESGDNA)SHRONRRHMKISNBG @ MSO T @ SAM SD (ENGDRDBMO ESI DKER@MSEBEHDKC
L@OOHMF NE @M TOKN@CDC C@S@A@D EHKD NQ QDOK@BD SGD C@S@A@RD EHKD

% @B{SDHMGB@ B® M@ UPCHEEDQQMBRDST@MET @M IHEXQRSGNEG D@ O 0D @ QNEEMG D
PT@MSEHBXEDODMERSGDMSQBOSGNRDENSGENBTLDNGHREDEHMXSGIENBTLDES0OD
$NBTLDMSR@PPTHQ® S @ AABGIRKDKN @@ LPDT @ M SHGHBIR DSD QL HAWKSG DI T L A DN D B N ®I®IR
SGD C@S@A@RD EHKD $NBTLDMSR SG@S QDPTHQD @ EHKD TOKN@C @QD OK@BD

The shopping cart containing multiple documents with different quantity entry methods

4GD PT@MSHSX DMSQX LDSGNC BNTKC AD NMD NE SGD ENKKNVHMF

] Free entry field: 4GDBTRSNLP@WMMSIEBTRSNAT @M SHBXGSGRLHMHLT@MC@WHLTL
PT@MSHS X Ria@dTplions O @ F D

] Predefined list 4GIBTRSN LE@R DK D@ST @ M SHEWRO QD CD EKWREHRHREDQHERGSG D
UNKTLD CHRBNTMS S@AKD
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3.1.1 Automatic price calculation

JMNQCBQ@TSNL@ S BERXBREX@DQHEERINAQUNKTLOHRBNS@A3RONTRD@ U @ HK@WE®D
OQHBHMF B@KBTK@SHNM NOSHdNW®idinipR® @pDDM@AKDC

The shopping cart with documents that have price calculation enabled

4GD OQHBDR RGNVM HM SGD RGNOOHMF B@QS HMBKTCD RDSTO BNRSR NOSHNM@!|

7TGDMGBT@MIMEXERDS Wree Entry @BTRSNLT @ M BHBMDDMSD QA3ID M SD QECKRB N TKD
ADSVDOSGDHMHLT@ MC@WHLTPLT@M SHBMFGBDMDUDCIDRDOEG@MBBRT@ M SHBEBEZBRGNOOHMF
A@QRIPGDQHBEBGC @S BTLD@BEGCRTASNBHIRKRTOC @ SADTTSNL @ S H BIEKOKMKS D @D @ M SSHNIDXR
MNS LDDS SGD LHMHLTL @MC L@WHLTL QDPTHQDLDMSR @ V@QMHMF VHKK AD RGN

Prerequisites
OQDQDPTHRHSDR ENQ @TSNL@SHB OQHBD B@KBTK@SHNM

] %M@AKD OQHBHMF ENQ SGD CNBTLDMS
] #QD@SD @ UNKTLD CHRBNTMS S@AKD ENQ SGD CNBTLDMS

3.1.2 No price calculation

ITSNLO@®OPHBBOKBTKEREBEMMD@NBTLD@MBERHR@ AANIOE @ RAIGEHMH PDHIGB RRE S G NEN Q
SGDRMNBTLDMRBee Enry @ MNP T @ M SIHBRS Q H ESRNDNRIS G HBRD RIOG D Q H BBIIMKET LRVG N VIRG D
Not Applicable . ! LDRR @ B Quantites NOSHNMRGEdit Pricing O@FBEENMSQGERMSQBRSGNEZMC

PT@MSHSX QDRSQHBSHNMR NE SGD CNBTLDMS

Objectif Lune Inc. © 2010 75 PRINTSHOP MAIL El N



Ordering workflow - The shopping cart

The shopping cart containing multiple documents without pricing

7GDNMGBT@ M DHBESQIXS G NHIR DS Rredefined List SGBTRSNLMHBIGNNEGBT@M EHON@ONO TO
LDMT4GO@ U@ H K@ @HDS HESMMRS QHEQREGDNKTITHRBNI @ BXKEB G @SIBTLD YES G D @R MK X
NMDMSE@MGDODHRBNS@3KGHRR KFHERD@BSGPT@M ENRGONBTLDMSE BTRS N L\DHKN 8D
@AIKDBG@MFOHRR KTTE@ TSNL @SHB® KB TK@BHR @ ASKGID0Q H BIMRG DNK TIOHRB NI @ 8@ D
HFMNQDC ATS RSHKK CDEHMD SGD PT@MSHSHDR SGD TRDQ VHKK AD @AKD SN BGN

The shopping cart containing multiple documents with different quantity entry methods

Prerequisites
AN CHR@AKD @TSNL@SHB OQHBD B@KBTK@SHNM

] $HR@AKD OQHBHMF ENQ SGD SDLOK@SD
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3.1.3 Price Quotes
| CNBTLDWISRQIOPTIHRQQ HBDNSMIGD M QHBHBIM @ AEN®GONBTLDMISSIND M S Q@ RIBN T MiG% G D
UNKTLUCHRBNI®@ A KDS G B RONR TAS N SAtMEN S @ KRPRGNVHM GRGNOOMN®@ RJIDBSOK @BHMF

SGHNQCBGDQNCTBE®NNM ADID GRDM S ®Q Q HBDN SHG B TR S N L\DHIMKN S D@ A KSIN@ OO0 Q SGD
NQCDQ TMSHK @ OQHBD PTNSD HR FHUDM

Prerequisites
OQDQDPTHRHSDR SN DM@AKD OQHBD PTNSDR

] %M@AKD OQHBHMF ENQ SGD CNBTLDMS
] $N MNS BQD@SD @ UNKTLD CHRBNTMS S@AKD
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3.2 Shipping Options

4 G [Shipping O @ FIOD SSKGIB TR SN LD@QHSG R G HO O@ M E Q IBRWRR O D B REX O OQIMKE@ 1S B T LKRH JIG D
RGHOOHMFG NG B OOKHB @ MISIE 0D QD ED RGHO OE@EBGHOOHMSGN@RQD@ M@ FEEB G D
Settings RDBSMNEVG RXRSDAGB @ KB TKI@ER B NKQ CBHVE&Q B@AIDD M @ A GIMICHR @ AKIDBIN L O @ M X

0QNEHKDRSNAD@RRHFESINBNLO @ M@MREEDO @ QS L BNBVR@ AK®BTRSNLONRDKD@BGHOOHMF
LDSGNC HM SGD NQCDQHMF VNQJEKNYV

The Shipping Options page

4 G Bhipping O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNMR

] Address: 4G Bddress SGD NQCDQ VHKK AD RGHOODC SN 4GHR HMENQL@SHNM HR @
BNLO@MX NQ CDO@QSLDMS SGD BTRSNLDQ ADKNMFR SN )M B@RD SGD BTRSN
NQ BNLO@MHDR SGD HMENQL@SHNM HR A@RDC NM SGD BNLO@MX CDO@QSLDN
4GD RDKDBSDC BNTMSQX HM SGD OTKK CNVM LDMT CDEHMDR SGD BGDBJR NE
OQDRDMS@SHNM @MC U@KTDR NE SGD RS@SD EHDKC

] Options:

e Shipping Methode: 4GD OQDEDQQDC RGHOOHMF LDSGNC
e Shipping Date: 4GD OQDEDQQDC NQ DRSHL@SDC RGHOOHMF C@SD
e Comment Field: )M SGHR EHDKC SGD BTRSNLDQ B@M DMSDQ @ CDRBQHOSHUD

e Reference Field: 4G Beference EHDKC B@M AD TRDC AX DMC TRDQR SN DMSDQ @ ¢
4GHR QDEDQDMBD B@M AD TRDC SG@M HM BNQQDRONMCDMBD VHSG SGD ¢
] Terms and Conditions: 4GD NQCDQHMF VNQJEKNV QDPTHQDR SGD BTRSMNIN3Q SN UHI

and Conditons NE SGD OQHMS RGNO 4GD SDWS ENQ SGD SDQLR @MC BNMCHSHNM
4GD SDQLR @MC BNMCHSHNMR @QD QDPTHQDC &HQRS @ESDQ BGDBJHMF SGD
Procced ATSSNM HR DM@AKDC

#K H B J Tei@®and Conditions KHMJ SN NOBrMs &@ Donditons CH@KNF &NQ LNQD HMENQLG@
-OM@FHMF SGD 4DQLR @MC #NMCHSHNMR
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3.2.1 Restore address

#KHB G Restore address ATSSNBG@CCQBRENQL @ EHRNNW. HE NIMEG Bhipping O@FBGD@CCQDRR
HMENQL@SHNM HR QDRSNQDC EQNL SGD @CCQDRR HMENQL@SHNM RDBSHNM EQNL

3.2.2 Shipping Date and Rush Rate handling

OQHMS3GAWKDA @ TSNL @ S HBEAGKBKN K @ LS H L @ ®1E0 O @ BA@ R DINIMS G IX N M F BRr®lard
Production Time RDENSGIDENBTLDMIRGB @ USGBTRSNLED@R D K DBSH E E D Q @#8XB K H B J$IBIF
B@KDMHCRAN®IG DB @ K D MICGEQRIRG B TQ Q ICNEBSS D QN C T B S ENSMERV @ N W N Q JH®I® X RN M DN ES G D
C@SDR L@QJDC @R OQNCTBSHNM C@X NQ MNM VNQJHMF C@X B@M AD RDKDBSDC

4G IR XRS VIHBKS D BHIRush Order Production Time HR®R OOKHBI@AIKOEH@SBRE @D PTHIRD REQCDQ

@D QIO GHMEB @ KDMBARPCN TRCGC@B8D @ QENRGNRDNBTLD MESRDP P T QD RNEQ C @@ D
@CCDC SN SGD EHM@K OQHBD B@KBTK@SHNM

The Shipping Date calendar

4 G Btandard Production Time Rush Order Production Time @ MRiish Rate @ QD HNM G8ettings O @ FEDQ N L
S GPoducton RDBSHNM NE @ CNBTLDMS

Prerequisites

0OQDQDPTHRHSDR ENQ @TSNL@SHB QTRG Q@SD B@KBTK@SHNM

] 3DSTO VNQJHMF C@XR @MC QDRSQH B&tngs NRICESHE® SDR HM SGD

] 3D S G®andard Production Time @ MRuish Production Time NE GBDLOK @4$N@ERB B DDTRNEQ C DSEFD
Rush Production Time RGNTKC AD RDS SN @ KNV D statd@KPrddu&ien@iie.S G D

] % MSDRpslgRate NM S&iflings O@FD E Q NRrichGadnd Ordering RDBSHNM NE SGD CNBTLDMS
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3.2.3 Shipping Methods

ANQKK@®BTRSNLONRDKDBRESGHOOHOMIE NG @ CLHMHRERC® SR @ AK®B @ KB T K RERIENIMD OH M F
BCOQQFONRIGIBNLO@MXQCDO@QSLOMPMSGIBTRSNLC@RBBDBRLTKSHBNLO@MNDR

CDO@QSLPGIBMRSQNBREBGHO UMM NMCHREDEHMBEGBDKDBBWICO@NGE DO @ QSNMIGD
Shipping O@ FD

The Shipping Options page

7GDMIR G H O OH@IFO@ AKRD U @ H KFIAK®H O OH@ISIBB @ K B T KAGESFOMGS G BN S\@XH FS BB GESDLR
HMGB@ QEMNQ @ SP@AKRODBHEBB® RDDNES GBR GH O OM@ ®m N EHAKRD @ RREK @ SEN @ KK

HSDIHRSGB @ QS§IB @ RAIN S@A @ RD@ M @Q @ SP@ ABR®@ U @ H KFGAK® RD@ § B AP@ C C 368 G D
OQHBD SG@S HR B@KBTK@SDC A@RDC NM SGD SNS@K VDHFGS

4GD @BST@K RGHOOHMF Q @GrBertSBnRaByN VOI@NAD S G D

Prerequisites
OQDQDPTHRHSDR ENQ BG@QFHMF RGHOOHMF Q@SDR

] #QD@SD NMD NQ LTKSHOKD RGHOOHMF Q@SD OQNEHKDR
e 3DS @ A@QRD Q@SD @MC NQ BQD@SD @ Q@SDR S@AKD ENQ SGD OQNEHKD

] %M@ AX®RQalculate Shipping Charges NOSHNMS G Pricing and Ordering O @FNEBNLO@MNDR
CDO@QSLDMSR

] %M@ AK Balsutai2 Shipping Charges NOSHNM Rrding &®Ordering O @FD NE SDLOK@SDR
e 4N TRD @ Q@SDR S@AKD @ U@KTD MD éight BN UAID EMPBQDNEHMG S G LOK @ S
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3.3 Order summary

/IMBD@ KKQ CIHMENQL @HSFRENKKDESDRTLL@ QX@ FERRGNVMGHR@FRTLL@QHEBRNQCDQ

HMENQL @BM®RIBNVRGEHM®XHBHMBKT RO OBIGI® QFQRRG@SORAM S @W@RDEBMSGD
BTRSNLDQR QRiakeDOrSds D@ MApprove ATSSNMR @QD RGNV M

OQHMS3GANHOKDAHMUNJ®RNQJEKRNO/DBHENSBRDKDBO@MXLDBISMMDBSGRDE@DIRSXLDMS

BNMMD BRuN@se Order ONORO@OQNBDRRHBKMNWME NTRDBMSDQ @HBMRIDNPNHQRIK @ B0 D
NQCDQ /MBD SGD NQCDQ HR OK@BDC @ BNMEHQL@SHNM O@FD HR RGNVM @MC @

The Order Summary page
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3.4 Manage the Terms and Conditions

4 G Derms and Conditions SDLOK®@®®RID4-, CNBTLDEBIERSNQIDMS GEHRRRSMNIES GDQHM S 3@N\HX
7TDAVDARDQUBQDSDQLEMBNMCHSEINMIR.DBE® MD@KSDDOREMFO K @FIMDICHSIDQF .NSD
o@C AGBDQLBMBNMCHSCEGNBM.-DB@ND@CODR@MFT@NMIE@DRJIHGKKNVIHIMANN@ M C
EDDK NE SGD LDRR@FD SN AD BG@MFDC @BBNQCHMF SN SG@S RJHM

IJMNQC BB QD GKSODMFT®OGDBHHPHB@MBNMCHENBWMLDMBRMGBDQLR @ M C BN MEQHESHENGNDR
M@QLNEGDR@®MFTRGDBIBPIORERMENM CH SCHNBR. D RERN TK@ SBSSGHRBNC® RODBHEMGO
Language RDBSHNM S¢ENGGRDBSHNM

AGDCNBTLDMED@®NSEGENKKN\KHNBB SRINWSAHXO QHN @HERX@ MFT @ESIE BT Q Q IXWS F DIt/
TRDQ

] # <OQNFQ@L &HKDR<O0QHMS3GNO

7TDA<7TDARHSD<SDLOK@SDR< RIHMM@LD <LHRB<SDQLR@MCBNMCHSHNMR< K@N

] # <OQNFQ@L &HKDR<O0QHMS3GNO

7TDA<7TDARHSD<SDLOK@SDR< RIHMM@LD <LHRB<SDQLR@MCBNMCHSHNMR<SDQL

] # <OQNFQ@L &HKDR<O0QHMS3GNO

7TDA<7TDARHSD<LHRB<SDQLR@MCBNMCHSHNMR< K@MFT@FDHRN <SDQLR@MCBN
] # <OQNFQ@L &HKDR<OQHMS3GNO 7TDA<7DARHSD<LHRB<SDQLR@MCBNMCHSHNMF

4G CLHMHRB@@ENQBX @@®BPNOXE GBDQLA@MENMCH SGHNBWTR. DM GENK ONCERG RIH@ M C

RS@QS BTRSNLHYHMF SGD EHKD 4GD HRNBNCD TRDC HM SGD ENKCDQ O@SG HR H

4N DCHS SGDTamEa@Tkilitons CNBTLDMS

3 D KD B STegr@sand Conditions CNBTLDMS NM SGD ENKKNVHMF KNB@SHNM

# <OQNFQ@L &HKDR<OQHMS3GNO 7DA<7TDARHSD<LHRB<SDQLR@MCBNMCHSHNMF

SGD CNBTLDMS HM @ OK@HM SDWS DCHSNQ
ICC XNTQ SDQLR @MC BNMCHSHNMR SN SGD CNBTLDMS

)S HR ONRRHAKD SN TRD 0(0 RS@SDLDMSR HM SGD SDQLR @MC BN@SHBHHNMR
HR QU@HK@AKD @MC QDSTQMR SGD FHUDM RSQHMEgE&N LRDPBS KW ED®E B RIS

Settings RDBSHNM
#KHE&&Ye SN RSNQD SGD BG@MFDR
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4 Settings

AGD@CLHMHRSE®@ BINGEDNRDC B MNCHBX BXRSRIDSSHMERBettings RDBSBMIMD@BBDRRDC
EQNL e A@Q #BediBgd3 HM SMeily A@Q 4GD ENKKNVHMF RBQDDM @OOD@QR

By selecting Settings in the Menu bar the Setting Summary page appears
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5 General Settings

)MS GGeneral RDBS MMM Bettings LDMTFDMD RA@RSMIDS SHBVWEFRDC D EH MABEHARD B S BINM D ®®&D
ENKKNVHMF SNOHBR
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5.1 About
4G Bbout VHMCMWBGUVHMCNSG @O D WK D EGEettings S @AM Genu A @R DK DB 8 8 Gummary
VHMCNV RGNVR SGD ENKKNVHMF HMENQL@SHNM
] General: 4G@BGeneral RDBSHNM RGNVR HMENQL@SHNM QDF@QCHMF SGD UDQRHNM N
] System Information: 4 G DSystem  Information RDBSHRGINVRMENQLO@BANMSGDSDBGMHB @ |
BNLONMDWERBBXRSDD FSGP0O @CCQDEREBDQHMS3@NHHIOA RDQUDWRHNHENQL@EHNM
SGD VDA RDQUDQ RNESV@QD @MC HMENQL@SHNM @ANTS SGD C@S@A@RD RD
] PHP Info: 4GPHP-info ATSSREBNV@&KKO RDS S HNNEHRBAQWL O N Q SHAB@ RID B G M R B @&MN@RS
QDPTHQDC
] Backup Database: AGD"@BITPO@SQAARPSNAVKKNE@RO CLHMHR SQI@B3A @ BJIJTNESGD
COS@QA@RD TRDC AX 03- 7TDA NUDQ SGD HMSDQMDS
#KHBIJNMFGBL@ RRDX@ @RKHCRIGIFRENVRGBR S @ S HRIEHNB) L @GRSAHNBE D TLADNDEK N FF DNAA
TRDQRRD@BBNTBMSRO@MBDROK@SOEBD@ROQHMSEQROQHM SDJER TMA/ @ QM HRFS NV M

SDKKHMF XNT SN QDRS@QS SGD 0QHMS3GNO 3DQUDQ

The About page with slide sheet

PRINTSHOP MAIL PN
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5.2 License

OQHMS3GAINHDKDAHMBKTRO 8H NMMRMUN@D QHM S 3-GaANHOKD ARO D BHBHE) @QTDP TDARGFO® M @
CH@KNF SN @BSHU@SD @M TOFQ@CD BNCD

&TQSGDQULAPMS3@HIOAVNQJIHRM DLN.NCD/GDMNCNM F KM U @HRHEKENTMCHSSGDDLN
UDQRNBMDQHMS3@NHIDARNESYV @ @BV QDBNQOR QHIMSB @MDO Q HM STECEIR) HWHIGHD U D
@V@SDQL@@HIMSDCDLN.NCD@BBDRNSGRXRSHIKHLHSDEGBNB@KSVNQN@MMKHLHSDC

OQNCTBEPRRMEMGDQHMS3-GNHKDARNESV @RINE SV @QBHDMRB@G @ Q CV @XQIC N M F KR
QDPTHQDC

4 G hicense informaton O @ FRGNVRMWUDQUNBS/GENMFKBBDMRENQL @SGINWM NCNMF K Q@ M
HMU@KHC HR ENTMC @ V@ Q MIHdénse thfdrRaGoN V MO KMF [5 G D

A warning is shown on the License information page when no dongle is found.

5.2.1 Activate Upgrade

4 G Dicense information O @FRGNVEMWUDQUNEBYGIm BSHINMFKBBD MRIE N Q L @4\H® B1S H UGENS D
TOFQ@CD

#KHSeftings HM veiu A@ Q
#KHlBcgénse HM SGD RHCD LDMT
#KHBJ AStode Upgrade ATSSNM Adti@ae Upgrade CH@KNF @OOD@QR

4 G Bctivate Upgrade CH@KNF @KKNVR SGD @CLHMHRSQ@SNQ SN TOFQ@CD SGD 0QtF
SGD TOFQ@CD BNCD OQNUHCDC AX /, %MSD Q\ctida@orBchde X WM SAeib@ithIdde S G D
DMSQX EHDKC

#KHAcldvate. /MBD SGD TOFQ@CD OQNBDRR HR BNLOKDSDC SGD CH@KNF HR BKNF
QDEQDRGDC SN QDEKDBS SGD MDV CNMFKD HMENQL@SHNM

5.2.2 License information

4 G Dicense informaton O @ FIDGNV@MWUDQUNBWGDNMFKBBDMREN QL @3IHNMIKADBOQDCHSR
#@ QHBDNDBBHMBKTS BB HABD MROG HAGRicense Information O @ FHDM B K TC@RH 1$ MRV U NS ® D
NMK H\DIL @ SDP TORBF@® KKNVHMBCLHMHR SGESNIBG D, B@ QI HM S D M@ MBMDD L WS Q
@BPTHQD @CCHSHNM@K 0QHMS3GNO -@HK 7DA ILNdhJekrBoRnaliohT F H@MRD 4N RGNV SGD

ISS@BG SGD G@QCV@QD JDX SN @M 53" ONQS

#KH$efings HM SMemu A@Q

#KHIBcénse HM SGD RHCD LDMT 4GD ENKKNVHMF RBQDDM @OOD@QR

7GDM Sl@&énse information O@FD HR RGNVM SGD KHBDMRD HMENQL@SHNM EQNL SGL
License information HR QD@C DUDQX GNTQ @TSNLHSHB@KKX AN LOMT@KKX QDEQI

S Glhcense Information ATSSNM 7GDM MN CNMFKD HMU@KHC CNMFKD HR ENTMC SGD
CDLN LNCTR
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General Settings - License

5.2.3 Redeem Voucher

4 G Dicense information O @ FRGNV@&MWUDQUNBS/GI@BSHINMFKBBD MRENQL @S\HNOMCDIXINT Q
UNTBGDQ

#KHSefings HM Q@ A@ Q

#KHlBcgénse HM SGD RHCD LDMT

#KHBJ\®@&Eer ATSSNM Vdweier CH@KNF @O0OD@QR
3DKDBS ) VNTKC KHJD SN QDCDDL LX UNTBGDQ

%MSDQ SGD 6NTBGDQ #NCD OQNREHeeD @y @Mi@rBKHBMNENMENKKNY SGD HMRSQTBSH
QDBDHUD SGD @BSHU@SHNM BNCD

5.2.4 Upgrade Request

4 G Dhicense informaton O @ FRGNV@MUDQUNBVWG @ BSHWMFKBBDMRENQL @'SEHONM NCNMFKD
HMU@KHC CNMFKD UgdqtadeRéduest SEDSSNM HR CHR@AKDC 4N CN @M TOFQ@CD QDPTD

ISS@BG SGD G@QCV@QD JDX SN @M 530 ONQS

#KH$eftings HM SMemu A@ Q

#KHlBcgnse HM SGD RHCD LDMT

#KHBJ WBp@dle Request ATSSNM Updedde Request CH@KNF @OOD@QR

4GD 0OQHMS3GNO -@HK 7DA TOFQ@CD QDPTDRS O@FDR QDRHCDR NM SGD /AIDE
OQHMS3GNO 7DA NVMDQ SN QbMDV SGD /, #@QD KHBDMRD @MC NAS@HM KHBD

M@LD @MC @CCQDRR HMENQL@SHNM AD E N@ddk Rou pdgel S SIRMEGHNE M ENMC HS HR O
SN OQHMS SGD BNMEHQL@SHNM NE SGD TOFQ@CD QDPTDRS
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5.3 Roles

2NKDGRQ@ RRHFSNDRD@BBNT& SIRD E HWEIH BR®BSHA@MGDRN T JRRDRYM QHM S 3@NHID A@ QD
@KKNSD@BBDBRAHMS3-@HKDAG @RHMDIQDCDEGNPEBEHBEB@ MDLNCHEAREG@®CLHMHRSQ@ ¢

MNEDKDSEGD@CLHMHR S @&® 8@ MCDKDBDRSNINK DI D@ CLHMHR QN@SSNRE @M N 8 D
LNCHEHDC NQ CDKDSDC

5.3.1 Create a new role

4N @CC @ MDV QNKD

#KH®eftings HM SMeiu A@QQ @M RdKHBW SGD RHCD LRdkIovdrGew O@FD @OOD@QR
#KHBJAIGBTSSNM 4GHR VHK#d ROGING&/KSIG D

The Add role dialog

%MS@Name ENQGMDWNKIDKDBS/GHEXNISIEMDWNRKHRBA@RMAGMDWNRKMHIKQOBDHUD
@KK RDSSHMFR NE SGD RDKDBSDC QNKD

#KH®Je SN BQD@SD SGD MDV QNKD @MC BKNRD SGD CH@ KRidfes éveriewI DV QNKD '}

5.3.2 Delete arole

#KH®efings HM SMelu A@QQ @M RdKHBW SGD RHCD LDMT

3DKDBS NMD NQ LTKSHOKD TRDQ CDEHMDC QNKDR AX BKHBJHMF SGD BGDBJAN
#KHBJ®B® ATSSNM Ddl@a® CH@KNF @OOD@QR

The Delete role dialog

4GD@ OOKHBWUHIEKRMN TSNRDKD@BQ@DOK@BDQNKEB QGO RD@BBNTBG @S@ UNDM DN ES G D
RDKDBSDC QNKDR

#KHBXG Delete ATSSNMQDLNUDGCMNKERM @ RRHFGDM D OK @ B DQ N KENS G @ E E D BISFOBEQ
@BBNTMSR

Note: 4GD RXRSDL CDEHMDC QNKDR B@MMNS AD CDKDSDC
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General Settings - Roles

5.3.3 Modifying a role

Modifying a role
4N LNCHEX @ QNKD

#KH®eftings HM SMemu A@ Q

#KHMoles HM SGD RHCD LDMT !'M NUDQUHDV NE SGD @QU@HK@AKD QNKDR HR RG
4GD TRDQR BNKTLM NE D@BG QNV QDOQDRDMSR SGD MTLADQR NE TRDQR VHS

3DKDBS @ QNKD EQNL SG Prdp&tR WEDYG @SDQNKD @QD RGNVM

The Role properties page with collapsible sections

)MS GRole Propertes RBQDRPMIRD 3G B N K K @ ORRIHBASKHIRINGRG H BXG\ TB @ KI D E HVRDQH F G)3WR
D@BRDBSHNWM @RODBHWER S G@IR D\H SSG R D K D BEBICE XO D Q E NGFIH U [EN M B SMHQUW S
4GD RDSSHMFR ENQ SGD ENKKNVHMF RDBSHNMR B@M AD LNCHEHDC
e 'DMDQ@K
.DV $NBTLDMS RDBSHNM
/QCDQ -@M@FDQ RDBSHNM
#NLO@MHDR RDBSHNM
5RDQR RDBSHNM
IRRHFM 2NKDR RDBSHNM
OTAKHB@SHNM 4XODR RDBSHNM
#NKKDBSHNMR RDBSHNM
0OQHMS3GNO -@HK RDBSHNM

JE NMD NQ @KK RDBSHNMR @QD BNKK@ORDC HS HR ONRRHQCoKapsesal BA\KI$RB N M2 K K
4GD QNKD OQNODQSHDR RBQDDM VHSG SGD BNKK@ORHAKD RDBSHNMR HR UHF

® ® ® ® ® ® d® D
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General Settings - Roles

General

)M SGénheral RDBSHNM XNT B@M RODBHEX HE @ TMyDAQeour® XH RID®ERG B @IQ SHNM

] Edit My Account: 4G My Account NOSHHMRAXCDE @ DHB@ A EEDI@Q @ BGN KDGHRTMBS@®KKMNVR
TRDQR SN BG@MFD SGDHQ NVMMyR&@EQNR INSCSSHWNAVR @GMD @R AH®QS G D

New document

4 G New document RDBSHMWNM S Q VIGIDAS GDRD QARRQ@ KKNBEIMNRDICHR @ ABKKNDLAO @ MIED® @ QSLDMSF
OTAKHB@SHNM SXODR @MCNeW®tunied SRO-BVE IS8 NE OQHMS3GNO -@HK 7DA

New Document section

] View disabled...: 4GDREGDBJAN@/ONBN QL @RKKEXKSBNEEN@ KLNRNKBZ KB D RNDO S H MKK N V R
TRDGRRDIHR@ABMNDLO @MICDRD @ QSLIOMARHB @IXON@M CNBTLD M&®RD RDO S HNOMERD
TRDETK ENQ SDRSHMF CNBTLDMSR ADENQD L@JHMF SGDL @QU@HK@AKD ENQ N

] View company wide publication types: 4 G Niew company wide publication types N O S H@® KK N'\R® Q R
SNUHD@ KKTAKHB @SB MNE@BNLO@MEHBEANMS @HMR2 QSLDNGR@ RXSGGDRD@MC
OTAKHB @GSXtDDMDD GNAD @RRHFSN@ CDO@QSLPGISROSHNRSXOHB@RBENGGD
@CLHMHRSQ@SNQ OQNCTBS L@M@FDQ NODQ@SNQ CDRHFMDQ @MC BNLO@M

Order Manager

) MS GOrder Manager RDB S BDNMNO S HINON TFOR) DK @ SNED @ QIES G B H A M TH N6 GOrder Manager
7GDM SABdess BGDBJANW HR BGDBJDC SGD NSGDQ NOSHNMR @QD @QU@HK@AKD
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General Settings - Roles
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General Settings - Roles

Order Manager section

] Access: 4G Bccess BGDBIJANSGC R BSHBRM QL @NXNENQ@ KIRD@QN K@M BN M S QNKERS GTIRD Q R
R DB GOrder Manager S @AM GBenu A @M N 2 G Bccess all orders NOSH® KK N'\R® GRUHD& M C
DCHBEHMMKQCDYRSGRIMRS @ STRMENLO@MHDMGDQCD-@M @ FBGRimited access BGDBJANW

KH L SRR @RB B DR\ G DM\OMD Q HWMSC DIES G IBIE DB J AHNMN B DK D B $ B O B/ RID @ KOKQ HIM 8 R
EQNL SGD CDO@QSLDMSR @MC NQ BNLO@MHDR SG@S SGD TRDQ ADKNMFR SN

] Edit Order Reference: 4 G [Edit order reference NOSH®& KK NNRD GRD CHSSG Q@ D ED Q [EM BBIG G D
NQCHGENQL@BEMIECME GO D NBTLDRIBBSHINGNBTRSNLDNKG @ USIG BEDBIJARMWMKHSBGDC
N M

] 4G Drder Manager RDBSHNM G@R SGD ENKKNVHMF RTA RDBSHNMR
e 3DS /QCDQ 3S@STR

e 6HDV 3S@STR &NKCDQR

e 6HDV ODQRNM@K /QCDQ &NKCDQ

Set Order Status

4G pet Order Status RDBSHNNMEHMWGR S GDRD ICRO U@ BBDRMOIENKCDN® CI TR QHMASNS G D
RDKDBSDC RS@STRDR

4 G Bet Order Status BGDBJANDWD@RA@DRDENRDSGBS @ NEROQHMBSNSGRS@STWRDI@BGDBJIDC
BGDBJANWQudtedice BGDBJANW BNMSQNKR SGD QHFGS SN @CC @ OQHBD SN @M NQ(

Set order status section

View status folders

4GD BGDBJANWDR HM SGHR RDBSHNM BNMSQNKR @ TRDQR QHFGS SN UHDV OQHMS

Objectif Lune Inc. © 2010

92 PRINTSHOP MAIL Bl N



General Settings - Roles

View status folders section

]

Status folders: 4GDfolders BGDBJANWDR BNMSQNKR @ TRDQR QHFGS SN UHDV OQHM
Edit options: 4 G Bdit BGDBJANBWIRS BNGKIR D QRIF&E CHOQHMB RGGDQHIMNE RT@MSHSX
HM @ RODBHEHB ENKCDQ

Delete options: 4G elete _ BGDBJANBMNNRS QNKIRRDQRHFSSECDKDSQHMAMARMIRODBHEHB
ENKCDQ

Print Orders: 4G Printorders BGDBJANW BNMSQNKR SGD TRDQR QHrglast SEINBEQBRS "DN A
CDE@TKS SGD CDRHFMDQ NODQ@SNQ @MC @CLHMHRSQ@SNQ QNKDR G@UD S
Export Report: )ES GExport report ETM B SHINS B Completed EN K GDRYM @ A KD R DY@ RN QasM C
DWONQS @ EHKD VHSG @KK NQCDQ HMENQL@SHNM EQNL @ RODBHEHB XD@Q ¢
Re-Order: AGHRGDBJABINM S QINKIRRD QRHFSISQD NQ OMH R SOHMHINNSA E Q N § G Dompleted
ENKCDQ

View Personal Order Folder

4GHR RDBSHNM BNMSQNKR VGDSGDQ TRDQR G@QUD QHFGS SN RDD RODBHEHB NQCI
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General Settings - Roles

View personal order folders section

] My Orders Folder: 4 GHNO S HB\NWM S Q/NGKCRS GTORD @R MD 0 N U D Q U N BaVISIG DMQC DSYR@® U D

MNED3DDBINLOKD SIBMly Orders Folder HRXCDE @TM® AENRUD @R D@ K K N SR DN
RDD GHR NVM NQCDQR

] My Approved Order Folder: 4GHROSHDIM@ARBR GRUHDSGDQHMABGDE@U@OOQNUDC
HMBKTEODQHNNARB GBS DA OOQNNENSGORDQX CDE@F & EER KCHDRQHRHRAKQNV D Q
TRDQARDB @ TR®DEK@ @ OO Q NI DEXRNNSGDOR@D QKK OOQNNQCDR@MDUHDV BIGS GD
Approved ENKCDQ

] My Departments Folder: 4GHROSHRNMSQWBEBRSGDRDQROMVHD® KBKEQHMBAREQNISGD
CDO@QSLBGIBR@ U®BBDRRFEGEINRMSGILTDE @RES TSIG HERN K CDRQHRHRAK®GEZ DO @ QSLDMS
LOM@FDQ

] My Companies Folder: 4GHNROSHNW@ARRB@RUHDE KIQHIMMNBEQNEGBNLO@N@BNLO@MHDR

SG DX @ U®B B DRRF GIRMS GO DE@RESTBNLO@MAM@F@BMOQNCTBE@NN FB@MRDD
SGHR ENKCDQ

Companies

)MS G Oompanies RDBS HWNEMBAKNBIR DK @SNMEMI SDNESGRHCOMMT7 G D M GRAccess B G D BJAHNRY
BGDBJDC SGD NSGDQ NOSHNMR @QD @U@HK@AKD
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General Settings - Roles

Companies section

] Access: 4G DBccess BGDBJARNWGOCompanies RDBSBNMS QNITCRS GIDRD &P [3 GOompanies S @ A
HN Gldenu AQRQMN® MER EAXCDE QHFM@ RKIRD@QNKDRVBDIOGEO DO @ Q SL@NSR FBIYLO @ M X
L@M@FDQ OQNCTBSHNM L@M@FDQ @MC @CLHMHRSQ@SNQ

] View All Companies: 4 G Miew all companies BGDBJADNKMKN\RD GRUHD@BNLO@@XMEBNLO @ M X

QDK@BBDODLRRDQRMOTAKHB GSIOMW GDMCDRDKD XSIOCKIIDD SN@ RRHFGO RD QN@
BNLO@MX EHQRS

] Web Design: 4G Web Design BGDBJANWIRD GBEQRHFSB G @ MF®DDACDRHEN@BNLO @ M X
4 G H\RO S H® KIK NATRR DSINB G @ MF®BNKRRSSHMERN @ KN S B DRS NKIN FNW@R D K D@8 N S B DM
ENQ SGD BNLO@MX SGD TRDQ ADKNMFR SN

] Add and Delete: 4GIAdd and delete NOSH@AKMKNND GR@C@MCDKDBWLO@MHEGBBENOSHNMR
Enable/disable @ MEdit @QD CHQDBSKX Q Bdd@ns Be@teS NNOGH N M
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General Settings - Roles

] Enable/ disable: 7 G D M GBEnable/ disable NOSHHRDKDB@®DRDBR@ BNMSQPERS GOENLO @ MK
UHRHMAKD® AKIDNRSGDRDQIRMNSCHR@AKIDHR @ ANLO @ MR N QL @K B H R HRANDS G D Q

TR D QMRW B DVWGD 8 GWew disabled companies HRDKDBIS®BGM®ew document section @ ANUBQNL
SGHR KHRS

] Editt 4GBdit NOSHNM @KKNVR TRDQR SN LNCHEX SGD OQNODQSHDR NE @ BNLO@
4G Oompanies RDBSHNM G@R ENTQ RTA RDBSHNMR

5RDQR

OTAKHB@SHNM 4XODR
0OQHBHMF @MC /QCDQHMF
$DO@QSLDMSR

Users

4GDsers RDBSKEMEHMOBRSGIRD RRP B Gllsers HSDHNMGBHGMDMMNEGBNLO @ MRHIDERS HNIMR D Q
B@M NMKX BNMSQNK SGNRD TRDQR VGN G@UD NMD NE SGD QNKDR SG@S SGD TRD

Companies section - Users

] Access: 4GDAccess BGDBJABINWM S QWEKRS GDRD (RO GDsers HSDHMSGIRHCIDDMTNESGD
BNLO@MHDR RDBSHNAdces5sGBDGDB8EONW HR TMBGDBJIJDC @KK NSGDQ NOSHNMR @C

] Assign: 4GBssign NOSHNM @KKNVR TRDQR SN @RRHFM TRDQR SN @ BNLO@MX

] Add and Delete: 4G Bdd and delete N O S H® KIK NNRFD GR@ C @ MCD K DTSFOD Q4RG IN O S H ErddRe/
disable @ MEdit @ QD CHQDBSKX Q Bd@ns de@teS NNSGMH N M

] Enable/disable: 4 G Bnable/disable NOSHNM @KKNVR TRDQR SN BNMSQNK NSGDQ TRDQF
] Editt 4GBdit ETMBSHNM BNMSQNKR VGDSGDQ @ TRDQ B@M DCHS SGD TRDQ HMEN

Publication Types

) MS G Rwdlication Types RDBSHMRMEHNBO S GTDRD &P 3 GRublication Types HSDHMGBHAMDMINE
SGD BNLO@MHDR RDBSHNM

Companies section - Publication types

] Access: 4GDAccess BGDBJAGINS D Q L HMMEDDRS GDRY)D (RFD B G Bublication Types HSDHMSGMRHCD
LDMINESGBNLO @ MRIIDEKRS HNAWD M5 G Access B G D BJ AHNRVM B G D B $@®nable/ disable N O S HHR/
MNS @U@HK@AKD

] Enable/ disable: 7GDMS G Bnable/ disable NOSHNRRDKDBS$SRDGBROMM@AKHDR@EBKBTLDMSR

$HR@ABGDETLDMTGRNMKAXOUHDVBETRD YR NR@N KGO@ UDGWew disabled documents NOSHNM
DM@AKDC
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General Settings - Roles

Pricing and Ordering

)MS G Riiing and Ordering RDB S HNMVD EH WGBO S GDRD R [3 G Pricing and Ordering HSDHMSGRHCD
LDMT NE SGD BNLO@MHDR RDBSHNM

Companies section - Pricing and Ordering

] Edit Taxx: 4G Edit Tax BGDBJAIND/S D QL WNE DS GITRY @B B GBricing and Ordering HSDHM GRHCD
LDMINE GBNLO @ MRHIERS H/NGND Ms GArcess BGDBJANTWBGDBIODTax NOSHINRIN®@ U@HK @ AK
"X CDE@TKS NMKX SGD OQNCTBSHNM L@OM@FDQ @MC @CLHMHRSQ@SNQ G@UD

] Edit Shipping Rates: 4 G [Edit Shipping Rates BG DB JAMNDA D Q L /NGIDRS GTERYD M 3 G Bricing and
Ordering HSDHMGBHADMMNEGBNLO @ MRERS HNGWD Ms GAccess BGDBJAHNRMWM B G DB $GO
Shipping Rates NOSHHMN®® U@ HKXAKDE QVKNEXQNCTBE@WMD FIRQMR@ CLHMHRSQ@Q@BNQR
@BBDRR QHFGS

] Edit Payment Modules: 4 G Bdit Payment Modules BGDBJANW CDSDQLHMDR VGDS@GM2igg TRDQF
and Ordering HSDL HM SGD RHCD LDMT NE SGD BNLO @ KcEeBR BRAIDEBSIANW HB DN BGDB
S GBayment modues NOSHNM HR MNS @QU@HK@AKD "X CDE@TKS NMKX OQNCTBSHN]
G@UD @BBDRR QHFGS

Departments

4 G Department RDBSIKKWMEHMDBRS GIDRD &P [3 GDepartments HSDHMGBHODMMNEGBNLO@MHDR
RDBSHNM
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General Settings - Roles

Companies section - Departments

] Access: 4G Bccess BGDBJABNNM S QNEKORS GTIRD @B B GDepartments HSDHMGBHADMMNEGD
BNLO@MHDR RDBSHNM Addéss BGDBJIAGW HR BGDBJDC @QD SGD NSGDQ NOSHNN
] Access all Departments: 4 G DAccess all departments NOSHRMUDMRDQFGIHFGSUHD® KK
CDO@QSLDMSR
] Add and Delete: 4G Bdd and delete NO S H®@ KIKN\RRDO GR@ C@ MCDKDBODO @ QSLAAMISO SHNMR
Enable/ disable @ MEZit @ QOH Q D RPKHOSNBEG Add and delete NOSHNIHR @ ABNLO @ MRHRHAKD
HMGEODO@QSLDWB®UHROE RD GR UDN@ BBDRBGOHR @ AKDIC@ QSLDWBBWGED GDHQ
QNKD G@R S o/wiRdlddNd&partments BGDBJDC
] Users: 4GDMJsers RTARDBEKONMG@CLHMHR RO® MY HKIDAFDARRQ TR @ BBN T MI3 RGHG/D
Department RDBSHNM NE OQHMS3GNO -@HK 7DA
e Access: 4G Bccess BGDBIANBGHRDRDBSIEWMED Q L WNEIDS GTORD R B Glsers HSDHM
SGIRHCIDDMTNESGIXE DO @ Q SIRDMBS HNG/D MS G Bccess BGDBJAMRIMB G D B J@KKS G D Q
NOSHNMR @QD MNS @U@HK@AKD
e Assign: 4GBssign NOSHNM @KKNVR TRDQR SN @RRHFM TRDQR SN @ CDO@QSL
e Add and Delete: 4GIMRAdd and delete NOSH@E KMKNNWNRD GR@ C@ MCDKDBSED QRGINOSHNMR
Enable/disable @ MEdit @ QD CHQDBS QD Kd@ &0 GelSN N®S HN M
e Enable/ disable: 7 G D M GEnable/ disable N O S HHNRID KD BERE@R BINMSRSE&GDRD @RBBDRR
SN SGD RXRSDL
e Editt 4GEdt NOSHBINMMS QNXIRSGOP®D RDOMENQL NEHRDHRE G D O @ Q S IBOOVWED
DCHSDC

] Publication  Types: 4 G Publication Types RTARDBEHHAMMENRDO QHUH KQDFIERQSBBFAKHB @ SHN
SXODR NE @ CDO@QSLDMS

e Access: 4GBccess BGDBIJANDMS D QL WD GILRD ®RB® B GRublication Types HSDHM GRHCD
LDMINEBGDDO@QSRDWBS HNN Ms GAccess BGDBJANTWMBGD B @HEGS G NQ S H GMQDN S
@QU@HK@AKD

e Assign: 4GBssign NOSHNM @KKNVR TRDQR SN @RRHFM OTAKHB@SHNM SXODR

e Enable/ Disable: 7 G D N GHEnable/ disable N O S HHNR/D K D BEROIE@ R MM @ AKHDR @ANBTLD M SR
$HR@AGBDETLD MB@DN B8 HR HANDR D @RV B DVOGED I8 GWew disabled documents N O S HHNRV
RDKDBSDC HM SGDHQ QNKD

] Pricing and Ordering: 4 G Pricing and Ordering RTARDB $HHRNRAD SNRD ® Q HU H KDOFIDA@R Q GIGND F
Pricing and Ordering RDBSHNEM DO @ QSL'XNMSY @ L /G ¥ GHEdit Shipping Rates B G D B J AHNN\G D
CDO@QSRDMSHEGDBIERGBNLO@MAM@FB@BNLO@ M&A M @ FO@ & B B DRHRF G\NSWR
CDO@QSKDM®BN GPricing and Ordering RDBSKINVWE@ RIDKSEBBGHOOR @O NEBEKD® B\NE
GHR CDO@QSLDMSR

e Edit Tax: 4 GIREdit Tax BG DB JAMDAS D Q L NGRS GTDRD R 3 G Pricing and Ordering HSDHM
SGBHODMMNEGDDO@ QSRDWMS H/NW M GAccess BGDBIJANRMWBGDB3IGTax NOSHNM
HR MNS QU@HK@AKD "X CDE@TKS NMKX SGD OQNCTBSHNM L@M@FDQ @M

e Edit Shipping Rates: 4 G Bdit Shipping Rates BGDBJAND/E D QL WD GTIRY ®R® B GMricing
and Ordering HSDHMSGIRHCUDMTNESGIDO @ Q S IRIDMBS HNGWD MS G Beccess B G D B JAMRY
TMB G DB $B®hipping Rates NOSHHMNE U@ HK@XAKDE @NKEXQNCTB & @W\N@ F @mQVRC
@CLHMHRSQ@SNQR G@UD @BBDRR QHFGS

e Edit Payment Modules: 4 G [Edit Payment Modules BG DB JAQNDAS D Q L WNGIDFS GIDRD R 3 G D
Pricing and Ordering HSDHMGBHADMMNEGDDO @ QSRDMS H/NGWD M GAccess BGDBJANW
HR MBGDB $@B®ayment modules NOSHHRMN® U@ HK@XACKIE QNMBXQNCTBE@WM® FDQR
@MC @CLHMHRSQ@SNQR G@UD @BBDRR QHFGS

e Access: 4G Bccess BGDBJANSGUOsers RDBSBNM S QNGRS GIIRD @B B Glosers S @AM G D
Menu A@Q @MC HR AX CDE@TKS CHR@AKDC ENQ @KK TRDQ QNKDR

e Add and Delete: 4GMRdd and delete NOSH@® KMKNNWNRD GRA@ CE@MCDKDBSPD QRGINOSHNMR
Enable/disable @ MEdit @ QD CHQDBSKX Q Bdi@ng BeeteS NNSOEH N MR

e Enable/ Disable: 4 G OEnable/ disable NOSH®MKKNIVRRD (BRND M @ AK®G DR D QARBBD&®RNWS G D
RXRSDL $HR@AKDC TRDQR QDL@HM UHRHAKD HM SGD TRDQR NUDQUHDYV

e Editt 4GEdt NOSHNM @KKNVR TRDQR SN LNCHEX NSGDQ TRDQRc HMENQL@S'

e Roles: 4NRDKOBXSHBKBMSHFHSDRARQDRBRBSHft IDX@ MRDKDEBGBEHQRRBK@ RH SQ X
EN@NTRDKDBSHWNRD KDIBTKSHMWDBNMSHF THSTRA®QD BREBIt JDX@ M® D KDBG&D
@OOQNOQH@SD QNKDR
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General Settings - Roles

e Access: 4G Bccess BGDBJANWD ARRB @RR D B GRublication Types S @AN Gldenu A@Q@ MC

HR MNS AX CDE@TKS DM@AKDC ENQ @KK TRDQ QNKDR

e Add and Delete: 4GBddand Delete BGDBJANW @KKNVR TRDQR SN @CC @MC CDKDSES

e Enable/ Disable: 7 G D M GEnable/ disable BG DB JAHNR\WD KD BERIE@R MM @ AKMKHB @ $6 N M
ENKCBOIR @ ABDAKHB @ % @BRNVK C @@ N B HR HRANTER D QRW B DVOGED 18 GWew disabled
publication types NOSHNRRDKDBSHDEG Dew document RDBSHN®SHRT RDEFNCHR @ @KD
OTAKHB GXIONEM KCVHKINBTLDMBR O QHBHMENQL @QBFOBRNMHMPFCCDTGD M@ KK
HMENQL GISBICACDXOI TB@ M@ RBKX@ AKDD TAKHB @ R BRNK C@® QK N VIFRMDRBRR D [$ G D
OTAKHB@SHNM SXOD ENKCDQ

e Editt 4GEdit NOSHAKKNWD GRLNCHEX DQNODWHDRKHB @ 26ERNK C DY@ M5 G D
Edt BGDBJANW HR TMBGDBJDC SGD NSGDQ NOSHNMR @QD MNS @U@HK@AK

e Edit Production Code: 4 G Edit Production Code N O SH@® KIKN\R® @RB G @ MGQN C BBISC ER Q
OTAKHB@SHNM SXOD ENKCDQR

e Change Company: 4G [hange company N O S H® KIK NN\RFD GRBG @ MFGBNL O @ BN/ G H Bdb
OTAKHBR@®%SEHRI RRHFNDAKHB @SB MDQD @ RRHEQYNBEG D QN O D QOS@IENDES G @ S
OTAKHB@SHNM SXOD ENKCDQ

e Edit Pricing: 4 GIEdit Pricing BGDBJAGIDVSD Q L HWEIDRS GDR)D (R U@ BBDRNS G QHBHMF
HMENQL @SSO TAKHB @ R8ERRMBSHESGBGDBIAHNB/GDBIBGE ONRRHANGDC @ M C
CDKDSD @KK OQHBHMF HMENQL@SHNM

e Add and Delete: 4GM@dd and delete BGDBJA@ WK NNRD GBRI@ C@ MCDKDGWB TL D MN@
OTAKHB@SHNM SXOD ENKCDQ

e Enable/ Disable: 4 G Enable/ disable BGDBJABINMM S QWERS GDRD (BR&a MM @ AKQCHR @ AKD
CNBTLDMISBGDTAKHB@X2OBNKC DGR @ AGDBTLD MBRDN § HRHRAKDRD QRWBDO S
VG D G\Wew disabled documents N O S HHNWID K D BK58 Gllew document R DB S HNIH R R D ESX
CHRO@A®KCDNBTLDMSHIOMHBHMENQL GRS D/MBD@ KKMENQL GHFA R DN TB@ M
D@ORBDKXQAAKIDONBTLD@MEGCGDTAKHB® SBENKCONDRD BRO RDBGDTAKHB@%ENM
ENKCDQ @MC DMBKNRDC CNBTLDMSR

e Editt 4GEdt NOSHE®MKNVRD (BRALNCHEBEGIDQNODQNMECINBTLDMBEW TAKHB @GIXBIDM
ENKCDQR 7@&DMBSSDBJIANW HR TMBGDBJDC NSGDQ NOSHNMR @QD MNS @ U (

e Edit Production Code: 4 G Bdit Production Code NO S H® KK N\R® GRB G @ MGQN C BB [ER Q
CNBTLDMSR

e Edit Operator Instructions: 4 G [Edit operator instructions NOSH® KMKNNMRD BRILNCHBXGD
NODQ@SNQ HMRSQTBSHNMR VGHBG L@X G@UD ADDM RDS ENQ @ 0QHMS 3¢

e Edit Printer: 4G LCEdit printer BGDBJADW@AKRD QQNRDKDB®NSGDORHMSO@3GD
CNBTLDMS OQHMSDQ %UDQX 0OQHMS3GNO -@HK CNBTLDMS G@R @ CNBTLD

e Change Publication Type: 4 GDChange Publication Type NOSH®MKNVRD (BRNBG @ MEDB D
OTAKHB@SHNM SXOD SN VGHBG @ CNBTLDMS HR @RRHFMDC

e Edit Pricing: 4 GDEdit Pricing BGDBJABRMMSQ®BRBRDRBRRSGDDQHBHMEN QL @GHMSEND
OTAKHBR@®$SERMBSNNMBCNBTLDKBUDESGBGDBIJANBGDBIBDER NRRHMNQOIL @ MC
CDKDSD @KK OQHBHMF HMENQL@SHNM

e Access: )EBGDBJSGDR DWH SEHG YA KHIF Q @ M 8B@ DR\B GCollection RDBSHNM DG @ S
G@R @BBDRRolRNioSG®DBSHNM B@M BQD@SD DCHS @MC CDKDSD BNKKDBSFH

e Publish  Document: 5R D QR S&G Bublish document BGDBJABNGADBIC@ UPHFGCGINR TAKHRG
OQHMS3GNO -@HK CNBTLDMSR SN OQHMS3GNO -@HK 7DA

Users

]4GDsers RDBSIKMEHMBRS GIDRD P 3 GlOsers S@AN Gllenu A@ @G DM GAccess BGDBJANW
HR TMBGDBJDC SGD NSGDQ NOSHNMR @QD MNS QU@HK@AKD

¥ Users section
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General Settings - Roles

Assign Roles
]SNLDOQNKDKKSEDMORDOEN.@QM @ FBD@BBNTMNRO@ @XM CDO @ QS LEWSD FD/@G DM
BQD@ SGMOAf@ BBNTA/NSRDQM @ILNDO @ RRV ERKG @B B N WD GRA DR O D B H @HRDECH R

QNK®DHG Assign Roles RDBSHNISFCG@M CLHMHREQ@IIWAIHBIEGNKBED@ M @ FOD@®@ R R /WD M
BQD@SHMF @MC DCHSHMF @BBNTMSR 4GD L@M@FDQ VHKK AD @AKD SN L@ M(

¥ Assign Roles section

Publication Types

1) MS GRublication Types RDBSRO®MDAKNBBE@ MDBGDBJIJDGD M GAccess BGDBIJANWBGDBJIDC
@KK NSGDQ NOSHNMR @QD MNS @QU@HK@AKD

¥ Publication Types section

Document

]4GD NOSHNMR ENDddutheHtM RSTRAIRDBSHNM @ QD TRDC SN CDEHMD SDLOK@SD CNBT
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General Settings - Roles

Collections

]JAGHNKKDBSESNMKRBRE®CLHMHREFQ @ 8@ DRB GCollecion RDBSHE®MRBSRMCDQK@ XHN
ED@STQDR

PrintShop Mail

])M Seritshop Malik RDBSHNM SGD QHFGS SN OTAKHRG CNBTLDMSR SN 0OQHMS3GNO
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5.4 Languages

0QHMS3GNO -@HK 7DA HR CDKHUDQDC VH S GLadg@aQe-oMeTVRVK @@ F @ IKINR B @ N G D

3DKDBS SGD RXRSDL K@MFT@FD
ICC @ MDV K@MFT@FD

#G@MFD SGD CDE@TKS K@MFT@FD
$DKDSD @ K@MFT@FD

—_— e

4GD@CLHMHR BS@ARSNRGRXRSIK@MFT@BMRXRSK@MFT@BRIGCDE@RKE@MFTERD @B G
BNLO@®@X @ KR DQR@ BI(R DR@ RD K DSBSE @ MF T @G DK@ MSNTRD7 GDM@TRDRDKD BRERIEEDQD M
K@MFTEOHRSNQIDMGD @ S @ A BRRODBRD BIG @ MF®DMOMK @ M F T @@ D E D QAXBKDM B My Mdeount

HM S\elt A@Q 4GD RXRSDL VHKK TRD SGD RXRSDL K@MFT@FD NQ %MFKHRG HE SG

5.4.1 Create a new language

4GDO@CLHMHR B@@SINMDD VK@ MFT BNPEBB@MFT @FBHE@RSQ HMAH RRHMEPoMFKBR M S (EM®
SG@S RSQHMF HR RGNVM

4N @CC @ K@MFT@FD

#KH®efkings HM SMeiu A@Q @M QaBdt&BIJHM SGD RHCD LDMT
#KHAd HM SGD @MFT@FD NUDQUHAY VH@ENVY @GOD@QR

The Add new language dialog

&HKK HM SGD ENKKNVHMF O@Q@LDSDQR

e Language: 4GD ETKK M@LD NE SGD K@QMFT@FD OQDEDQ@AKX KNB@KHYDC
elso: 4GD K@MFT@FD )3/ BNCD SVN BG@Q@BSDQR ., $% 36 DSB

#KH®&J¥e SN BKNRD SGD CH@KNF @MC @CC S GénhgMape/ower@eMFT@FD SN SGD

5.4.2 Delete a language

4GD K@QMFT@FDR CDKHUDQDC VHSG SGD 0OQHMS3GNO -@HK 7DA RXRSDL B@MMNS A
4N CDKDSD @ K@MFT@FD

#KH®ekings HM SMeu A@QQ @M QaBduaBs) EQNL SGD RHCD LDMT

3DKDBS NMD NQ LTKSHOKD K@MFT@FDR AX RDKDBSHMF SGD BGDBJANWDR HM
#KHBelete @ V@QQMHMF LDRR@FD VHKK AD RGNVM

#KHBJ /+ SN CDKDSD SGD RDKDBSDC HSDLR
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General Settings - Languages

5.4.3 Edit a language

J)SHORNRRHARDHWIDEQ@MFTE@MONUDQUHBAXDW@LO@MDWK@MFT@RE CHE ®NHRRSMKD
DCHS SGD RDSSHMFR NQ SN @CC @ SQ@MRK@SHNM SN SGD MDV @CCDC K@QMFT@F

#KH®efkings HM SMelu A@QQ @MC BKan®idgS§ GI5DL EQNL SGD RHCD LDMT
3DKDBS @ K@QMFT@FD EQNL SGD NUDQUHDV AX BKHBJHMF NM SGD M@LD NE S

In the language window you can define language, date format, separators and the systems welcome text

4GD K@OMFT@FD VHMCNY BNMS@HMR SGD ENKKNVHMF RDBSHNMR
e General: % M S®@lBnguage name @ Misb code 3DKDBBGR @ MF T @ Odefault language NQ

MNS

e Formats: 4GIDL $@SEPNQLEOBGYV@X @SDROQDRDMHNOIITRATRSNLBGRNTF GKEDS
OQHMS3-GNHKDARXRSDENDW@LOKD NQ ANCDEH3/®DC @ EHNQL@ S
NMKX TRD

e$ NQ $$ ENQ C@X

e - NQ -- ENQ LNMSG

e 9 99 NQ 9999 ENQ XD@Q
e

e

e

4 G DOhousand @ MOE:cimal separator CDEHMDRMTLAD @RODNQL @ SERQW@LOKD
NQ
3DKDBBBEGBirst day of week OTKK CNVM NIMMGHBEIZ@ XESGMDDBGB @ KD MECG@NQ K C
RSOQXXSCDE@IBBHTRBNESGUDDHRDSESMITMC @G B @ K D MHIRD®N VNMMS G Shipping
O@FD .DV CNBTLDMS @ E S D Qhippini(dae S HHNBRN I8 G D

e Text variables: HERNRRHARDB @ MFGWDelcome text GDQBHG Welcome text HRGNV@BIESDQ
KNFFHMF HM SN SGD RXRSDL
) MS G Dser interface strings VHMCMNMWTEHMIKRSQHVKFREM GDQHMS3-GNHAKDARXRSDL
INTB@QEHCHBMEBEE Q@ MRABKEBSNBRWHS DL@MRBRSQHBNBRMK@MFT@EDU@QH@AKD
@MC SGD SDWS @QD RDO@Q@SDC AX RXLANKR 3DD SGD DW@LOKDR AD¥
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General Settings - Languages

cWelcome=Welcome
cEditUserInfo=Edit user info
fbPersoninfoEdit=Edit user info

cWelcome=Welcome
cEditUserInfo,foPersoninfoEdit=Edit user info

cWelcome=Welcome
cEditUserInfo,fbPersoninfoEdit=My Profile

#KH®&Je SN RSNQD SGD BG@MFDR

J)SHIRO KON RRHANEGE @ MFGDDE QR@MF T OHQ EBRNE Glanguage overview. 4G DE Q@K@ MF T @R D
HMCHB@SIMNK @BGDBID QFKHBMDNEGBQDXNTBGDRIDQIRN. @IS GRDKDBIS@O FT&ED
CDE@TKS RXRSDL K@MFT@FD

Note: #G @M F B ®BR DM S D QE @BHIMIFRS DC N MDH SES@ TS H XN T@ QMWN B T Q\DG D S GONIT
@QDCHSBERBHFRBSQHMKD @QROBNLIEDWP GHBIGR S Q HBIKHSEWe @ MB G D BSIG D
QDRHMBGBNESV@RIB@ KD @ EBRG @ C C 30 V6SE H MG B G @ M FRDSE HMGFR @KES D Q
G@UHMF UDQHEHDC SGD QDRTKSR
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5.5 Web Design

4GDIDASDRHEOMD FEDSRNTCDEHVM®BNKIR@GGDLOMAUSGCRGXIIBSQHANESCGR DARHSHDGDRD
RDSSHMEBRDENQGNRRD G @ UOBBDRRTKSHBKDO@MHBREDBNLO @ MGI@RMHEED QD M!
RJHMR

Important: ) MS GCompanies

RDBSISIGIN @ Y K @Web Design RDBSHMBIG DR @SS GBNESV@ QD
XNT B@M RDKDBS @ BTRSNL RJHM ENQ D@BG BNLO @M X

5.5.1 Changing the Web Design parameters
4N BG@MFD SGD 7DA $DRHFM

#KH®ekings HM SMeu A@QQ @ MCNe&kDedgh HM SGD RHCD LDMT
#KHBl. 4GD ENKKNVHMF RBQDDM @OOD@QR

In the web design section you can change the look of the PrintShop Mail Web system

)M SGD 7DA $DRHFM VHMCNYVY XNT B@M DCHS SGD VDA CDRHFM ENQ XNTQ NVM
e Default Public

Company: SDKDSCSDTAKBMBLO @ B& &/SI MIORGNVEINTMQDFHRSRBRODODR
VCGDEMGDXHRSGCDQHMS3F@NHXKDO ARHEG®GD MO TAKENBLO @ NNIRDKDBEEOE @ BIGHMD A
CDRHFM NO'®DHMNDMQR® K #NKNQR

(D@CDQ ADBNLD SGNRD NE SGD RDKDBSDC
e Skin. 3DKDBS @ RJHM HM SGD OTKK CNVM LDMT
e Font Family: 4G DPBont family HRIJHWMCDODMCOMES MRRDBHHEHMIGENMSMS @MW D@& QD
TRDENQGRDKDBBDEEMTKSHEBKMBEBNTKDODRODBHHEHMOZZR®ENMRHRRHMELCEHQRS
CDEHMDNGH KD @ COAMERDBPQDRDNGD MGEH@ROEHMNOGHR HRRHVGFERDBNEREM S
HR TRDC DSB
e Colors:

#NMSQSIEB D@ CA@BJFQNBMKIN® MTBNK®@MBNM S QBANKS QIRD @RDSHG @ S
SGRDKDBRDHRIGNTRTO O NSED BINKNHQWRQCBOMRDBGCBGC@MFOMRQNQBHMENQL@ SHN
R DD SS&ifhing guide

e Header Image:

JEXNTRNLO @G @RBKNFRO KD @GRIB @GSM0 %' HL @AXB K H B JSGEBFwse
ATSSNM &NQ LNQD HME N (Bki@gnhisigiguite RDD SGD
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General Settings - Web Design

e Default: #KHBJD®falh ATSSNM SN QDRDS SGD U@KTDR SN SGD U@KTDR SG@S
#KH®&Je SN RSNQD SGD BG@MFDR @MC SN TOKN@C SGD GbD@CbQ HL@FD HE @
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5.6 Maintenance

YMS G Baintenance VHMCMNG® CLHMHR B@@OKOQISHD LLRD Q J IEAN Q D K D SAMNMR D QFD K D SHDED L R
@QD MNS UHRHAKD ATS @QD RSHKKD RSNQDC HM SGD C@S@A@RD

Documents;: 4GDRD @QD CDKDSDC SDLOK@ S D R Foli@fidnD TSR REDBNSIH 8 @ D

Orders: /QCDQR CDKDSD Qridegp Mang&gerD RDBSHNM
Jobs: *NAR SG@S VGDQD MNS @CCDC SN BGDBJIJNTS @MC @QD MN O@QS NE @M

Actions: 4GDRD @QD C@QS@A@RD QDBNQCR NE OQDUHDVY E@HKTQDR OQHMS E@

—_— e

4GDTRDOMSDQBE@BDD G EXHKNNO SHNSMRMCDKESDLRMCDKD S @MHDCNMDRHMF

Note:
CHQDBS PTDQHDR NM SGD C@S@A@RD

5.6.1 Remove unused items
4N QDLNUD TMTRDC HSDLR EQNL SGD OQHMS3GNO -@HK 7DA C@S@A@RD

#KHSeltings HN Genu A@@ MBKH®BGMaintenance HSDEQNSEGBHAMMT4GIENKKNWRBIQPE DM

@00D@QR

The maintenance window

3DKDBGSHBHSSDLRNCDKD®MBKHBelkete @V@QMHMRR @ FABRGNV M E SBIQH B JOKM § G D
RDKDBSDC HSDLR @QD CDKDSDC EQNL SGD C@S@A@RD

4GH® B S HB\@IM MACST M C N M®G D Q D /ND@RIS Q N M@ K X HENB Q D @@A@ B J TNES G psw

Note:
COS@AQ@FRs@GEMECDQ KNB@SDC HM SGD 0QHMS3GNO -@HK 7DA VDARHSD ENK
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6 Pricing and Ordering

) MS Giricing and Ordering RDBS NEMEettings LDMTU@ QHOQPRBE@& MEQ C D QUHIVKD @RDISS HBMG-RD
CDEHMDC

The Pricing and Ordering Settings page
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6.1 Settings

) MS G®ettings VHMC MY NE GPEricing and Ordering RDBSHKNN @ ®DEHRIDUD G @MMD RA@RSRIDSSHMFR
4 G Pricing and Ordering Settings O@FDR BNMS@HMR SGD ENKKNVHMF RDBSHNMR

] 'DMDQ@K

] 0@XLDMS BNMMDBSNQ
] -)3 BNMMDBSNQ

] #NRSR

AN BG@MFD S G DPrieingvabd@@dting Settings

#KH$eftings HM SMemu A@ Q
#K H®ef®tings HM SP@dhg and Ordering RDBSHNM EQNL SGD RHCD LDMT
#KHBJEHGBTSSNM 4GD ENKKNVHMF RBQDDM @OOD®@QR

The general Pricing and Ordering page

4 G Pricing and Ordering VHMCNV BNMS@HMR SGD ENKKNVHMF NOSHNMR
e General:
e Currency 4GD RDKDBSDC BTQQDMBX VH¥Kékald @QOERD Madager HRMDBSHNMR
NE SGD RXRSDL
e Weight Unit 4GD VDHFGS TMHS HR TRDC SN CDEHMD SGD SNS@K VDHFG
SGD BGDBJIJNTS OQHMS3GNO -@H@MIDA RTOONQSR
eTax 4GD RS@QMC@QC 4@W@SHNM RXRSDL 4GD DW@BS O@Q@LDSDQR |
B@M AD LNCHEH®RXRatdd RGBSHNM | 4@W 2@SD RXRSDL B@M AD RODBH
CDO@QSLDMS NQ SDLOK@SD )E MN 4@W 2@SD RXRSDL HR CDEHMDC ¢
7DA RXRSDL VHKK TRD SGD NMD RODBHEHDC HM SGHR RDBSHNM SGD
e Payment Connector:

e MIS Connector: 4G MIS Connector RDBSHNM KDSR SGD @CLHMNBEQO@SNQ @BSHU@
#NMMDBSNQR @QD TRDC SN RDMC NQCDQ HMENQL@SHNM SN DWSDQM@K -
RS@STR BG@MFDR 4GD BNLLTMHB@SHNM LDSGNC @MC SGD SXOD NE C@ S
CDODMCR NM SGD RDKDBSDC -)3 BNMMDBSNQ @MC HR NESDM CDSDQLHMD

RXRSDL

e Costs: )M SGd@ts RDBSHNM CDE@TKSR B@M AD CDEHMDC ENQ
e Setup Costs | RTQBG@QFD ENQ RDSSHMF TO XNTQ OQNCTBSHNM DMUHQ
eRushRate ! RTQBG@QFD ENQ TQFDMBX OQHMSHMF HE @OOKHB@AKD

7GDM MN BNRSR @QD RODBHEHDEHt@EBNDO@KF®SBS KD RXRSDL CDE@TKS BN
TRDC 4N ROD BeéitpxXoS8sc D@ MRushRate NM @ ODQ SDLOK@SD A@RHR RDD SGD H
BCG@OSDXQOTAKHB@SHNM SXODR
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Pricing and Ordering - Settings

#KH®&Je SN RSNQD SGD BG@MFDR
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6.2 Currencies

YMS GOQurrency VHMCNXWTB @ BIG@MFORXRSDCRE @FRGQDMBXRXRSTIDE @B KGQDMMBO SN
Euro 4NBG@MFGBTQQDRBIXSHBKABWS Gturrency name @ MBKHIWe SNRSNSDBBG @ MFD®RD
CDE@BRKGQGQDBE®KRYWBGA@MPXBKHBIMWMNE GBQDBEGDHRHI® QJIRMGNUDQUHIIBYRXRSDL
CDE@TKS BTQQDMBX HR HMCHB@SDC AX @ AK@BJ BGDBJ L@QJ

The Currency overview page

6.2.1 Add a new currency
4N @CC @ MDV BTQQDMBX

#KHS®eftings HM SMemu A@ Q

#KH®urency HM SP@Edng and Ordering

RDBSHNM NE SGD RHCD LDMT
# K HAdd

4GD ENKKNVHMF CH@KNF @OOD@QR

Enter the name and ISO code of the currency

%MSDQ SGD O@Q@LDSDQR ENQ SGD MDV BTQQDMBX
e Default Currency: 3DKDBSG& Default currency BGDBJASINRODBISEXAD®) HMS 3-GANKIKD A
RGNTKC TRD SGHR BTQQDMBX @BQNRR SGD RXRSDL
e Name: % MSDON&@DNE SGD BTQQDMBX
elso Code: 4GDU@KDMSDUHMGBo Code EHDKICKMMORGNVINMBGCGD @FINESGDQCDQHMF
O Q N B I@R\NR®der Manager RDBSHISWRNRRHARDMS @R XLANKTB@RBGDTQN RXLANK
HM SGHR EHDKC )M SGHR B@RD SGHR RXLANK HR TRDC HM SGD LDMSHNM
#KHEe SN BKNRD SGD CH@KNF @MC ZhNrréhads oRevied Q MO @ W 5 G D
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Pricing and Ordering - Currencies

6.2.2 Delete a currency
4N CDKDSD @ BTQQDMBX

#KH$®eftings HM Sy A@ Q

#KH®urency HM SP@dng and Ordering RDBSHNM NE SGD RHCD LDMT

3DKDBS SGD BGDBJANW HM EQNMS NE SGD BTQQDMBX R M@LD

#KHBJ®BI® ATSSNM @ V@QQMHMF CH@KNF @OOD@QR #TQQDMBHDR @QD CHQTEL
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6.3 Tax Rates

0QHMS3GAKWKDA HRYNQJHMRS@R@KBRWDBG@MHBKRBNG KKD@KTD @ S@MNI6!4 4GHR
LDBG@MBRUDR®W@ SPNRQH E E D B V\ES GHDRRS @ SYIHFRO BN € B @ B NQG®M FD® W RD O O KHIBG D
OQHB®KBTK@ONENRBGDMMNESGBGDBINTGNBDRBNOOB@RAS@RINMSGBNLO @ MR
CDO@QSLDMS

AGDI@ W@ S R B S HENNMMOM G8ettings RHADMTKD SFE@®CLHMHR & @@ $N@ W@ SOQ N E HKDR
2@SDR OQNEHKDR B@M AD @RRHFMDC SN

] #NLO@MX
] $DO@QSLDMS
] 4DLOK@SD

4G QW@ FRRHFMNESDLOK@®BRGOB HFGDRSINQBEBNS @@W@ SIRODBHEN®GB DL OK @GBS
RXRSNVHRRIBGCB QW@ KIRRHFNSCBNLO@NXDO@QSLEMSS QW@ SIIRODBHBMBINL O @ M X
CDO@QSLDMS KDUDK SGD RXRSDL VHKK TRD SGD RXRSDL CDE@TKS S@W Q@SD

The Tax rates overview shows all available tax rates

ANCDEHE@DBbOQWY@ SOIRSCIRXRSDODEQ@SRW@ BKXHBEFQDEGDBU@QHMEQNMESGHE @W@ SD
CDRBQHOSHNM M@LD 4GD CDE@TKS S@W Q@SD G@R @ AK@BJ BGDBJ L@QJ HM

Objectif Lune Inc. © 2010

113 PRINTSHOP MAIL (ol

L3



Pricing and Ordering - Tax Rates

6.3.1 Add a new tax rate
4N @CC @ MDV S@W Q@SD OQNEHKD

#KHS®efkings HM SMemu A@ Q

#KHBakX Rate HNM GPricing and Ordering RDBSHNSGRHCDMTA4G Dax Rates overview O @ FIDR
RGNVM

#KHMAd 4GD ENKKNVHMF CH@KNF @OOD@QR

The Add new tax rate dialog

4GPdd CH@KNF BNMS@HMR SGD ENKKNVHMF RDBSHNMR
e Genera: % MSDQN&®DNE SGD S@W Q@SD @TMCR&KR«PerBditagé S GG D BJ Beabit
BGDBJANW HE SGD S@W Q@SD HR SGD R XAR@SyDd SKifpiEgaChatges S @B\G Q BISAIN WA G D
B@M AD TRDC SN HMCHB@SD NE SGD S@W Q@SD RGNTKC AD @OOKHDC SN
e Region:. 3DKDBC®u@y HM SGD OTKK CNVM LDMT @MC RDKDBS SGD Q&&HNM RO
N @ip code HE @OOKHB@AKD

#KH®We SN RSNQD SGD S@W Q@SD OQNEHKD @MC BKNRD SGD CH@KNF
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Pricing and Ordering - Tax Rates

6.3.2 Delete a tax rate

IO NV@OSMNEBRQINDQDLNUEQNEGNUDQUE W BDENRGRXRSCIDE @QF®@Q@ S N EHKDD K D@ D
S@W Q@SD OQNEHKD

#KH®efkings HM SMemu A@ Q

#KHBak Rate HNM GPricing and Ordering RDBSHINMGRHCUD MT4G DOax Rate overview O @ FIDR
RGNVM

3DKDBS SGD BGDBJANW HM EQNMS NE SGD S@W Q@SD CDRBQHOSHNM M@LD

#KHBelete @V@QMIEMB KINEGNV BDKD@®S @ @/@ B N EFINQID O K @B B D K D DN E H KD
Replace with OTKK CNVM LDMT

The Delete tax rate dialog

#KHBelete SNQDLNWIG B QW@ ®MNEHKBHBRNLO@MEDR @QSLOMESREDLO K @SSD@&KD C
SGD QDLNUDC s@W Q@SD OQNEHKD R @QD @RRHFMDC SN SGD QDOK@BDLDM!¢
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Pricing and Ordering - Tax Rates

6.3.3 Edit a tax rate
4N DCHS @ S@W Q@SD OQNEHKD

#KHS®efkings HM SMemu A@ Q

#KHBak Rate HNM GPricing and Ordering RDBSHINMGRHCUID MT4G DOax Rate overview page HR
RGNVM

3DKDBS @ S@W Q@SD OQNEHKD EQNL SGD NUDQUHDV AX BKHBJHMF SGD Ss@W

The tax rate properties page

#KHBt SN NODMEABGIH@KNF HM SGHR CH@KNF XNT B@M BG@MFD SGD OQNODQ
#KH&JYe SN RSNQD SGD BG@MFDR @MC BKNRD SGD CH@KNF

Important:  -NCHEHB @RS QW@ SO N EGHH&R NG E E NBSG B @ K B T K @B WNIR SHONHIM 3 RS G D
Q@ SPOOKHBUBARBOG N QCD/@ B QD@ HIRSNQDESEGMNQCDGDMQOD NQCD@HMF
BNLOKDSDC INA SGD BTQQDMS S@W Q@SD VHKK AD @OOKHDC
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6.4 Shipping Rates

SGHOOBMRSBRQB@KBTKABROOMSGIBENS @BHFAESGMHSDLRMS G @heckout &N@GGHRGD
@CLHMHR B@@INH@DMHSDHFG®® @DLOK@3\VD® DD CRNR D S Bbipping Rate Profles 3GHOOHMF
BC@OF@KBTKERGHMPIMM@AKDBNLO@@MCTKSHEREB OOQI@®I NE BGONRD@ RRHFMNBG @ S
BNLO@MX

YMOQHMS3-@HIKDABTRSNLB@R@ CEMMNQATKSHOKBTLDMNORGHO OAHMEID B G D BJINITGD
CNBTLDMS®GBGDBJINHHRNO@ QFSGR@LNQCD®OQDUHMIQRHWEIQHMS 3-@HKDAD @ B G
NQCOD@EMIENBTLDNMSFQNTOBMBTLDMSFRERHM RKIC 05 N Q C D QUQINB BIRRG N Q S DA G D
BTRSNLO@QRBRNRS@BBHOO@MBHKKKNMIXMBBGHOOBE® QRPEBP@ KB TKABGRBIAMS G NS @ K
VDHFEEGNQCDHMMGBGDBINJBRTKSINOLAN QD BB T Q@EFHB @ K B T K @BSHMWMQ C D QBIMNB D RR
SGD BTRSNLDQ VHKK AD @AKD SN RDKDBS SGD CDRHQDC RGHOOHMF LDSGNC HE ¢

Shipping Rate Profiles

Shipping Rate Profiles B@NMDCDEHMNROD B IREHE OHDMENEBR Q Q@MERQHEEDIOKDWINKIRGHOOHMF
R D QU HBippng rate profles @ Q@ RRHFMNBGALO @ ME@RRNVIHOVMDFM T RDNRDKONBVWD ESGD QNEHKDR
@QU@HK@AKD ENQ SG@S BTRSNLDQ HM SGD NQCDQHMF OQNBDRR #GDBJNTS

The Shipping Rate Profiles overview

SGHOOCQ @O NERKIKBIGEGD CLHMHRS D ER@ B MH @B DKFBSRBEM@VDHF QE@RS @ A KD
MNQ @ SP@AKBDEHMGE MHSIK@MI®DKFBSRSHKRKEKBG @ Q @DFEG R G H O CBNVRFSERK @ 3INSGDQVHRD
SGBNREROBP@ KB T KAGGEMMGISGC@ OOQNWHND@ASENEGCGNQCDTMNBTLDM MM EG BIMH ®HIaKB D K
VDHFBGS RBRRARCCDBEDEHMDGDMIRHMIGD@SPEAKRYDHFG® @ M H\GD D CSRNADC D E H MDD
SDLOK@SD

The Rates overview table
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Pricing and Ordering - Shipping Rates

6.4.1 Add a Rate to a Shipping Rate Profile
AN LOQMT@KKX @CC @ Q@SD SN SGD Q@SDR S@QAKD NE @ RGHOOHMF Q@SD OQNEH

#KH$®eftings HM Sy A@ Q

# K H8hipping Rates H M GPricing and Ordering R DB S HNS/GRHCIDMT4 G Zhipping Rate Profiles
overview O@FD HR RGNVM

#KHBGE DM @ LNE GDQNEB&SBhipping Rate Profile Properties O @ FDR G NV KIG HR@ FROG N VRG D
OQNODQSHDR NE SGD OQNEHKD @MC @ KHRS NE SGD Q@SDR HE @OOKHB®@ AKI

#KHBJAIGBTSSNM ADKRasdEWDiew S@AKD SN CHRM K@ &G B

The Add new rate dialog

% M S D\eighit @ MRate
#KH&Je SN BQD@SD SGD MDV Q@SD
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Pricing and Ordering - Shipping Rates

6.4.2 Add a new Shipping Rate Profile
AN @CC @ RGHOOHMF Q@SD OQNEHKD

#KHS®efkings HM SMemu A@ Q

# K H8hipping Rates H M GPricing and Ordering R DB S HNS/GRHCIDMT4 G Zhipping Rate Profiles
overview O@FD HR RGNVM

#KHMAId SN CHR O KA@AX CSHG@K N F

The Add new shipping rate dialog

4 G Dew Shipping Rate Profile VHMCNV KDSR XNT RODBHEX SGD ENKKNVHMF HMENQL®@ S
e Shipping Method: % MSBM @ L BI M5 G Bhipping method EHDKGHHRCDMS HBRHIDNYNMS GD
Shipping information O@FD NE SGD NQCDQHMF OQNBDBdRve3yNiF® SGRQ VHP@EXS G D
e Default Shipping Rate Profile: #G D BSGDefault Shipping Rate Profle BGDBJANWODBBHER
OQNERKR XRSITIDE@ #KE&EO0O @ M B 6 @% UDGCalculate Shipping Rates NO S HINW@ AKD S
CNMNS @ UDMBEQNE BKRIRFRH FWHRIR B3 GBXRSTIDE @QO®NEHEDP®RD @MIDTKSHOKRNEHKDR
SGD BTRSNLDQ VHKK AD @AKD SN RDKDBS NMD HM SGD NQCDQHMF OQNBD
e Delivery Time: IM @CCHSHNM@K HCDMSHEHDQ SN RS@SD SGD CDKHUDQX SHL

e Service Region: 3DKDS8G @ OO KHBewiaK RRegion HCDMSHES®®ecific region NO S HHM
RDKDBSDC SGD QDFHNM DCHS EHDKC ADBNLDR @U@HK@AKD

e Shipping Base Rate: % MS @Q @ K HDS G Bhipping base rate EHDXNR O DB 8 BEX® M H SHIEKB D K
BNRSR 4GHR HR @M NOSHNM@K U@KTD @MC TRDR SGD RXRSDL CDE@TKS

#KH®Je SN RSNQD SGD BG@MFDR @MC BKNRD SGD CH@KNF

6.4.3 Delete a Rate

4N CDKDSD @ Q@SD NE SGD Q@SDR S@AKD NE @ RGHOOHMF Q@SD OQNEHKD

#KH$efings HM SMemu A@ Q

# K H8hipping Rates H M GPricing and Ordering R DB S HINBG R HCUD M T4 G Bhipping Rate Profiles
overview O@FD HR RGNVM

#KHBG M@ LDNE GD QN E M®&DBhipping Rate Profile Properties O @ FIDRG NV MIG HR@ F®G N VRG D
OQNODQSHDR NE SGD OQNEHKD @MC @ KHRS NE SGD Q@SDR HE @OOKHB@AKIL
#GDBJ SGD BGDBJANWDR HM SGD EHQRS BNKTLM

#KHBelete SN QDLNUD SGD Q@SDR ! V@QMHMF CH@KNF HR RGNVM ADENQD CDK
6.4.4 Delete a Shipping Rate Profile

4N CDKDSD @ RGHOOHMF Q @ ShippDd)RatE ArkflesH@NiewS G D

#KHSeftings HM veiu A@ Q
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Pricing and Ordering - Shipping Rates

# K H8hipping Rates H M GPricing and Ordering R DB SHNS/GRHCOIDMT4 G Bhipping Rate Profiles
overview O@FD HR RGNVM

#GDBJ NMD NQ LTKSHOKD BGDBJANWDR HM SGD EHQRS BNKTLM

#KHBelete SN QDLNUD SGD OQNEHKD ! V@QMHMF CH@KNF HR RGNVM ADENQD CI
$DKDSO@NE @KID® LNUBQNEGRXRSDANLO @ MH®@ % SG D PRI N E KiKRORRH FAMHDKIMK N M F D Q
G@UD SGHR NOSHNM HM SGD NQCDQHMF OQNBDRR %WHRSHMF NQCDQR @QD |

6.4.5 Edita Rate

4N DCHS @ Q@SD NE SGD Q@SDR S@QAKD NE @ RGHOOHMF Q@SD OQNEHKD ODQEN®

#KH$efings HM SMemu A@ Q

# K H8hipping Rates H M GPricing and Ordering R DB S HNS/GRHCOIDMT4 G Zhipping Rate Profiles
overview O@FD HR RGNVM

#KHBGEM@LDNE GD QNE B &Bbhipping Rate Profile Properties O @ FIDR G NV MIG HR@ FBOG N V&G D
OQNODQSHDR NE SGD OQNEHKD @MC @ KHRS NE SGD Q@SDR HE @OOKHB@AKI
#KHBJ SGD VDHFGS NQ Q@B SN@KIROK@X SGD

%CHSV&ED @MC Ra@

#KH®Ye SN R@UD SGD BG@MFDR

6.4.6 Edit a Shipping Rate Profile

4N BG@MFD SGD OQNODQSHDR NE @ RGHOOHMF Q@SD OQNEHKD

#KHSeftings HM veiu A@ Q

# K H8hipping Rates H M GPricing and Ordering R DB S HINS/AG R H CLID M T 4 G Bhipping Rate Profiles
overview O @FD HR RGNVM

#KHBOM@LDNEGDQNEHW®&DBhipping Rate Profile Properties O @ FIDR G NV MIG HR@ F®G N VG D
OQNODQSHDR NE SGD OQNEHKD @MC @ KHRS NE SGD Q@SDR HE @OOKHB®@AKIL
#KHBJEIGBTSSNM SN RGNMVCHEGIKN F

%CHESDQNOD SEORQNE@NMBKHBYe SNRSNSBBG@ M F®HRHBahcel SNBKNBGDTH@KNF
VHSGNTSG R@UHMF BG@MFDR

6.4.7 Import and Export a Rates table

AGHLON@MDBDW O NNXES H MK NBVGRD @ SP@ AKBADTOC@ SMIHSGNTGIMDDENQD DMSBRPMSQHDR
UH@GDQHMS3GNHKDAHMSDQRE®@ BT Q Q MESI AXBKAD @ U @ H KEIAKD M K NA@ B K H B JSH®IF
Export ATSSHDPKNSWGRates S@QAKCD @RHD@S NRS VN JHWHSSSGDRID SHNBRL @ M T @KEX@ S D
@S QW@ FIMBEQD @csNdD WO NEHH ODMSGEHKMHBQNRNEBO K@ C@CCHS IQNVE@RBMBNLOKDSDC
SGD %WBDK EHKD B@M AD HLONQSDC

4N DWONQS SGD Q@SDR S@AKD NE @ RGHOOHMF Q@SD OQNEHKD

#KH®efkings HM SMemu A@ Q

# K H8hipping Rates HM GPricing and Ordering R DB SHNS/GRHCIDMT4 G Zhipping Rate Profiles
overview O@FD HR RGNVM

#KHBG DM@ LDNE GD QN E ME®&Bhipping Rate Profile Properties O @ FIDRGNV MIG HR@ F®G N VRG D
OQNODQSHDR NE SGD OQNEHKD @MC @ KHRS NE SGD Q@SDR HE @OOKHB@AKI

#KHBX Bxport ATSS MM KNYG Rates overview S @ AKSOE Dpening VHMCNWMEXNTYDAAQNVRDQ
@OOD@QR

#GNNRD SN R@UD SGD EHKD SN CHRJ @MC NODM SGD QDRTKSHMF EHKD %WBI

4N HLONQS @ Q@SDR S@AKD EHKD SN @ RGHOOHMF Q@SD OQNEHKD

#KHS®efings HM SMemu A@ Q

# K H8hipping Rates HNM GPricing and Ordering R DB SHNS/GRHOCIDMT4 G Bhipping Rate Profiles
overview O@FD HR RGNVM
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Pricing and Ordering - Shipping Rates

#KHBJ SGD M@LD NE S G3hippiqgNRatel Rrofile £@ierties O@FD HR RGNVM
#KHBJ 8@ ATSSNM ADKRhsd@miew S@AKD ImpaD CH@KNF HR RGNVM

The Upload rates file dialog

#KHBdvse @MC M@UHF@SD SN SGD EHKD NM XNTQ KNB@K G@QC CQHUD

#G DBIGIBnore headers NOSHNWMFMNQ@DBEMENQL @S NRHINEG BH QQRBN S G B WBODXBTLDM S
4GD HLONQS OQNBDCTQD VHKK RS@QS QD@CHMF @S SGD RDBNMC QNV NE SGI
3D K D B SOg%@Giite duplicates BGDBJANW SN NUDQVQHSD CTOKHB@SD VDHFGS U@KTDF
#KHBVe SNRS @TDKN@ G6MHKMBBEGDOKN@ENBBIRALOKDSBOH@ KKMBKNRMEG D
Q@SDR NUDQUHDV S@AKD VHKK AD TOC@SDC .DV DMSQHDR @QD RGNVM HM A
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6.5 Calendar

4 G Dalendar Settingg RDBSHBBRE@® CLHMHR S0 @HSMIW N Q J HB@ X\RES G D Q HOIGEN U HE M RD S Tad
KHRS VHSG QDRSQHBSDC NQCDQ C@SDR 4GDRD HSDLR @QD QDEKDBSDC HM SGD |

The calendar dialog in the ordering process

4 G Bestricted Order Date NOSHANMSRE @ CLHMHRSE Q@B O DB KAHEDRAGNKHE@X@NEETRSNLDQR
V H KIK\ 8 D@ A KSDR D K 585D R X(R@ S @RS G D Q DE D @ G H O OH@$DG D RD@ S B @ MD@R O D B 1€ EBHEE
SGUDDJD F3@STQC@MXETMC @ X@ROD B ICFEHRB SNADQ NQ@QDOD @S BSP@MT @RX
NQ $DBDLADQ SG

4GIRODBHEBRS Q HESTII® X& QBK D @LQEXQYJ MG G B @ K D M@ M@BX@ MNSDRDKDBEGMB@KDMC @ G
QDEKBEYRH QR X ESGIVDDJBTQQEMISSBGRDKDBEBOHOOG@SDNQJIHE® X R DR S Q HNBSDIQ
COSBRERS@MC@UNC TBSHNMESGB SDLHREGBGDBINTBNOSHN M@ KKKKN\CIECS ERQTRG
NQCDQR

The Calendar settings page
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Pricing and Ordering - Calendar

6.5.1 Add a Restricted Order Date
4NAdd QDRSQHBSDC NQCDQ C@SDR

#KHS®efkings HM SMemu A@ Q

#KH@®@alendar HM SP@dhg and Ordering RDBSHNM NE SGD RHCdend&yMO@F#B®DHR RGNVM
#KHMAId ADKNYV BeGticted Order Dates NUDQUHDVY 4GD ENKKNVHMF CH@KNF @OOD@QF

Enter a date and description for the new Restricted Order Date.

4GD CH@KNF BNMS@HMR SGD ENKKNVHMF EHDKCR SN BNLOKDSD
e Date: %MSDQD&8GD4AGD C@SD DMSDQDC RGNTKC ENKKNVY SGD C@SD ENQL@S
e Recurring Date: #GDBJ Re&lringDate BGDBJANW SN QDOD@S SGD Reghittéd XD @ QKX
Order Date overview RGNVR @ RHMFKD DMSQX ENQ EHQRS NBBTQQDMBD NE SGH

HBNM HR RGNVM HM SGD RDBNMC BNKTLM /MBD SGD C@SD HR QD@BGDC
ENQ SGD MDWS NBBTQQDMBD

e Description: %MSDQ @ CDRBQHOSHUD S DWDBedemptipnS GHIMW IC@ SSIGHR ISR INO SHN M (
BQD@SD @ LTKSHKHMFT@K CDRBQHOSHNM @ CDRBQHOSHNM SG@S RVHSE
-@HK 7DA TRDQ HMSDQE@BD @CC @ CDRBQHOSHNM @BBNQCHMF SN SGD
RSQHMF ENQL@S ,@MFT@FD RSQHMFR RS@QS VHSG SGD ODQBDMS@FD B
HM VGHBG SGD VNQCR @QD INHMDC VHSGNTS RO@BDR @MC @QD B@OHS@
RGNTKC DMC VHSG SGD ODQBDMS@FD BG@Q@BSDQ D F 1ITDDMRC@X

BTARDPTDMSKX XNT RGNTKC @CC SGHR RSQHMF S NaSdudyes GROBISHR M @ & FSI(
3DSSHMFR RDBSHNM

English
cQueensday=Queen's Day
cNewYearsDay=New Year's Day

Dutch
cQueensday=Koninginnedag
cNewYearsDay=Nieuwjaarsdag

#KH®Je SN @CC SGD MDV QDRSQHBSDC NQCDQ R@tScd@deCiaN o@DisWw. QM SN SGD

6.5.2 Change the Working Days
4N BG@MFD SGD VNQJHMF C@XR

#KH®efkings HM SMemu A@ Q

#KH@®@alendar HM SP@dnhg and Ordering RDBSHNM NE SGD RHCdend&rMO@FBDHR RGNVM
#KHBJEIGBTSSNM ADKGManE&GI2ttings RDBSHNMId4GBH@KNF @OOD@QR
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Pricing and Ordering - Calendar

The Edit calendar settings dialog

#GDBJ SGD BGDBJANWDR NE XNTQ QDFTK@Q VNQJHMF C@XR
#KH&JYe SN RSNQD SGD BG@MFDR @MC BKNRD SGD CH@KNF

6.5.3 Delete Restricted Order Dates
4NDelete @ QDRSQHBSDC NQCDQ C@SD

#KHSeftings HM veiu A@ Q

#KH@alkendar HM SP@dng and Ordering RDBSHNM NE SGD RH Cadkend®MJ@F®DHR RGNVM
3DKDBS NMD NQ LTKSHOKD BGDBJANWDR HM SGD EHQRS BNKTLM

#KHBelete ! V@QMHMF CH@KNF HR RGNVM

#KHBK SN QDLNUD SGD QDRSQHBSDC NQCDQ C@SDR

6.5.4 Import and Export Restricted Order Dates

AGTHLON@$1DW O NNYBS H NaMKR NS\GR DR S Q HNESSIID® S B @ ASMDTOC @ S@M DD C D E S G NSTGsD
MDDENQD DMSOC@MSQHEBGDQHMS3-GANKKDAHMSDQ H@ BBT Q Q SMIA K B MO @ U @ H KENAXK D
CNVMKNAX B KHBJSI®IBxport ATSS MM KNG Restricted Order Dates S@AKIEDD @ RHD®SSNRS@ QS

VNQJHWHSSG D RIID SHMWBRAL @ M T @K® X @@D@ S®OM B Q D @&BND W O NEHKDDMSGBEHKMHBQNRNES
%WBDK @MC @CC NQ LNCHEX SGD C@SDR /MBD BNLOKDSDC SGD %WBDK EHKD B@

4N DWONQS SGD QDRSQHBSDC NQCDQ C@SDR S@AKD

#KH®efkings HM SMemu A@ Q

#KH@®@alendar HM SP@dnhg and Ordering RDBSHNM NE SGD RHCdend&rMO@FBDHR RGNVM

#KHBJX Bxport ATSS MM KNYG Restricted Order Dates S @ AKSBG Dpening VHMCNWEXNT@DA
AQNVRDQ @OOD@QR

#GNNRD SN R@UD SGD EHKD SN CHRJ @MC NODM SGD QDRTKSHMF EHKD %WBI

4N HLONQS @ QDRSQHBSDC NQCDQ C@SDR S@AKD EHKD

#KHS®ekings HM SMemu A@ Q
#KH®alendar HM SP@dhg and Ordering RDBSHNM NE SGD RHCdend& MO @#®DHR RGNVM
#KHBJ 8@ ATSSNM AD KReMriGad Drder Dates S@AKD Imp@D CH@KNF HR RGNVM
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Pricing and Ordering - Calendar

The Upload restricted order date file dialog

#KHBdwse @MC M@UHF@SD SN SGD EHKD NM XNTQ KNB@K G@QC CQHUD

Ignore  headers: 3DKDBGSHROSHSINHFMNS®MME N Q L GRSHINOND I G [E H QRISW ES G D6 W B D K

CNBTLDMS 4GD HLONQS OQNBDCTQD VHKK RS@QS QD@CHMF @S SGD RDBNMC
Removes Existing Dates:

3DKD8G Remove Existing Dates BGDBJANNCDKD® BKWHR DHWSFQ HD R
ADENQD HMRDQS SGD C@SDR

#KH&YVe SNRS @MDKN@ GCIEMHKMBIEGDOKN@ENBEBMBNLOKDSOOH@ KNBKNRMEG D
C@SDR S@AKD VHKK AD TOC@SDC .DV DMSQHDR @QD RSXKDC HM ANKC
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7 Production

)M S@8rbducton RDBSHNM $ENGGDDMT RDUDQ@K OQNCTBSHNM QDK@SDC SNOHBR B@M

The Production Settings page

Objectif Lune Inc. © 2010 126 PRINTSHOP MAIL El N



7.1 Production Settings

)MS G Settings VHMC N N& GProducton RDBSHKNNB@ KD EHRMDUD Q@K CTBRBDERDSE H MG R

Production Settings

O@FD BNMS@HMR SGD ENKKNVHMF RDBSHNMR

] OQNCTBSHNM 4HLD
] OQHMS OQNCTBSHNM #NMMDBSNQ

4N BG @ M FRrodu&tibn Settings

#KH$®efkings HM SMemu A@ Q
#KH$®eftings HM SP®bDucton RDBSHNM EQNL SGD RHCD LDMT
#KHBIJERIGBTSSNM 4GD ENKKNVHMF RBQDDM @OOD®@QR

The Production Settings page
4 G Production Settings VHMCNV BNMS@HMR SGD ENKKNVHMF RDBSHNMR
e Production Time: 4 G Producton RDBSHNM KDSR XNT BG@MFD CDE@TKS U@KTDR E
O@Q@LDSDQR 4GDRD RDSSHMFR @QD RXRSDL VHCD @MC B@M AD NUDQQ
e Standard Production Time: )M S Gténdard Production Time OTKK CNVM LDMT SGD MTI

NE C@XR SN OQNCTBD CNBTLDMSR B@M AD CDEHMDC 4GD U@KTDR Q¢
OQNCTBSHNM SHLD HR TRDC SN B@QKBTK@SD SGD EHQRS ONRRHAKD R
OQNBDRR 4GD DMC TRDQ G@R SGD NOSHNM SN RDKDBS @ CHEEDQDM
RDKDBS @MX NE SGD C@SDR L@QJDC @R RS@MC@QC OQNCTBSHNM St
RDBSHNM @QD @TSNL@SHB@KKX @OOKHDC SN MDV SDLOK@SDR

Rush Order Production Time: 4 G Bush Order Production Time OTKK CNVM LDMT CDEHN
SGD MTLADQ NE OQNCTBSHNM C@XR ENQ QTRG NQCDQR 7GDM SGD DN\
HLOKHDR @ QTRG NQCDQ SGD QTRG RTQBG@QFD HR @CCDC SN SGD O
NQCDQ OQNCTBSHNM SHLD HR RDS SN MN QTRG NQCDQR @QD @BBDC
Include Today In Production Time: 7GDM BGDBJDC SGHR NOSHNM CDSDQLHMLEL
C@SD HR BNTMSDC @R @ OQNCTBSHNM C@X ENQ NQCDQR Xde8DC AD
Placed Before OTKK CNVM LDMT

e Orders Placed Before: $DEHMDR SGD S Hhdude dday $1@roduction time NOSHNM

7 G DM [@thindard Production Time HR R ODBHE H Dielu@eNraila$ {a Broduction Time
BGDBJANW HR BGDBJDC HS HR ONRRHAKD ENQ BTRSNLDQR SN NQCDQ OQt
NQCDQDC ADENQD S@derfpladedibettore D CSHLD
AGDCDE @ UK@X NIES G Drders placed before OTKK CNVM HRMT GNTQRGDRDSSHMFR
C D EH MDBG Production RDBSHKHINMXRSITIDE @QRESSHAMWR QDRDEN@ KSKOLOK @ SR
OKPONRRHARDDBARXKCTBRBENSHIMKIS DL O K @ BB Publication Types R DB S H3NDME N Q
LNQD HMENQL@SHNM!SGDOBGKHBIMEHNM SXODR

e Print Production Connector: 4 G Print Production Connector Framework HR ATHKC NM SNO NE
LNCTKD EQ@LDVNQJ @MC HR B@KKDC VGDM BQD @ SHM Pradaigctior@setttig® QHM S H
O@FD CDEHMDR Hi6tPraguBt®iiCbbnector
&ENQNQBI MENQL @S BNs®rint Production integration guide 4 GHGRNBTLD®BER B Q At
Production Framework @MC SGD NOSHNMNWMLRo NIE BSGBIMMDBSNQ

#KH®&Je SN RSNQD SGD BG@MFDR
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7.2 User Input Field Defaults

4G DJser Input Field Defauts NOSHNRHMSQNCSBBREQD@LEBWDAENQBNMEHF T Quar QHININE D
0OQHMS3@NHK AKHRGBNBDRRLDRHFNEIQQHMS3@NINBTLDB@WMRBGDQHMSR@ N® A
HMSDQEMBBM®MFGDQDRDMS@BADNG@ UMENI RDIHM OEB D KAORC DRHFB@®DE @ QH® RO DBSR
KHBGEMOS SO DK @HMWWSL @ FIIDKN @ GDBJANSB@ MIC@ JIBEHDKEZP THADSSHMSGDEB DK CR
B@M AD @ SHLD BNMRTLHMF S@RJ DRODBH@KKX VGDM OTAKHRGHMF CNBTLDMSR

| FNNOW@LOHKRRATRHMBRRAEDB @ TRTRHMB @R SRO HB @NEKKEGD EKOIGEHQRGLIK@RS
M@LONASHSENMD L@ @C CQDIGREHQRRMK @ R¥ L B H D HaD@FRDX O H B@IKKTXH BIDTHICMREN TLHF G S
V@MSNTRO@QDFTK@N® Q D RRHHDSWL) @ KHC@ PMSEXOGD L@WKCCQDRRHCHPRHKRTLHFGS
V@MS SN KHMJ SGDRD EHDKCR SN SGD @BBNTMS HMENQL@SHNM NE SGD UHRHSNC

YMNQCB® QDU SME DRHF BIBNME HSTODIEBD D EGIR @ BASTRHMB@RSOLOK@SMCLHMHRSQ@
B@RBQD@SIDE@RRSSHENRRDBMOES DKLRDRPDSSH@EOR O OKSNSIG DT RDAMO ES D GO M
OTAKHR®@WRAMS3GANMBENBTLDESOQHMS3GNKKDA )M S G HRQ N B DSRERR X R S [BlQ H B RE H M@
L@OOHMF ADSVDDM SGD C@S@ EHDKC M@LD HM SGD SDLOK@SD CNBTLDMS @MC S

ANHMUNSGHOR NBBRKRDRHFMDDGCRRODBHEGM ® L NES GDC D E @H K3 IH M GRemarks property
HM OQHMS3GNO -@HK 4GD M@LD NE SGD $DE@TKS HSDL RGNTKC AD RTQQNTMCD

JE@QL@ SBMSEENTMEZKMDAENQD @ Q@ LDO@MPRSQHEQNEGEDE @AEB@ MRSNQDKSEGBIMOTS
EHDKC

7.2.1 Add a new User Input Field Default item
4N @CC @ MDV TRDQ HMOTS EHDKC CDE@TKS HSDL

#KHS®eftings HM SMemu A@ Q
# K HBsér Input Field Defaults HM SGD RHCD LDddTnput Gi€ld Defaults overview O@FD HR RGNVM

The User input field default overview

#KHBJ ARG B TSSNM AD KUsét IgpGtBield Default overview SN RGN Vit&Foperties O@FD
4 G em Propertes O @FD BNMS@HMR SGD ENKKNVHMF RDBSHNMR
e Generah %MSDQ @ M@LD ENQ SGD TRDQ HMOTS EHDKC CDE@TKS HSDL @MC
SDWS VGHBG @OOD@QR ADKNV SGD C@S@ DMSQX EHDKC

e Web Form Parameters: 4 G Web form parameters HM SGHR RDBSHNM @QD TRDC SN CDI
@O0OD@Q@MBD NE SGD EHDKC 4GDX CDODMC NM SGD RDKDBSDC EHDKC S
ENKKNVHMF EHDKC SXODR

e OK@QHM SDWS
e OTKK CNVM

e OGNMD

e )L@FD TOKN@C
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Production - User Input Field Defaults

e #NKKDBSHNM
e #GDBJANW
e 2ZHBG SDWS DCHSNQ
e 2DFTK@Q DWOQDRRHNM
e Default Value: 4GD NOSHNMBefaulv@®D RDBSHNM CDEHMD SGD HMHSH@K U@KTI
U@KTD B@M AD NUDQVQHSSDM AX SGD DMC TRDQ
3DD ENQ LNQD HMEN Q e PtopeMiesd AIGB 3SDSSHMF TO 7DA &NQLR BG@OSDQ
#KH®&We SN BQD@S @ MDV TRDQ HMOTS EHDKC CDE@TKS HSDL

Note: 7GDM@2MDWHRSHRVDBAMOEHDKITE @HBPEHSHEB G @ M KDARDM K& O O KMIND VT RD Q
HMOESDKICRDRHFBEOQ®GC@MEFGYDAENQOQNOD (ESHD@&BTRDYMOES DKED @ B G
SDLOK@BD @ Q @ DK TWR®D @MDVIRDIQMOEEHDKRE @ CORHMIR DS ECDE @ TSGR
OQNODQSHDR NE SGD CDE@TKSR @QD BNOHDC SN SGD MDV HMOTS EHDKC S

7.2.2 Arrange User Input Field Defaults items

/M S GUser Input Field Defaults overview HSB R NRRHMNOD Q @3FBSDLRKGDR@CLHMHREBOO®GNPR S
KHIDEQIQ@ MFIONESKBH MOE B DKLORINQC DES GEHD KRG NVWIGD MOTRDRQD @ @MV NA4N
@QQ@MFD SGD TRDQ HMOTS EHDKC CDE@TKS HSDLR HM SGD NUDQUHDV

#KHSeftings HM veiu A@ Q

# K HBsér Input Field Defaults HM SGD RHCD L DddrTnput Gi€ld Defaults overview @OOD@QR
#KHMAknge 4GD ENKKNVHMF RBQDDM @OOD@QR

The User input field defaults overview with the possibility to arrange the items

4GD NQCDQ NE SGD HSDLR HM SGD NUDQUHDV B@M AD BG@MFDC AX CQ@FFHM
#KH®Je SN RSNQD SGD BG@MFDR

7.2.3 Delete an User Input Field Default item
4N CDKDSD NMD NQ LTKSHOKD TRDQ HMOTS EHDKC CDE@TKS HSDLR

#KH$eftings HM SMeiu A@ Q

# K HBsér Input Field Default HM SGD RHCD L DddrTnpuyt Gi€ld Default overview O@FD @OOD@QR
3DKDBS SGD BGDBJANW HM EQNMS NE SGD TRDQ HMOTS EHDKC CDE@TKS HSDLI
#KHBelkte. &§HQRS @ E SDQK BIKWWHB GDMF@ QMHMF CH@KNF SGD TRDQ HMOTS EHDKC +

7.2.4 Import and Export an User Input Field Default list

4G Export TRDIQM OE H DEIE @ TNKBERHNDSN DW O N@BS, EHKNB S&G DR DIQM OE H DEKITE @ TEKENRL
OQHMS3GNO -@HK 7DA 4N DWONQS SGD TRDQ HMOTS EHDKC CDE@TKS HSDLR

#KH$eftings HM SMeiu A@ Q
# K Hsér Input Field Default HM SGD RHCD L DsdrTnpuyt Gi€ld Default overview O@FD @OOD@QR
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Production - User Input Field Defaults

#KHBGEBExport ATSSKMKNS/GUDser Input Field Defaults overview. 4G pening VHMCMEGUDA
AQNVRDQ @OOD@QR

#GNNMBDR@ BB EHENCHRIMEODSIGRDRTKEHKHBL format  SNQ D @NED C 155 0 @ S/@ S@ M
8-, DCHSNQ

4G Dnport TR DKM OH B DKITE @ NKOSSFRHKNMXRI THL O N@&-, EHK B STGR DKM OF 8 DAKICE @ NKVS B User
Input Field Defaults overview O@FD 4N HLONQS SGD 8-, EHKD

#KH%efings HM SMemu A@ Q

# K HBsér Input Field Default HM SGD RHCD LDgdrTnpuyt Gi€ld Default overview O@FD @OOD@QR

#KHBJ @@ ATSSNM AD KUs& I§GtBield Defaults overview. 4GDnport CH@KNF @OOD@QR

#KHBdwse @MC M@QUHF@SD SN SGD EHKD NM XNTQ KNB@K G@QC CQHUD

#G D B3 GRemove Existing User Input Field Defauts BGDBJANWDLNWGDWHRIRVBMOEBDKC

CDE@ EKBENRE GDNUDQUHBYGRemove Existing User Input Field Defaults BGDBJAHNRMYNB GDBJDC

DWHRSHDMERD TRKQRA@HMS @ HEMMDIO KHB@BBMOES DECE @ TAQRNTMIGORDRMOES DKC

CDE@TKSR @QD TOC@SDC A@RDC NM SGD C@S@ ENTMC HM SGD TOKN@CDC E
#KH®Je SN BKNRD SGD CH@KNF @MC TOKN@C SGD RDKDBSDC EHKD
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7.3 Output Folders

/ITSOTENKC D@BNKCDRRENRSNRD @ G$B E H IS BM® MDO$&NTSORFBMD Q @GSMQ HM S 3@NHX
CNBTLDMSEBGIBHFGDRNK TEHINERS @ SSHHIBCNBTLDMSRDSNSGDM@ S TNQIDS O ESI K C BAAAN S
BNMMDBSDC SN @ O@QSHBTK@Q BNLO@MX

4GINODQ @/SNKGN S D@ A KSDR D MAC$ &C N B T L D MR D BSKXD Q H M@ Q NN K DI® S DSG® X R S WH K K
OK@®BNONXEGD$&CNBTLDMMO QD CDENMDIE N K CHEHRN K GHDRON B @ B BBG Output ENK QD Q
Files ENKCBQB@ BBBIGDQHM S 3-GANHKD A V D AR H EIN K C DI@ HIRD M S @ DK@ SBHINVG @@BIRMRE NK CD Q
B@KR&LIt )MNQCBSQOLNUDSGEHIDNSGDQHM®TQH S HANMIEKK B @ SRIBIHRO YW D P TH GED D
OK@MDS T@DSBR3I GDRINNREB N TKICM H SS\GE N K C R ) R @ B BB@G Output folder @ MQDLN WG BEHKDR
NMBD SGDX @QD OQNBDRRDC 4GD M@LD NE SGD QDRTKSHMF OCE EHKD HR NQCE

7GDMSGINODQAOVEA R SRMNTSOBSE I NBTLDMEDB @ MR DS G Benerate output ATS S NNWS G Dob
Properties O @ FID-plant NQCDQ@RBIB G N O D Q @BXMH@JIFHBenerate output ATS S KM EGEend to folder

N O S H& MQutput folder @ QRDKDBRMBOI OXNE GO HFGDRNK TIBHQRINEME D $ &V HKIOBNOHPNS GD
RDKINBTSOEB K KINB @B BGdtput ENKCYM3 G RO NBSRBBNBTLDWHKIEOQDM @ LDNS G Pp$ N B G D
INA 4N DMRTQD SG@S SGD CNBTLDMSR M@LD VHKK AD TMHPTD @MC QDEDQ SN SG

AGI®@CLHMHRS@®OQON@SOCHS NN B @IS K C DGR RTRDQDEH MWD SOES K C B @RD@ R R HFSNOC
CNBTLDMS

YEOQHIMB R QDNB® TSNL@ S IOD@KKUEQNSGHRKCOHQ@D QHMARTRADQDLNUD@MT @K®NXL

SGHRIKCAX@ MW ODQ @SMMI TLADNINTSOENKCBQ@B% MD@ C C BIE MK H L HISDNCT S O E B K (BDE@)M
AD RDS ENQ D@BG CN B PublchtiSn Uype® SREDBSHN M

7.3.1 Add a new output folder
4N @CC @ MDV NTSOTS ENKCDQ

#KH$efings HM SMemu A@ Q
#KH@®ulput folders HM SGD RHCD L Ouplt Fdl@B overview @OO0OD@QR

The Output folders overview

#KHBJ A B TSSNM AD KOUpuBHslBers overview SN RGNVAGGOH@KNF

%MS@Name ENQGCGINTSOESKCPEDVM@LMNESGINTSOES KCIDADXNMKEKNMS @BENKKNVHMF
BG@QQ@BSDQR TOODQB@RD @MC KNVDQB@RD BG@Q@BSDQR C@RG @MC TMC
#KH®We SN BQD@SD SGD MDV ENKCDQ

7.3.2 Delete an output folder
4N CDKDSD @M NTSOTS ENKCDQ

#KH$eftings HM SMemu A@ Q
#KH®ulput folders HM SGD RHCD L Ouiplt Fdl@B overview @OOD@QR

SDKDBSWTSOESIKCOXBKHBISGMMIBGDBIAMMEQNMESGIENKCWVM@ LD MB KHBekte 4GD
ENKKNVHMF CH@KNF @OOD@QR
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Production - Output Folders

The Delete output folder dialog

SDKD®S DWTSOESNKODWGReplace With OTKK CNVM L40GMHTRH KGKR RHFWID VCDE @NKSO TS
ENKCDQ SN SGDRD CNBTLDMSR SG@S @QD @SS@BGDC SN SGD RDKDBSDC ENK
#KHBelete 4GD RDKDBSDC NTSOTS ENKCDQ R @MC SGD CNBTLDMSR BNMS@HMD

7.3.3 Enable the download link

$N VMK NKBHBI@R)@ C C 3GS G DN R § D B DHUSSD LHRV GOutput  History overview "X CDE@SGEBNVMKN@ C
KHMH KKK QNMSGRNB@KGSRIBE TISNSGBHFBBSB T QRIBXS HMBBRHM S3@NBD A )MNQCB R
DM@AKD SGD CNVMKN@C KHMJ

#QD@SD @ SDWSUpHtKENKMCBG@GD@MC M@ LD S GH Kildsdidt/.h&a&c@8 BD RR

4GD OTQONRD NE GS@BBDRR EHKDR HR SN OQNUHCD @ LD@MR SN BNMEHFTQ
L@HM BNMEHFTQ@SHNM EHKD -NQD HMENQL@SHNM @ANTS GS@BBDRR EHKDT
GSSO GSSOC @O@BGD NQF CNBR GNVSN GS@BBDRR GSLK

ICC SGD ENKKNVHMF BNCD SN SGD GS@BBDRR EHKDo@pt GENKKNOD @ BBMER R SR KD
ENKCDQR 2DOK@BD SGD XNTQHO@CCQDRR VHSG SGD )0 @CCQDRR NE XNTQ
&HKDR-@SBG
/QCDQ !KKNV $DMX

IKKNV EQNL XNTQHO@CCQDRR

&HKDRL@SBG

5RD SGD ENKKNVHMF BNCD SN OQNUHCD @BBDRR SN OCE EHKDR
&HKDR-@SBG OCE
/QCDQ !'KKNV $DMX

IKKNV EQNL XNTQHO@CCQDRR

&HKDRL@SBG
5RD SGD ENKKNVHMF BNCD SN OQNUHCD @BBDRR SN OCE @MC YHO EHKDR
&HKDR-@SBG OCE[YHO
/QCDQ !'KKNV $DMX
IKKNV EQNL XNTQHO@CCQDRR

&HKDRL@SBG
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7.4 Job options

7HS®b Options HSHRNRRHMBG @ MFEBG @ Q @ B'S INGHR\EDIG @S REHKDA®H M S 3-GNHKD ATR DR
INANOSHNMRDERD QD@ RNEFOQANERGDMQD @ MSMRTSONEQHMS 3-GANHEKN B T L D M'SR
CDE @UEISBIGN 0@ HKDAG @ ROQEMR S @ K A\DICS HANHVK PIH O NRRHSANKDKN @ CCH S HINAI@ 8 HN M R
EHKDNRAN O S HANHKED@ADB Q D @ SRIEMBFQ N ABHR S HK XIDAH SSGIE D S S HAMWIR @ U FSMGMR D S S HIWBR
EHKD )S HR MNS ONRRHAKD SN CDKDSD SGD OQD HMRS@KKDC INA NOSHNMR EHKD

*NANOSHNMR@®ROK@HMEHK@EBNLLNMDWSCHSKRBINSDO@C B@MDTRDSNBG@MS0BD
RDSSHWNSR EHKIDQHMS3-GANHKDACNDRNS @ U® WO SHSIND QDEKHFGI® SH EMR@RI 6 @ MMN S
CDSDQLHEINANOSHEMRE @ KHEMT @KENSINENOSHEMR® RO UDNN AN O S HRNHVKEDGRD @ SREM F
IBOQNASHR SHK@EMNSNQDOQNOD@KMEBNTKE@ T RID M C D @M -Q@RIDR T QHG @S T @ UPDRSD C
XNTNANOSHEMRBMSEDLOK @SBNMBPHMS 3@HID AADENQ@IJHMEBSDLOK@BBTLD@Y @HK @ AK
SN XNTQ BTRSNLDQR

Note: OKD @QNRNDSPHGC HE @ FAENLOQDRRBEBHAWMWNEEDNANOSH M RDNRKEXEEBBS L @ @ SHM
SGD 0$& CNBTLDMS 7GDM @ CNBTLDMS BNMS@HMR UDBSNQ C@S@ XNT VNM S

7.4.1 Add a new job options file
4N @CC @ MDV INA NOSHNMR EHKD

#KH®ekings HM SMemu A@ Q
#KH®E Options HM SGD RHCD LDMT 4GD ENKKNVHMF RBQDDM @OOD@QR

The Job options overview

#KHAId 4GAdd CH@KNF HR RGNVM
#KHBdwse @MC KNB@SD SGD INA NOSHNM EHKD
#KH®We. 4GD INA EHKD HR RSNQDC @MC SGD MDV INAONIOSHNVDHRI W DC SN S

7.4.2 Delete job options files
4N CDKDSD @ INA NOSHNMR EHKD

#KH$efings HM SMemu A@ Q

#KHM®E Options HM SGD RHCD LIDbMOptigh€dverview @ OOD@QR

3DKDBS NMD NQ LTKSHOKD INA NOSHNMR EHKDR AX BKHBJHMF SGD BGDBJANW
#KHMBelete 4GD ENKKNVHMF CH@KNF @OOD@QR
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Production - Job options

The Delete job options dialog

#KHBK SNCDKDSS®BDKDBISINMCOSHEMRPRB TLD MBIREEDNOGBP KD SWAIOSHEMRBRKR D
SGD RS@MC@QC INA NOSHNMR EHKD HMBKTCDC VHSG 0QHMS3GNO -@HK 7DA
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7.5 Printers

) MS Grinter Roverview E Q N& G$ettings

RDB S NSIG @ U @ H KOAKWCHEDJIRI R O K @HGHIRH RO QNUHCDC
AX OQHMS3GNO 3DQUDQ 3SNOOHMF @MC RS@QSHMF 0OQHMS3GNO 3DQUDQ VHKK QI

0Q H M SSIQE@RSQID@ Q J D/GH S@Q D € B NHWG G B H GBRK T LWH KKV B G NV OH M6 G D Q H MKSHDRDES G Output
CH@KNF OQHMSDQR SG@S @QD L@QJDC VHSG @ FQDDM HBNM VHKK RGNV TO HM

C

<

7.5.1 Change the status of a printer

4N CHR@AKD @ OQHMSDQ ODQENQL SGD ENKKNVHMF RSDOR
#KH®eftings HM SMemu A@ Q
#KHMBidters HM SGD RHCD LPrivitdrs 4&iew O@FD RGNVR @ KHRS NE SGD @QU@HK@A

The list of printers is refreshed when PrintShop Server is started

#KHBJ SGD HBNM HM EQNMS NE @ OQHMSDQ M@LD SN BG@MFD HSR RS@STR
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8 E-mall

4GD%» L@RRSSHRIFIRSHHRMRDSNRDFOD L@ WK SHEHBGA/HMORDME L@QHRRR @ ADARD M
NQCDQR @QD BQD@SDC NQ VGDM SGD RS@STR NE @M NQCDQ HR BG@MFDC
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8.1 E-malil Settings

7GDMQHMS3-GNHKDARDMORL@HRRR @ FPRRXRSICIDE @D KS@ R S S H@ GRR D G G [E-malil
Settings O @ FRGNVIRMEN Q L @GESAINTES B T Q Q IMIS@ MR S SH ME BE-mail  Settings O @ F@ K K NS/GRD
@CLHMHRSQ@SNQ SN DM@AKD SGD RDMC D L@HK LDRR@FD NOSHNM @MC RDSTO [

8.1.1 Configure the E-mail settings
4N BG@MFBmaiGBtings ODQENQL SGD ENKKNVHMF S@RJR

#KH®eftings HM SMemu A@ Q

#KH$®eftings HM SFEaiadl RDBSHNM EQNL SGD R HEnmillSBtihdgs 4G@ FD @ OOD@QR
#KHBt 4GD ENKKNVHMF O@FD @OOD@QR

The E-mail Settings page

#G@MFD SGD RDSSHMFR SN LDDS SGD QDPTHQDLDMSR NE XNTQ DMUHQNMLDM
e Send E-mail on Order Status Change: 3DKDBGHRO SHNNRDM@NMD L@QHBRR@RBDUDQX
RS@STR BG@MFD NE SGD BTRSNLDQR OQHMS INAR SN XNTQ BTRSNLDQ

e Sender Name: %MSDQ SGD M@LD NE XNTQ BNLO@MX NQ VDA RDQUDQ

e Sender E-mail Address: %MSBQBNLO @ ME clR@ HEBKC C Q DRGRHARC C Q HRRH R HB KDG D
BTRSNLDQ

e SMTP Server: %MSDQ SGD M@LD NE XNTQ NTSFNHMF L@HK RDQUDQ

e Character Sett %MSSGBG@ Q@ BRPBARENSGD L@HBRR@MDF54& NQRN
"X CDE@TKS SGHR EHDKC HR RDS SN 54&

e SMTP Authentication: 3DKD8GB G DB JANB\WNBIRTP authentication @ M8 ®@OP before SMTP HE
XNTIBO )MSDQ¥DGU HBYNUH QIXQ BNRSFNIDMF@ AIK SBIHK @ Bk RDDRD @LQ)>S GHR
NOSHNM HE XNT DWODQHDMBD OQNAKDLR BNMMDBSHMF SN XNTQ L@HK RO

e UserName @ MRassword: 3DSR SGD 34-0 TRDQ M@LD @MC O@RRVNQC
#KH®Je SN RSNQD SGD BG@MFDR @ MEMSiNSeQiyS T@M EN SGD

8.1.2 Test the E-mail settings

ADRSGCGD LORBOSSHMNMRJDRTQDRDQROBDHGIDBQ @ HRRR @ FBR S D RSG B-mail Settings
ODQENQL SGD ENKKNVHMF RSDOR

#KH®efkings HM SMemu A@ Q

#KH$®eftings HM SFEaiadl RDBSHNM EQNL SGD R HEnmillSBtihds 4G@ FD @OOD@QR
#KHBJT@SSMMTSSNM 4GD ENKKNVHMF CH@KNF @OOD@QR
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E-mail - E-mail Settings

The Test E-mail Settings dialog

%MSOMW L@ BICCQORAEBKHBETESt ATSSEMDM@SDRPRR@FBGDMSD @PAC QD EBRG D
DL@HK LDRR@FD V@R RDMC RTBBDR Ré&gsfuly>eSt@DtdsteRRI@ FD H3R RGNV M
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8.2 E-mail Addressees

4G [E-mail Addressees RDBSHDIESE ®CLHMHR EQE®IMINQDBDHN DR MKNSHEHBROBR®MDRH R
B@M AD CDEHMDC ODQ NQCDQ RS@STR

Configure the addressees
4N RDSTO VGN QDBDHUDR RS@STR BG@MFD LDRR@FDR

#KH$efings HM SMemu A@ Q
# K HAdressees HM SGD RHCD LBE-Mal Add@gsees overview @ OOD@QR

Status Overview of the E-mail addressees section

3DKDBS @M NQCDQ RS@STR EQNL SGD NUDQUHDV 4GD ENKKNVHMF RBQDDM @

Select the person(s) who must receive an e-mail messages in the selected order status

3DKDBS SGD ODQRNM R VGN LTRS QDBDHUD @M D L@HK LDRR@FD HM SGD RD
e Customer: 4GD ODQRNM VGN NQCDQDC NQ @OOQNUDC SGD OQHMS INA

e Additional order form contactt )ESGBNMS®@®BSGDQHMASCHEEDP@NREGDRDQK @ BS®™IH
OQHMS |INGont&tnBme @ Mddntacte-mal B@M AD DMSDQDC HM SGD NQCDQ HMENC

e Company contact: AGODDQRWHENHRDKDBISBGBNLO @ MMI@MRO D Q0@ PRN G Contact
person EHDKC

e Department contact: 4GDODQRNGNHRDKDBEMIGITDO @ QSICDMSOD QCs@&@BR M5 GD
Contactperson EHDKC

e Queue responsible:

e Ordered queue: ODQRNMRGBTRSNLDQR @ MH YS@EHEW UG D Q HU HXK®Rdpidve
SGD NQCDQ

e Approved queue: ODQRNMERGDQHMSBGHX® WHWGCGDQHUHXNBPSGNQCRQ@ STR
In-plant.

e In-plant queue:
e ODQRNMR HM SGD OQHMSRGNO SG@S G@UD SGD OQHUHKDFD SN C
e ODQRNMR HM SGD OQHMSRGNO SG@S G@UD SGD O CBHippidk DFD SN R
e Shipping queue: ODQRNMR SG@S G@QUD SGD OQHUHKDFDCsNpl&&IS SGD NQC
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e Completed queue: ODQRNBR@E@USGMQHUHKNEBDBGINQCDYRSBS@STR
Completed.
e Quote request: ODQRNMR HM SGD OQHMSRGNO SG@S B@M DMSDQ @ OQHB
e Quote price: ODQRNMRGBTRSNLDQR @ MH YS@ $B MIG D QHU HXKMdpbve S GD
NQCDQ
e Custom e-mail: )M SGuWBtome-mal EHDKC XNT B@M DMSDQ @M DWSQ@ D L@HK @
SG@S SGHR BTRSNL D L@HK @CCQDRR HR TRDC ENQ @KK NQCDQR HM SGEC
SG@S HR NQCDQDC B@M AD RDMC @M D L@HK LDRR@FD SN SGD ODQRNM ¢
JENMDNQNQI CCQDRBGDRJIANQMMIRQ D FSIENRSE L D D Q R G HOFD Q RWINMHIK KXDBDH U D
NMD D L@HK

#KH®Je SN RSNQD SGD BG@MFDR
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8.3 Managing E-mail Templates

4GHMS QN C TBB-hiail Memplatess RHLOK HEHD@RM @ FDLOWETRSNLHY @BHIN@HERR @ FROIRV C
AXOQHMS3GANHRBA % L@BRLOK@BRRI-, CNBTLDMBR® QRSN QRIS G [E H IRX R S INES G D
0QHMS3-GANHIKDAVDARDQUBGDD L@ISPLOK@BE@RD@KSDDRIEMFOK @HDMDCHS BQF . NSD
0@C

IMD L@QBRLOK®SDAHMBR @MC(0 @KKNVHMBCLHMHR SI@S@ @QDLNWHMENQL @ QMMM
SGDDRR@FRSGBDLOK @BOBRHNMED(0 RBQHOKE@MFTRTFOS BINM S BW S C H SBH@ M@ C CD C
AX @CCHMF KNB@K ETMBSHNMR SG@S TRD U@QH@AKDR RTOOKHDC AX OQHMS3GN ¢

4DLOK@B@RDNUDQVQ HIDFDIMEBIKKNVHMBNN@ MEDINNSGDDRR@FMDBG@ MEFDEBNQSNMF
SG@S RIJHM

| Q@MRBED L@QBHRLOK®BWBS BMaMWRD@ CCB3CODQENPDBIBERYRIDCCHABER MEBER CCQDRRDDI
@R VDKK @R @CCHMF D L@HK @SS@BGLDMSR
4GD NOSHNMR BNUDQDC AX SGHR CNBTLDMS @QD

4GD NQF@MHY@SHNM NE D L@HK SDLOK@SDR

% L@HK RDSSHMFR

% L@HK SDLOK@SD @SSQHATSDR ODQ LDRR@FD SXOD NQCDQ MNSHEHB@SHN
% L@HK SDLOK@SD ETMBSHNMR

—_— e

YMNQCIBNBQD @S@MFT@PD B HEMBD OS HRNMREN KCB@RMDBQD @ ENM @ BIG@ MF T @B G D
DL@HKSDLEN@SDRB M@ LNEBGDRIANKCRQRTK@ S BIG PRNNC@ R O D B HE MBIanguage
RDBSHNM ENGGRBRDBSHNM

4GIRXRSMHBIGDENGCGDWHRSDNEBW L@EBELOK@BBENKERB@QTBINEYXDBTQQRNMISM L@HK
SDLOK@S\@RJHBMN KCD@UDGC HFGCOQHN @QHISENTMGHRP RRAHFBRDAGINQF @ M H YHAMSRHECND
RIHIMNNKGIORHLHEBGDDE@O H® BRLOK @GKINBRO SHN CLHMHR B8 @& BNQB X @ BBN ONXE G D

DL@HKSDL@ENXKESHNG ENKODERGRIJH@ MRS @BJIRSNLHSBBBPLOK@&S®GR RBINCDRDEBM GD

ENKCDQ O@SG HR HM KNVDQB@RD

"DKNV @M NUDQUHDV NE SGD ONRRHAKD D L@HK SDLOK@SD KNB@SHNMR RNQSDC

# <OQNFQ@L &HKDR<OQHMS3GNO -@HK 3THSD <0QHMS3GNO -@HK
7DA<7DARHSD<SDLOK@SDR< RIJIHMM@LD <LHRB<DL@HKSDLOK@SDR< HRNBNCD

# <OQNFQ@L &HKDR<0OQHMS3GNO -@HK 3THSD <0QHMS3GNO -@HK
7DA<7DARHSD<SDLOK@SDR< RJHMM@LD <LHRB<DL@HKSDLOK@ SDR

# <OQNFQ@L &HKDR<OQHMS3GNO -@HK 3THSD <0QHMS3GNO -@HK 7DA<7DARHSE
# <OQNFQ@L &HKDR<OQHMS3GNO -@HK 3THSD <0QHMS3GNO -@HK 7DA<7DARHSE

8.3.1 Edit a default e-mail template
4N DCHS @ CDE@TKS D L@HK SDLOK@SD

3DKDBS @M D L@HK SDLOK@SD CNBTLDMS NMP8gsdn HidsKPKMtiShéepM F KNB@ SHN M
Web\Website\misc\emailtemplates @MC NODM SGD EHKD HM @ OK@HM SDWS DCHSNQ
%CHS SGD SDWS HM SGD CNBTLDMS

#KH®&Ye SN RSNQD SGD BG@MFDR

AN@CO LOBRLOK@SINORIJHRMHLOKRK @ ®B N ONXES Gé@&mnailtemplates folder HMGENKODRGBRJIJHM
@MC RS@QS BTRSNLHYHMF SGD SDLOK@SDR
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8.3.2 Template names

AGIM@LDNEGSDLOK®BSMRHRESRN @ Q88 [EH GRVSEC H B@CSENIRINRQ HM S 3-@GNHAD AN A 1D B BRF
NQCDQ @MC @BBNTMS 4GD RDBNMC O@QS CDEHMDR SGD @BSHNM SG@S HMUNJD

E-mail templates folder

"XCDE@QOEISMS3-@ENHKOAGCQ@BRDEK@MFTE@MODODMECD@SRLOK@RSINRQIDMD L @HKSDLOK @ S
ENKCBRSGIRDSTONDRMN GD @KSOMFTO@WBDOSNRMWRBDOSHN@RIHMGDKHRESGIEDE@TKS
@QU@HK@AKD D L@HK SDLOK@SDR LDRR@FDR

]
]

[ S S | —

email-test: 4 G B-mailtest LDRR@FD HR RDMS VGDM SGD @ CL HédtH RBIISDIIN RMEBIBBIR S
Settings O@FD

account-forgotpassword: 4 G Bccount forgot password SDLOK@SD HR TRDC VGDM SGD BTRSN
SGD QDSQHDU@K NE @ KNRS O@RRVNQC

order-ordered: 4G Drdered LDRR@FD HR RDMC VGDM SGD RS@STR NE @M NQCDQ HR
order-approved: 4G Bpproved LDRR@FD HR RDMC VGDM SGD RS@STR NE @M NQCDQ H
order-inplant: 4G-plant LDRR@FD HR RDMC VGDM SGD RS@STR NE @M NQCDQ HR 1|
order-shipping: 4 G Bhipping LDRR@FD HR RDMC VGDM SGD RS@STR NE @M NQCDQ HF
order-completed: 4G Completed LDRR@FD HR RDMC VGDM SGD RS@STR NE @M NQCDQ
order-quoterequest: 4G Quoterequest LDRR@FD HR RDMC VGDM SGD BTRSNLDQ NQCDQ!
VHSGNTS OQHBD HMENQL@SHNM

order-quoteset: 4G Quote price LDRR@FD HR RDMC VGDM SGD OQNCTBSHNM L@M@ FDC

SGD PTNSD QDPTDRS

8.3.3 Using functions in e-mail templates

4GDSDLOK@RHRSDHMBKTOMREHNIMNNUDQQBGCDRTAIDB®@CQDLNU@® CCQDRRB@PR@BEBKD
@SS@BGDR@MENR OOKNXQL @ SBRIHMBIS LE@ RRMBE@ RB@RBNKEBDD B3 4G L@BHBRLOK@SD
RXRSDL HMBKTCDR NOSHNMR SN B@KK ETMBSHNMR SG@S ODQENQL RODBHEHB S@
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An e-mail template in Notepad++

4GD ENKKNVHMF ETMBSHNMR @QD @QU@HK@AKD ENQ @KK D L@HK SDLOK@SDR

] setSubject: 4GHR ETMBSHNM RDSR SGD RTAIDBS ENQ SGD D L@HK LDRR@FD )E M
HR R D SloSShbject.
SGHR RDS3TAIDBS 0O@RRVNQC 'RRHRS@MBD

] setFrom: 4GHR ETMBSHNM N Sén@eerh@iDaRdiessD R DS H MeE-B& Bettings.
SGHR RDS&QNL HMEN OQHMSRGNOVDA BNL

] setFromName: 4GHR ETMBSHNM N Sén@eerh@iDaddi®essD R DS H MeE-B& Bettings.
SGHR RDS&QNL.@LD -X#@QCR BNL

] setTo: "X CDE@TKS OQHMS3GNO -@HK 7DA VHKK CDSDQLHMD SGD QD E#@HDMSR
Addressees RD S SHMF RSettiigsS GRID BSHN MettoGBTMBSHNM NUDQQHCDR SGD 4N GD@CD
RXRSDL
4GD EHQRS O@Q@LDSDQ HR SGD D L@HK @CCQDRR SGD ETMBSHNM @BBDOSR
@R @ GTL@OM QD@C@AKD M@LD NE SGD QDBHOHDMS ENQ SGD GD@CDQ
SGHR RDS4N "ORV ADS@ DT NAIDBSHEKTMD BNLa a037 "DS@a

] addTo: !CCR @ QDBHOHDMS SN SGD L@HK VHSG @ 4N GD@CDQ
4GD EHQRS O@Q@LDSDQ HR SGD D L@HK @CCQDRR SGD ETMBSHNM @BBDOSR
@R @ GTL@OM QD@C@AKD M@LD NE SGD QDBHOHDMS ENQ SGD GD@CDQ
SGHR @CC4N "ORV ADS@ DT NAIDBSHEKTMD BNLa a037 "DS@a

] addCc: 'CCR @ QDBHOHDMS SN SGD #B GD@CDQ NE SGD LDRR@FD
4GD EHQRS 0@Q@LDSDQ HR SGD D L@HK @CCQDRR SGD ETMBSHNM @BBDOSR
@R @ GTL@OM QD@C@AKD M@LD NE SGD QDBHOHDMS ENQ SGD GD@CDQ
SGHR @CC#B "ORV ADS@ DT NAIDBSHEKTMD BNLa a037 "DS@a

] addBcc: 'CCR @ QDBHOHDMS SN SGD "#B GD@CDQ NE SGD LDRR@FD
4GD EHQRS O@Q@LDSDQ HR SGD D L@HK @CCQDRR SGD ETMBSHNM @BBDOSR
@R @ GTL@M QD@C@AKD M@LD NE SGD QDBHOHDMS ENQ SGD GD@CDQ
SGHR @CC"BB "KNFFDQ DT NAIDBSHEKTMD BNLa a,NFFDQa

] setHtmIContent: 3DSR SGD BNMSDMS SXOD NE SGD LDRR@FD ANCX SN SDWS GSLK
SGHR RDS(SLK#NMSDMS
] setPlainTextContent: 3DSR SGD BNMSDMS SXOD NE SGD LDRR@FD ANCX SN SDWS O

SGHR RDSOK@HMADWS#NMSDMS
] setCharset: 4GHR ETMBSHNMR RDSR SGD BG@QRDS NE SGD LDRR@FD ANCX

SGHR RDS#G@QRDS 54& CDE@TKS
SGHR RDS#G@QRDS HRN

] addAttachment; ICCR @M @SS@BGLDMS EQNL @ O@SG NM SGD EHKDRXRSDL
SGHR @CC!SS@BGLDMS @OOKHB@SHNM OCE R@LOKD OCE
SGHR @CC!SS@BGLDMS @OOKHB@SHNM OCE EHKDR INAR ?KQ OCE
SGHR @CC!SS@BGLDMS @OOKHB@SHNM OCE EHKDR INAR SGHR BNLO@M >
?2KQ OCE
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ISS@BG SGD RNESOQNNE OCE NE D@BG CNBTLDMS INA SN SGD LDRR@FD

ENQD@BG SGHR INAR @R JDX INA Z
HC INA;HC=
SGHR @CC!SS@BGLDMS @OOKHB@SHNM OCE EHKDR INAR SGHR BNLO@M)
\

] getSting: 2DSTQMR SGD FHUDM RSQHMF EQNL SGD K@MFT@FD RSQHMFR

SGHR FDS3SQHMF B.N
SGHR RDS3TAIDBS SGHR FDS3SQHMF BOINTQ!BBNTMS$DS@HKR

] replaceString: 2DOK@BDR SGD U@KTD NE @ RSQHMF A@RDC NM @ L@SBG HM SGD
QDRTKS HR QDSTQMDC
SGHR QDOK@BD3SQHMF SGHR QTRG @QQ@X SGHR FDS3SQHMF B.N

] skipEmpty: 5RD SGHR ETMBSHNM SN RJHO @ RODBHEHB U@KTD HM B@RD HS HR I
NOSHNM@K @MC CDEHMDR SGD RSQHMF SG@S VHKK AD HMRDQSDC VGDM SGD

HR NLHSSDC SGD HMOTS RSQHMF VHKK AD QDSTQMDC
OGO DBGN SGHR RJHO®%LOSX SGHR RGHOOHMF@CCQDRR SGHR RGHOOHN

OGO DBGN SGHR RJHO%LOSX SGHR RGHOOHMF@CCQDRR
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9 Modules

OQHMS3@\HADAHMBKT@PR@LDVERQ@M@ FIE@MFCDRB QHANHMK DR CTKERQDRDEN@ CAQ
BTRSNLHYD ETMBSHNM@KHSX HM RODBHEHB @QD@R NE SGD @OOKHB@SHNM

4 G verview N O S HHNN®IGModules RDBSHIPME GEettings RHAMMTRGNVE@WUDQUNBWBMRS@KKD
LNCTKDIKEDNCTKBRPQNTOAXS GDIHNC TKIXOBKHBGDKTR HBMMNNEILNCTKIXOPNJHDV
SGD @QU@HK@AKD LNCTKDR ENQ SG@S SXOD &NQ LNQD HMENQL@SHNM RDD SGD F

OQHMS3@NHADAHMBKT@PR@LDVERQ@M@ FIE@MFCDRB QHANHMKDRCTKERQDRDEN®@ CAQ
BTRSNLHYD ETMBSHNM@KHSX HM RODBHEHB @QD@R NE SGD @OOKHB@SHNM

4 G verview N O S HHNN®IGModules RDBSHIPME GEettings RHAMMTRGNVE@WUDQUNBWBMRS@KKD

LNCTKDIKEDNCTKBRRPQNTOAXS GDIHNC TKIXOBKHBGDKTR HBMMNNEILNCTKIXOPNJHDV
SGD @QU@HK@AKD LNCTKDR ENQ SG@S SXOD &NQ LNQD HMENQL@SHNM RDD SGD F

The Modules overview
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9.1 Add a new Module

OQHMS3-ENHKDALNCTKEROHRSQHATRBIHEBHKDED @ QMR S AKKKRDE& N @ GHSNFHBH K Bl @G D
Modules Overview O @ F®ettings RDBSHNM
4N TOKN@C @ MDV LNCTKD

,NF NM SN SGD 03- 7DA VDARHSD TRHMF SGD BQDCDMSH@KR NE @M @CLHMHR
#KH®eings HM SGD LDMT A@Q

#KH®Bvérview HM Suedules RDBSHNM SENGGRHCD LDMTMoi@eB Overview O@FD @OOD@QR
#KHAd SGHdmodule CH@KNF @OOD@QR

The Add module dialog

#KHBdwse @MC KNB@SD SGD YHO EHKD NM XNTQ KNB@K G@QC CQHUD
#KH®&Je SN @CC SGD LNCTKD SN 03- 7DA

The PayPal connector is added to the Modules overview

/IMBD SGD BNMMDBSNQ HR TOKN@CDC XNT B@M OQNBDDC VHSG BNMEHFTQHMF SGI
Note:

"DENQD XNT B@M @CC @ LNCTKD SN 03- 7DA XNT LTRS G@UD BNLOKDSDC SG|
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9.2 Configure a module
4N BG@MFD SGD RDSSHMFR NE @ LNCTKD

#KH$efkings HM SMemu A@ Q

#KHB®vérview HM SMedules RDBSHNM EQNL SGD R HJWOulesOMeEvie WG @FD @ OOD@ QR
#KHBJ SGD OKTR RXLANK HM EQNMS NE @ LNCTKD SXOD SN UHDV HSR BNMSDM
3DKDBS @ LNCTKD AX BKHBJHMF SGD L N@pektibs M@A@ BDSN UHDV HSR
#KHBJEIGBTSSNM SN PpeieSGO@ FD

The Properites page of the XML to File MIS Connector.

#G@MFD SGD RDSSHMFR NE S G®ave NN R NGOMDCSEKDHB G @ MFD R
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9.3 Delete a Module
AN CDKDSD LNCTK DM&Q@ds$ ovaGely

#KH$efkings HM SMemu A@ Q

#KH®vérview HM SGD RHCD LMdddesdoeiew @OOD@QR

3DKDBS NMD NMVbaduks W\AKEDKHBJHMF SGD BGDBJANW HM SGD EHQRS BNKTLM
#KHBelete 4GD ENKKNVHMF CH@KNF @OOD@QR

The Delete modules dialog

#KHBK SN CDKDSD SGIM&IldsDBSDC
7TGDMILNCTKDR @ QJOECR XRSDNCTKDMGCD @S @ ABGRBDGDBIANIHRAKBERMNSONRRHAKD
SN CDKDSD SGD RXRSDL L@QJDC LNCTKDR
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10 Enabling B2C (Business to Customer)

OQHMS3GAINDKDAMNSBSI MKXM @AKDR "TRHMIBRRTRHMDBR @ MR @ BASSTHH®M RNt "TRHMBRAR
#TRSNLDQ SQ@MR@BSHNMR

URL of a Public Company

ANOKK@WMNHRHENNEGUVDASNHD@ MEQCBQKDBGWETLD MEHRS G NGTGU HSWEQ D @asN BBNTM S
EHQRGDODNBTLDMESNRCTAKHB @ SEGRRRADCDEHMBMIO TAKBENBLO @ X GIEIBNLO @ WIKNRIXOD
H Rublic ,HIMBENLO@NDOTAKBINBLO @ BI@ MD@BBDRRROELXOHSMFDQHMS 3-@NHKD A52, VHSG
SGBNLOOMBLDRBRGCGD@S&ENQW @ LOKBGB2, NBDQHMS 3@\ AHRWwW.psmw.com @ M@OTAKHB
BNLO@MX HR M@LDC RGNO SGDM SGD 52, NHp$@v.a@mepKntny.dm/so@ M X HR

JMRSDNGEEGBNFOMFBGIOBNLD @ FDEQOTAKBINBLO @ WK R O KA\adXFRB@ B SHE GI@SM B TR S N LEDX@ M
CN @CC HSDL R SN @ RGNOOHMF B@QS @MC BGDBJNTS

PrintShop Mail default tab for a new customer visiting a public company.

How to Create a Public Company

4NBQD @@DTAKBNBLO @ M@0 QHM S 3-@\HE CLHMR S QN&SR\DWH S@ OO QNOQHEGSTRL OK B D GR
@CC @ MDV BNLO@MX @MC RODBuWEX HSR SXOD SN AD

Dialog window for adding a new company of type public.
| BNLO@KRREHMMQHMS 3-GCONHOKD A@ Rublic B@ WMD@BBDRAROD@MXNHRHEQUMEGIYDAVHSGNTS

C@QUHMRNHMSHREGDQD KNQO TAKNMBK HVGENOG D Q@MY HRHE@ RHDUNBTLDM @R BQD @ SD
NQCDQ R /MKX VGDM OQNBDDCHNHD SNHBSRBINWMEIHFDC SN BQD@SD @M @BBNTMS

4GIR@LBXOMRCNBTLD NBERMDO TAKHRDGTSGIMO TAKNH@® QHUBNSIDID @ M¥$& TRDTQOKN@RD Q
HMOTS C@S@A@RD

How to Place an Order
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Enabling B2C (Business to Customer) - Delete a Module

OK@BHMF NQCDQR HM @ OTAKHB BNLO@MX HRHS@ BG@ DOUDHU @GID B® DO & @& @BRHM N
SN OQNBDDC SN BGDBJNTS SGD TRDQ HR HMUHSDC SN BQD @ Finceeil AATBBNTVMISR ! R
FOQ@XDC NTS TMSHK SGD TRDQ BQD@SDR @ Mrea8atolin SKAXMBKHBJIJHME NMS SGD

A Create Account link allows new visitors to create an account in order to proceed with checkout
when shopping on a public company.

Account Creation

.DV TRDQR B@M BQD@SD @M @BBNTMS AX EHKKHMF @ VDA ENQL @RJHMF ENQ RS
AHKKHMF RGHOOHMF @CCQDRR I #104#(! HR TRDC SN U@KHC@SD SGD @BBNTMS \
@BBNTMS HR BQD@SDC SGD MDV TRDQ HR AQNTFGS A @ BRroehld SAGIES 86N BN MN© @ F
DM@AKDC

CAPTCHA as part of the account creation form.

Public Customer Capabilities

| TRDQ @BBNTMS BQD@SDC VHSG BQD@SHNM ENQL @QU@HK@AKD VGDM BGDBJHMF
OQHMS3GNO -@HK 7DA @ RP@IcTrfaneNE SKB® TRDQR G@UD KHLHSDC B@O@AHKHSDR
SGDX B@M NMKX OK@BD @OOQNUDSSBQHMHDVMGD RE@KETR NE
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Enabling B2C (Business to Customer) - Delete a Module

"X CDE@TKS SGD @BBNTMS LO@QM@FDQ NE @ OTAKHB BTRSNLDQ VHKKWHKKXMNSS G !
RGNV SGD CHEEDQDMS RS@STRDR NE @M NQCDQ !OOQNUDC 3GHOOHMF DSB /E
BG@MFEDC AX SGD @CLHMHRSQ@SNQ
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11 Introduction to Regular Expressions

4 GHBRG @ O SIB@®M M S Q N C TN KD@V® Q D R RIMWM GIR@ HAMDHR\EM F T KDAV® Q D RR¥MSM@WF TK @ Q

DWOQDREMNMRBRAOMOES D KERRS G D QKD FTKOA® Q D RMMSI® S HINSNIE G @S TRDAMO DB FTK @ Q
DWOQDRRHNMR LTRS L@SBG @KK NE SGD HMOTS

ICCHSHNM@K HMENQL@SHNM B@M AD ENTMC @S SGD ENKKNVHMF VDA RHSDR

] GSSO QDFDWKHA BNL
] GSSO VVV QDFTK@Q DWOQDRRHNMR HMEN
] GSSO DM VHIHODCH@ NQF VHIJH 2DFTK@Q?DWOQDRRHNM
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http://regexlib.com
http://www.regular-expressions.info
http://en.wikipedia.org/wiki/Regular_expression

11.1 Syntax
4GD ENKKNVHMF RDBSHNMR CDRBQHAD SGD A@RHB QDFTK@Q DWOQDRRHNM RXMS

Character selection

2DFTK@EVQO QDR BI@BMRIS @NMSMESODB@® K Q CH M@ @Q @ B SIRAR) C H VBG&@Q @ BSHIPR @
NQ @QBPGRHLOKRRETHKAEN® QDRRHNMHLOK® SBEGDLRDKIDTB @ BNMB @ S DWQESM @ Q X
BG@Q@BSBQR@BBGDR SGD RSQHMF K@RS

] 1 -@SBG@RHMMBIGE Q AREGIBNMS@NMOGHABQ@BIRSRW@LOKDAR® SBG @R A
NQB ;@ Yl=@ SBG® RKN VD QBK@RB403D RD@MDLHWDO@ ABP LY&SBG®R BP QRS T U
V WX Y @VMBNCNDR® BP 6D BG@Q@BSPNDADKHS DNMKKE HREGEK@RESGEHQRS
BG@Q@BSHEHOB Q@BID@RBNQ @ABANL@SB@M; NQ=BG@ Q@ BSD@ RHD® H BN
L@JD RTQD SGD BKNRHMF AQ@BJDS HR EHQRS HM SGD DMBKNRHMF RPT@QD A

1] -@SBGO®RHM B Q @BC@ R NBNMS@NMBGHMQ@BIBRSRW@LOKMBAR®SBGDR
@MEG@QA@BSOPHRG@® A NQB >@ Y=@SBG@RRHMMBDE Q @BCS@AIRINB®KNVDQB@RD
KDSSDQ !R @ANUD SGDRD B@M AD LHWDC

] () SDEHMDR @ RTADWOQDRRHNM

. -@SBGORIRHMMBKID@ Q @ BSPGHMSGHBRE @ Q @BG®ROMN QL @K SDQIEE&MHERQOW @ LOK D

@ BC L@SBGDR @ABC @ C L@SBGDR @ABC ATS ;@ BC= L@SBGDR @ NGC

\d IMX CHFHS

\D IMX MNM CHFHS

\s IMX VGHSDRO@BD BG@Q@BSDQ SGHR HR DPTHU@KDMS SN SGD RDS ; <S<M:

\S IMX RHMFKD MNM VGHSDRO @BD

W IMX KDSSDQ MTLADQ NQ TMCDQRBNQD SGHR HR DPTHU@KDMS SN SGD RDS

W 'MX BG@Q DWBDOS KDSSDQ MTLADQ NQ TMCDQRBNQD

t !13#)) (NQHYNMS@K 4@A 4!"

\n !3#)) ,HMDEDDC ,&

r 13#)) #@QQH@FD 2DSTQM #2

\f 13#)) &NQLEDDC &&

W 13#)) 6DQSHB@K 4@A 64

— e e e e e e e e e

Alternation

l UDQSHB@K A@Q RDO@Q@SDR @KSDQM@SHUDR &NQ DW@LOKD FOQ@X[FQDX B@

Grouping

0@QDMSG@RDMRD SNC D E H$®RBNO@MOQDBDCINEBGMN ODQ @ SSNNGIRW @ L O KR @ X [ F Q@M C
FQ @[D X @QD CHEEDQDMS O@SSDQMR ATS SGDX ANSG CDRBQHAD SGD RDS BNM

Quantification

| PT@MS OE-EDEGC @ Q @BFE RO TROODBHENINE S 513 @ D B D MHWIQ D RHRAB KK N B D\CB B T4G D
LNRS BNLLNM PT@MSHEHDQR @QD @McC

] ? AGDPTDRSHE@®MHMCHB @GD®B DQNMONMMNESGDQDBD CHAMA DMS QW @LOBBKNT Q
L@SBGDR ANSG BNKNQ @MC BNKNTQ

] * 4GD@RSD GINMRHB BGD@INYDOMANQNEGDQDBD MHWMADMSQW@LO®B B@SBGDR
@B @AB @AAB @AAAB @MC RN NM

] + 4GDOKTRHFMMCHB@®@G@SSS D GIMMMINQLNQINESGD QDBDCIMMDAL D NS QW @ L O ®@A B
L@SBGDR @AB @AAB @AAAB @MC RN NM ATS MNS @B

Objectif Lune Inc. © 2010 153 PRINTSHOP MAIL FlN



Introduction to Regular Expressions - Syntax

] (Nt %W@BSKX M NBBTQQDMBDR
] {n} !S KD@RS M NBBTQQDMBDR
] {nm} "DSVDDM M @MC L NBBTQQDMBDR

4GDQD @QD BG@Q@BSDQR VHSG RODBH@K LD@MHMFER

SGD NODMHMF RPT@QD AQ@BJDS ;
SGD A@BJRK@RG <

SGD ENQV@QC RK@RG

SGD B@QDS >

SGD CNKK@Q RHFM

SGD ODQHNC NQ CNS

SGD UDQSHB@K A@Q NQ OHOD RXLANK |
SGD PTDRSHNM L@QJ

SGD @RSDQHRJ NQ RS@Q

SGD OKTR RHFM

SGD NODMHMF QNTMC AQ@BJDS
SGD BKNRHMF QNTMC AQ@BJDS

— e e e e e e e e e e

SODBB@RQ@BEONMDPRB@ AXOK@BBMEBIRKAPARENRGRODBEHE® Q @ B (B J R KBGORMD
L@SBGDC TRHMF <<
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11.2 Examples

4GD ENKKNVHMF DW@LOKDR L@X AD TRDETK

Only numbers

4GD ENKKNVHMF QDFTK@Q DWOQDRRHNM @BBDOSR NMKX MTLADQR @R HMOTS

[0-9]+

4GD DWOQDRRHNM RSDO AX RSDO
] 099 .TLADQR SGQNTFG
] + NMD NQ LTKSHOKD

Dutch zip code

4GD $TSBG YHO BNCD BNMRHRSR NE ENTQ MTLADQR NMD RO@BD @MC SVN TOODQ

[0-9]{4}\s[A-Z]{2}

4GD DWOQDRRHNM RSDO AX RSDO

] 094 &NTQ MTLADQR
]\s @ RHMFKD RO@BD NQ := NQ <R
] [AZK2} 4VN TOODQB@RD BG@Q@BSDQR

Canadian zip codes
#@M @ COINGRMBAN IC DARK S D QAMDEBY D R PIS SOM TLADRTB@R 3 % 3NLDBGNNRDNSNOTS MGD

RO@BBMCMNBUDEDSHRRD@ S G B H DS Y/ME¢ BB RHF M @PHRM ® DQ D F H NAMRE Q ND @ FSH
VDRS SGDM MNQSG ! " # % '(*+ ,-.0234689

\s*[a-ceghj-npr-tvxyA-CEGHJ-NPR-TVXY]\d[a-zA-Z](\s)?\d[a-zA-Z]\d\s*

4GD DWOQDRRHNM RSDO AX RSDO

\s* :DQN NQ LNQD VGHSDRO@BDR
[a-ceghj-npr-tvxyA-CEGHJ-NPR-TVXY] 4GD QDFHNMR KDSSDQR
\d /MD CHFHS

[a-zA-Z] /MD KDSSDQ

(s)> :DQN NQ NMD VGHSDRO@BD

\d /MD CHFHS

[azA-Z] /MD KDSSDQ

\d /MD CHFHS

\s* :DQN NQ LNQD VGHSDRO@BDR

— e e e e e e e
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