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1.1 Benefits for you and your customers
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1.1.2 Benefits
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�] �!�T�S�N�L�@�S�H�B���D��L�@�H�K���M�N�S�H�E�H�B�@�S�H�N�M���V�G�D�M�D�U�D�Q���@�M���N�Q�C�D�Q���H�R���O�K�@�B�D�C���N�M���B�G�@�M�F�D�R���R�S�@�S�T�R
�] �3�D�L�H��@�T�S�N�L�@�S�D�C���P�T�N�S�D���O�Q�N�B�D�R�R
�] �#�T�R�S�N�L�D�Q�R���O�Q�N�C�T�B�D���@�M�C���@�O�O�Q�N�U�D���S�G�D�H�Q���N�V�M���R�N�E�S���O�Q�N�N�E�R
�] �#�K�D�@�Q���N�U�D�Q�U�H�D�V���N�E���@�K�K���O�Q�H�M�S���N�Q�C�D�Q�R���H�M���X�N�T�Q���N�Q�F�@�M�H�Y�@�S�H�N�M���@�M�C���S�G�D���R�S�@�S�T�R���S�G�D�X���G�@�U�D
�] �%�W�O�N�Q�S���C�@�S�@���O�N�R�R�H�A�H�K�H�S�H�D�R
�] �%�@�R�X���H�M�S�D�F�Q�@�S�H�N�M���H�M�S�N���-�)�3���R�X�R�S�D�L�R���T�R�H�M�F���8�-�,
�] �#�N�R�S���R�@�U�H�M�F�R���C�T�D���S�G�D���B�N�L�O�@�B�S���@�M�C���D�E�E�H�B�H�D�M�S���N�Q�C�D�Q�H�M�F���@�M�C���O�Q�N�C�T�B�S�H�N�M���L�D�S�G�N�C�R
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1.2 Features

�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���O�Q�N�U�H�C�D�R���X�N�T���V�H�S�G���@���R�S�@�S�D���N�E���S�G�D���@�Q�S���O�@�B�J�@�F�D�����D�M�@�A�K�H�M�F���X�N�T���S�N���O�Q�N�L�N�S�D���X�N�T�Q���N�V�M���B�N�L�O�@�M�X
�V�H�S�G���T�M�H�P�T�D���R�D�K�K�H�M�F���O�N�H�M�S�R�����V�H�S�G���H�M�B�Q�D�@�R�D�C���@�C�C�D�C���U�@�K�T�D���S�N���X�N�T�Q���B�T�R�S�N�L�D�Q��

�4�G�D���J�D�X���E�D�@�S�T�Q�D�R���N�E���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���@�Q�D��

�] �-�T�K�S�H���K�H�M�F�T�@�K��
�e �#�G�H�M�D�R�D�����3�H�L�O�K�H�E�H�D�C���@�M�C���4�Q�@�C�H�S�H�N�M�@�K�	
�e �$�T�S�B�G
�e �%�M�F�K�H�R�G
�e �&�Q�D�M�B�G
�e �'�D�Q�L�@�M
�e �)�S�@�K�H�@�M
�e �0�N�Q�S�T�F�T�D�R�D
�e �2�T�R�R�H�@�M
�e �3�O�@�M�H�R�G
�e �4�T�Q�J�H�R�G
�e �*�@�O�@�M�D�R�D

�] �7�H�S�G���@�M���N�O�S�H�N�M���S�N���@�C�C���@�C�C�H�S�H�N�M�@�K���K�@�M�F�T�@�F�D�R
�] �)�M�S�T�H�S�H�U�D�����D�@�R�X��S�N��T�R�D���V�D�A���H�M�S�D�Q�E�@�B�D
�] �&�Q�D�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�D�R�H�F�M���R�N�E�S�V�@�Q�D���H�M�B�K�T�C�D�C
�] �!�T�S�N�L�@�S�H�B�@�K�K�X���F�D�M�D�Q�@�S�D�R���@���V�D�A���R�H�S�D���E�N�Q���D�@�B�G���B�T�R�S�N�L�D�Q
�] �"���"�����"�T�R�H�M�D�R�R���S�N���"�T�R�H�M�D�R�R�	���@�R���V�D�K�K���@�R���"���#�����"�T�R�H�M�D�R�R���S�N���#�T�R�S�N�L�D�Q�	���B�@�O�@�A�H�K�H�S�H�D�R
�] �/�Q�C�D�Q���@�M�C���O�Q�H�M�S���0�$�&���C�N�B�T�L�D�M�S�R���T�R�H�M�F���S�G�D���V�D�A
�] �/�Q�C�D�Q���@�M�C���O�Q�H�M�S���U�@�Q�H�@�A�K�D���C�N�B�T�L�D�M�S�R���T�R�H�M�F���S�G�D���V�D�A
�] �3�H�L�O�K�D���O�Q�H�M�S���N�Q�C�D�Q���O�Q�N�B�D�C�T�Q�D
�] �2�D�@�K���S�H�L�D���O�Q�D�U�H�D�V�����O�Q�D�E�K�H�F�G�S���@�M�C���R�N�E�S��O�Q�N�N�E
�] �3�T�O�O�N�Q�S���E�N�Q���H�M�C�T�R�S�Q�X��R�S�@�M�C�@�Q�C���N�O�S�H�L�H�Y�D�C���N�T�S�O�T�S���E�N�Q�L�@�S�R��

�e �/�O�S�H�L�H�Y�D�C���0�N�R�S�R�B�Q�H�O�S
�e �#�Q�D�N���6�0�3
�e �&�H�D�Q�X���&�Q�D�D�E�N�Q�L
�e �0�0�-�,���6�$�8
�e �8�D�Q�N�W���6�)�0�0

�] �%�W�S�D�M�R�H�U�D���T�R�D�Q���L�@�M�@�F�D�L�D�M�S���V�H�S�G���B�T�R�S�N�L���Q�H�F�G�S�R���L�@�M�@�F�D�L�D�M�S��
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1.3 Key Concepts

�4�N�T�R�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�D�E�E�D�B�S�H�U�D�K�X���X�N�T�M�D�D�C�S�N�T�M�C�D�Q�R�S�@�M�C�@�E�D�V�A�@�R�H�B�B�N�M�B�D�O�S�R���2�D�@�C�S�G�H�R�R�D�B�S�H�N�M�H�E�X�N�T
�@�Q�D�M�D�V�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�N�Q�H�E�X�N�T�M�D�D�C�@�P�T�H�B�J�Q�D�E�Q�D�R�G�D�Q���)�E�X�N�T�@�Q�D�M�D�V�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���V�D
�Q�D�B�N�L�L�D�M�C�S�G�@�S�X�N�T�Q�D�@�C�S�G�D�(�N�V�S�N���������0�@�F�D�����	 �R�D�B�S�H�N�M�R���S�N�E�@�L�H�K�H�@�Q�H�Y�D�X�N�T�Q�R�D�K�E�V�H�S�G�S�G�D�H�M�C�H�U�H�C�T�@�K�E�D�@�S�T�Q�D�R
�N�E���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

1.3.1 Workflow

�4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�F�Q�@�L���R�G�N�V�R���S�G�D���N�U�D�Q�@�K�K���V�N�Q�J�E�K�N�V���V�H�S�G���S�G�D���E�N�K�K�N�V�H�M�F���Q�N�K�D�R��

�] Designer: �4�G�DDesigner �O�Q�N�C�T�B�D�R�C�N�B�T�L�D�M�S�R�@�M�C�O�T�A�K�H�R�G�D�R�S�G�D�C�N�B�T�L�D�M�S�R�S�N�S�G�D�V�D�A���S�@�J�H�M�F�H�M�S�N
�@�B�B�N�T�M�S�@�M�X�B�N�Q�O�N�Q�@�S�D�A�Q�@�M�C�H�M�F���$�D�R�H�F�M�D�Q�R�@�C�C�B�N�L�O�@�M�H�D�R�@�M�C�R�T�A�R�D�P�T�D�M�S�K�X�O�K�@�B�D�S�G�D�C�N�B�T�L�D�M�S�R�H�M�@
�E�N�K�C�D�Q���R�O�D�B�H�E�H�B���S�N���D�@�B�G���H�M�C�H�U�H�C�T�@�K���B�N�L�O�@�M�X��

�] Production Manager: �4�G�DProduction Manager �H�R�@�A�K�D�S�N�L�@�J�D�L�N�C�H�E�H�B�@�S�H�N�M�R�S�N�@�V�D�A�E�N�Q�L���@�R�R�H�F�M�H�M�F
�C�N�B�T�L�D�M�S�R�S�N�C�D�O�@�Q�S�L�D�M�S�R�@�M�C�L�@�J�H�M�F�C�N�B�T�L�D�M�S�R�@�U�@�H�K�@�A�K�D�S�N�T�R�D�Q�R���4�G�D�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q
�@�T�S�N�L�@�S�H�B�@�K�K�X���Q�D�B�D�H�U�D�R���@�M���D��L�@�H�K���M�N�S�H�E�H�B�@�S�H�N�M���D�U�D�Q�X���S�H�L�D���@�M���@�C�I�T�R�S�L�D�M�S���S�N���S�G�D���I�N�A���R�S�@�S�T�R���H�R���L�@�C�D��

�] Customer: Customers �R�D�K�D�B�S�C�N�B�T�L�D�M�S�R���D�M�S�D�Q�C�@�S�@���B�N�M�M�D�B�S�C�@�S�@�A�@�R�D��E�H�K�D�R�S�N�C�N�B�T�L�D�M�S�R�@�M�C�N�Q�C�D�Q�N�Q
�Q�D�K�D�@�R�D�O�Q�H�M�S�I�N�A�R���4�G�DCustomers �@�Q�D�@�A�K�D�S�N�L�N�M�H�S�N�Q�S�G�D�H�Q�O�Q�H�M�S�I�N�A�@�S�@�M�X�R�S�@�F�D�C�T�Q�H�M�F�S�G�D�O�Q�N�C�T�B�S�H�N�M
�O�Q�N�B�D�R�R��

�] Operator: �4�G�DProduction Manager �N�QOperator �O�K�@�B�D�R�@�M�X�N�Q�C�D�Q�D�C�O�Q�H�M�S�I�N�A�R�H�M�S�G�D�)�M��O�K�@�M�S�E�N�K�C�D�Q���4�G�D
Operator �O�Q�H�M�S�R�@�M�C�N�M�B�N�L�O�K�D�S�H�N�M�C�H�R�O�@�S�B�G�D�R�S�G�D�O�Q�H�M�S�I�N�A�R���%�H�S�G�D�Q�S�G�D�B�T�R�S�N�L�D�Q�N�Q�S�G�D�O�Q�H�M�S�D�Q�L�@�Q�J�R
�S�G�D���O�Q�H�M�S���I�N�A���@�R���#�N�L�O�K�D�S�D�C��

The PrintShop Mail Web workflow
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1.3.2 User roles

�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���G�@�R���S�V�N���L�@�H�M���F�Q�N�T�O�R���N�E���T�R�D�Q�R��

�] �#�T�R�S�N�L�D�Q�R
�] �0�D�N�O�K�D���V�H�S�G�H�M���X�N�T�Q���N�V�M���N�Q�F�@�M�H�Y�@�S�H�N�M

�%�@�B�G�Q�N�K�D�G�@�R�B�D�Q�S�@�H�M�O�Q�H�U�H�K�D�F�D�R�@�R�R�H�F�M�D�C�S�N�H�S���S�G�D�Q�D�E�N�Q�D�@�R�R�H�F�M�H�M�F�@�Q�N�K�D�S�N�T�R�D�Q�R�C�D�S�D�Q�L�H�M�D�R�M�N�S�N�M�K�X�S�G�D�H�Q
�K�D�U�D�K���N�E���@�T�S�G�N�Q�H�S�X���A�T�S���@�K�R�N���S�G�D���R�S�@�Q�S��T�O���R�B�Q�D�D�M���S�G�D�X���V�H�K�K���A�D���@�A�K�D���S�N���U�H�D�V���V�G�D�M���S�G�D�X���K�N�F���H�M��

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�X�R�S�D�L�B�N�L�D�R�V�H�S�G�M�H�M�D�O�Q�D�C�D�E�H�M�D�C�Q�N�K�D�R���&�H�U�D�Q�N�K�D�R�@�Q�D�H�M�S�D�M�C�D�C�E�N�Q�B�T�R�S�N�L�D�Q�R���S�G�D
�Q�D�L�@�H�M�H�M�F�E�N�Q�O�D�N�O�K�D�V�H�S�G�H�M�X�N�T�Q�N�V�M�N�Q�F�@�M�H�Y�@�S�H�N�M���!�C�L�H�M�H�R�S�Q�@�S�N�Q�R�B�@�M�B�Q�D�@�S�D�M�D�V�Q�N�K�D�R�H�M�S�G�DSettings
�R�D�B�S�H�N�M�����4�G�D�R�D�B�S�H�N�M���O�Q�N�U�H�C�D�R���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���Q�D�F�@�Q�C�H�M�F���T�R�D�Q���Q�N�K�D�R��

Customer roles

�"�D�K�N�V���@���K�H�R�S���N�E���S�G�D���O�Q�D�C�D�E�H�M�D�C���B�T�R�S�N�L�D�Q���Q�N�K�D�R��

�] Customer: �4�G�D�R�D���T�R�D�Q�R���B�@�M��
�e �2�D�S�Q�H�D�U�D���@���M�D�V���O�@�R�R�V�N�Q�C
�e �#�Q�D�@�S�D���@�M�C���N�Q�C�D�Q���O�Q�H�M�S���I�N�A�R
�e �%�C�H�S���I�N�A���B�N�M�S�D�M�S
�e �2�D�P�T�D�R�S���@���P�T�N�S�D
�e �!�C�I�T�R�S���S�G�D���I�N�A���R�S�@�S�T�R�����N�M���G�N�K�C���@�M�C���R�G�H�O�O�H�M�F�	
�e �2�D�P�T�D�R�S���@�M���N�U�D�Q�U�H�D�V���N�E���O�Q�H�M�S���I�N�A�R
�e �2�D��N�Q�C�D�Q���O�Q�H�M�S���I�N�A�R
�e �3�D�@�Q�B�G���E�N�Q���R�O�D�B�H�E�H�B���O�Q�H�M�S���I�N�A�R

�] Customer Plus: �(�@�R���S�G�D���R�@�L�D���O�Q�H�U�H�K�D�F�D�R���@�R���S�G�DCustomer �@�M�C���B�@�M���@�K�R�N��
�e �!�O�O�Q�N�U�D���S�G�D�H�Q���N�V�M���O�Q�H�M�S���I�N�A�R

�] Power User: �5�R�D�Q�R�V�H�S�G�S�G�H�R�Q�N�K�D�G�@�U�D�S�G�D�R�@�L�D�O�Q�H�U�H�K�D�F�D�R�@�R�S�G�DCustomer Plus �Q�N�K�D�V�H�S�G�S�G�D�E�N�K�K�N�V�H�M�F
�@�C�C�H�S�H�N�M��

�e �!�O�O�Q�N�U�D���O�Q�H�M�S���I�N�A�R���E�N�Q���T�R�D�Q�R���H�M���S�G�D���R�@�L�D���C�D�O�@�Q�S�L�D�M�S�����N�Q���B�N�L�O�@�M�X���H�E���S�G�D�Q�D���@�Q�D���M�N���C�D�O�@�Q�S�L�D�M�S�R�	

�] Department Manager: Department Managers �G�@�U�D�B�N�M�S�Q�N�K�N�U�D�Q�N�M�D�N�Q�R�D�U�D�Q�@�K�C�D�O�@�Q�S�L�D�M�S�R���G�@�U�D�S�G�D
�R�@�L�D���O�Q�H�U�H�K�D�F�D�R���@�R���O�N�V�D�Q���T�R�D�Q�R���@�M�C���B�@�M���@�K�R�N��

�e �!�C�C�����@�R�R�H�F�M���@�M�C���C�D�K�D�S�D���T�R�D�Q�R���V�H�S�G�H�M���S�G�D�H�Q���C�D�O�@�Q�S�L�D�M�S���R�	
�e �-�N�C�H�E�X���C�D�S�@�H�K�R���V�H�S�G�H�M���S�G�D�H�Q���C�D�O�@�Q�S�L�D�M�S���R�	

�] Company Manager: �(�@�U�D�B�N�M�S�Q�N�K�N�U�D�Q�N�M�D�B�N�L�O�@�M�X�@�M�C�H�S�R�C�D�O�@�Q�S�L�D�M�S�R���G�@�U�D�S�G�D�R�@�L�D�O�Q�H�U�H�K�D�F�D�R�@�R
�C�D�O�@�Q�S�L�D�M�S���L�@�M�@�F�D�Q�R���@�M�C���B�@�M���@�K�R�N��

�e �!�C�C���@�R�R�H�F�M�@�M�C�C�D�K�D�S�D�B�T�R�S�N�L�D�Q�R���B�T�R�S�N�L�D�Q�R�O�K�T�R���O�N�V�D�Q�T�R�D�Q�R���C�D�O�@�Q�S�L�D�M�S�L�@�M�@�F�D�Q�R�@�M�C
�B�N�L�O�@�M�X���L�@�M�@�F�D�Q�R���V�H�S�G�H�M���S�G�D���B�N�L�O�@�M�X���@�M�C���V�H�S�G�H�M���C�D�O�@�Q�S�L�D�M�S�R

�e �!�C�C���C�D�O�@�Q�S�L�D�M�S�R
�e �!�R�R�H�F�M���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���S�N���@���C�D�O�@�Q�S�L�D�M�S
�e �-�N�C�H�E�X���S�G�D���B�N�L�O�@�M�X�����C�D�O�@�Q�S�L�D�M�S�R���@�M�C���T�R�D�Q�R���R�D�S�S�H�M�F�R

�] Public Customer: �4�G�H�R�Q�N�K�D�H�R�F�H�U�D�M�S�N�M�D�V�B�T�R�S�N�L�D�Q�R�V�G�N�B�Q�D�@�S�D�C�@�M�@�B�B�N�T�M�S�A�D�E�N�Q�D�O�Q�N�B�D�D�C�H�M�F
�V�H�S�G�@�M�N�Q�C�D�Q�S�G�D�X�O�K�@�B�D�C�V�G�H�K�D�R�G�N�O�O�H�M�F�H�M�@�O�T�A�K�H�B�B�N�L�O�@�M�X���V�G�H�B�G�@�K�K�N�V�R�@�M�X�U�H�R�H�S�N�Q�S�N�T�R�D�S�G�D
�R�G�N�O�O�H�M�F�B�@�Q�S���A�T�S�Q�D�P�T�H�Q�D�R�@�K�N�F�F�D�C��H�M�T�R�D�Q�S�N�O�Q�N�B�D�D�C�V�H�S�G�B�G�D�B�J�N�T�S�	���4�G�D�R�D�T�R�D�Q�R�G�@�U�D�S�G�D�K�N�V�D�R�S
�E�T�M�B�S�H�N�M�@�K�H�S�X�����4�G�D�X���B�@�M��

�e �#�Q�D�@�S�D���@�M�C���N�Q�C�D�Q���O�Q�H�M�S���I�N�A�R
�e �!�O�O�Q�N�U�D���S�G�D�H�Q���N�V�M���O�Q�H�M�S���I�N�A�R
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Roles within your organization

�7�H�S�G�H�M�X�N�T�Q�N�V�M�N�Q�F�@�M�H�Y�@�S�H�N�M�H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�R�R�H�F�M�E�N�T�Q�C�H�E�E�D�Q�D�M�S�T�R�D�Q�Q�N�K�D�R���E�T�M�B�S�H�N�M�R�	���N�Q�C�D�Q�D�C�E�Q�N�L�K�N�V�D�R�S
���K�D�R�R���Q�H�F�G�S�R�	���S�N���G�H�F�G�D�R�S�����L�N�R�S���Q�H�F�G�S�R�	��

�] Designer: �4�G�DDesigner �H�R�Q�D�R�O�N�M�R�H�A�K�D�E�N�Q�L�@�M�T�E�@�B�S�T�Q�H�M�F�@�M�C�L�@�M�@�F�H�M�F�S�G�D�C�N�B�T�L�D�M�S�R�@�M�C�H�R�@�A�K�D�S�N
�C�N���S�G�D���E�N�K�K�N�V�H�M�F��

�e �!�C�C���M�D�V���B�N�L�O�@�M�H�D�R
�e �!�C�C���M�D�V���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R
�e �-�N�C�H�E�X���@�M�C���Q�D�L�N�U�D���D�W�H�R�S�H�M�F���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R
�e �0�T�A�K�H�R�G���C�N�B�T�L�D�M�S�R���S�N���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A
�e �0�Q�H�M�S�����N�M�D��N�E�E�����0�Q�H�M�S�3�G�N�O���-�@�H�K���I�N�A�R
�e �-�N�C�H�E�X���R�D�S�S�H�M�F�R���N�E���@���V�D�A���E�N�Q�L
�e �!�C�C���N�O�D�Q�@�S�N�Q���H�M�R�S�Q�T�B�S�H�N�M�R

�] Operator: �4�G�DOperator �H�R���Q�D�R�O�N�M�R�H�A�K�D���E�N�Q���S�@�J�H�M�F���O�Q�H�M�S���I�N�A�R���H�M���O�Q�N�C�T�B�S�H�N�M���@�M�C���H�R���@�A�K�D���S�N��
�e �!�C�I�T�R�S���S�G�D���I�N�A���R�S�@�S�T�R�����S�N���@�O�O�Q�N�U�D�C�����H�M��O�K�@�M�S�����R�G�H�O�O�H�M�F���N�Q���B�N�L�O�K�D�S�D�C�	
�e �2�D�P�T�D�R�S���@�M���N�U�D�Q�U�H�D�V���N�E���O�Q�H�M�S���I�N�A�R
�e �0�Q�D�E�K�H�F�G�S���O�Q�H�M�S���I�N�A�R
�e �0�Q�H�M�S���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S�R���S�N���E�H�K�D
�e �0�Q�H�M�S�����N�M�D��N�E�E�����0�Q�H�M�S�3�G�N�O���-�@�H�K���I�N�A�R
�e �3�D�M�C���&�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R���S�N���@�M���N�T�S�O�T�S���E�N�K�C�D�Q
�e �3�D�M�C���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S�R���S�N���0�K�@�M�D�S�0�Q�D�R�R���7�@�S�B�G
�e �3�D�M�C���O�Q�H�M�S���I�N�A�R���S�N���S�G�D���O�Q�H�M�S�D�Q
�e �2�D��O�Q�H�M�S���@���O�@�Q�S���N�E���@���O�Q�H�M�S���I�N�A

�] Production Manager: �4�G�H�R�Q�N�K�D�H�R�R�H�L�H�K�@�Q�S�N�S�G�@�S�N�E�@�M�/�Q�C�D�Q�0�K�@�M�M�D�Q���! Production Manager �H�R�@�A�K�D�S�N
�O�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���S�@�R�J�R��

�e �!�C�I�T�R�S���S�G�D���I�N�A���R�S�@�S�T�R�����@�O�O�Q�N�U�D�C�����H�M��O�K�@�M�S�����R�G�H�O�O�H�M�F�����B�N�L�O�K�D�S�D�C���@�M�C���N�M���G�N�K�C�	
�e �2�D�P�T�D�R�S���@�M���N�U�D�Q�U�H�D�V���N�E���O�Q�H�M�S���I�N�A�R
�e �3�D�@�Q�B�G���E�N�Q���R�O�D�B�H�E�H�B���O�Q�H�M�S���I�N�A�R
�e �!�C�C���B�N�L�O�@�M�H�D�R
�e �!�C�C�����@�R�R�H�F�M���@�M�C���C�D�K�D�S�D���B�T�R�S�N�L�D�Q���K�D�U�D�K���T�R�D�Q�R���H�M���@���B�N�L�O�@�M�X���N�Q���C�D�O�@�Q�S�L�D�M�S
�e �!�C�C�����@�R�R�H�F�M���@�M�C���C�D�K�D�S�D���N�O�D�Q�@�S�N�Q�R���@�M�C���C�D�R�H�F�M�D�Q�R���S�N���@���B�N�L�O�@�M�X���@�M�C���@���C�D�O�@�Q�S�L�D�M�S
�e �$�D�E�H�M�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���V�H�S�G�H�M���@���B�N�L�O�@�M�X
�e �!�C�C���C�D�O�@�Q�S�L�D�M�S�R���S�N���@���B�N�L�O�@�M�X
�e �-�N�C�H�E�X���T�R�D�Q�R�����C�D�O�@�Q�S�L�D�M�S���@�M�C���B�N�L�O�@�M�H�D�R���R�D�S�S�H�M�F�R
�e �3�D�S���@���O�Q�H�B�D���E�N�Q���P�T�N�S�D���Q�D�P�T�D�R�S
�e �!�C�C���O�Q�H�B�H�M�F���H�M�E�N�Q�L�@�S�H�N�M���S�N���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���@�M�C���C�N�B�T�L�D�M�S�R

�] Administrator: �4�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q���L�@�M�@�F�D�R���@�K�K���O�Q�H�U�H�K�D�F�D�R���O�Q�D�U�H�N�T�R�K�X���L�D�M�S�H�N�M�D�C���@�M�C���H�R���@�A�K�D���S�N��
�e �3�D�S���S�G�D���4�D�Q�L�R���@�M�C���#�N�M�C�H�S�H�N�M�R���N�E���S�G�D���O�Q�H�M�S���R�G�N�O
�e �$�D�K�D�S�D���T�R�D�Q�R�����C�D�O�@�Q�S�L�D�M�S�R�����B�N�L�O�@�M�H�D�R���@�M�C���C�N�B�T�L�D�M�S�R
�e �#�G�@�M�F�D���R�X�R�S�D�L���R�D�S�S�H�M�F�R
�e �$�D�E�H�M�D���N�T�S�O�T�S���E�N�K�C�D�Q�R
�e �!�C�C���S�G�D���B�N�L�O�@�M�H�D�R���V�D�A���C�D�R�H�F�M
�e �#�G�@�M�F�D���S�G�D���O�Q�D���C�D�E�H�M�D�C���T�R�D�Q���Q�N�K�D�R
�e �!�C�C���M�D�V���T�R�D�Q���Q�N�K�D�R
�e �#�N�M�M�D�B�S�H�U�H�S�X���L�@�M�@�F�D�L�D�M�S
�e �*�N�A���N�O�S�H�N�M�R���L�@�M�@�F�D�L�D�M�S
�e �%�M�@�A�K�D���C�H�R�@�A�K�D���O�Q�H�M�S�D�Q�R
�e �!�C�C���C�D�K�D�S�D���S�@�W���Q�@�S�D�R
�e �!�C�C���C�D�K�D�S�D���R�G�H�O�O�H�M�F���Q�@�S�D�R
�e �#�T�R�S�N�L�H�Y�D���S�G�D���K�N�N�J��@�M�C��E�D�D�K���N�E���S�G�D���D��L�@�H�K���L�D�R�R�@�F�D�R
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1.3.3 Companies and Departments

�! �B�N�L�O�@�M�X�H�R�@�M�N�Q�F�@�M�H�Y�@�S�H�N�M�S�G�@�S�O�T�Q�B�G�@�R�D�R�O�Q�H�M�S�D�C�L�@�S�D�Q�H�@�K�O�Q�N�C�T�B�D�C�A�X�S�G�D�O�Q�H�M�S�R�G�N�O���#�N�L�O�@�M�H�D�R�L�@�X
�B�N�M�S�@�H�M�N�M�D�N�Q�L�T�K�S�H�O�K�D�C�D�O�@�Q�S�L�D�M�S�R���! �C�D�O�@�Q�S�L�D�M�S�H�R�@�M�N�Q�F�@�M�H�Y�@�S�H�N�M�@�K�T�M�H�S�@�M�C�@�Q�D�T�R�D�C�S�N�C�D�E�H�M�D�S�D�Q�Q�H�S�N�Q�H�@�K
�@�M�C���N�Q���@�C�L�H�M�H�R�S�Q�@�S�H�U�D���C�H�U�H�R�H�N�M�R���N�E���@���B�N�L�O�@�M�X��

1.3.4 Publication types

�! �O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�H�R�@�E�N�K�C�D�Q�H�M�V�G�H�B�G�S�D�L�O�K�@�S�D�C�N�B�T�L�D�M�S�R�N�E�X�N�T�Q�B�T�R�S�N�L�D�Q�R�@�Q�D�F�Q�N�T�O�D�C���4�G�D�R�D�O�T�A�K�H�B�@�S�H�N�M
�S�X�O�D�E�N�K�C�D�Q�R�B�@�M�B�N�M�S�@�H�M�L�T�K�S�H�O�K�D�C�N�B�T�L�D�M�S�R���&�N�Q�D�W�@�L�O�K�D���@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�S�N�R�S�N�Q�D�C�H�E�E�D�Q�D�M�S
�K�@�M�F�T�@�F�D�U�@�Q�H�@�M�S�R�N�E�@�A�Q�N�B�G�T�Q�D���D���F���$�T�S�B�G�@�M�C�%�M�F�K�H�R�G��U�D�Q�R�H�N�M�R�	���@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�E�N�Q�G�N�T�R�D�R�S�X�K�D
�Q�D�K�@�S�D�C���C�N�B�T�L�D�M�S�����D���F�����"�T�R�H�M�D�R�R���B�@�Q�C�R�����K�D�S�S�D�Q�G�D�@�C�R�����D�M�U�D�K�N�O�D�R�	�����%�@�B�G���B�T�R�S�N�L�D�Q���G�@�R���G�H�R���N�V�M���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R��

�0�Q�H�B�H�M�F�C�D�S�@�H�K�R�@�M�C���N�Q�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�R�@�Q�D�K�H�M�J�D�C�S�N�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D���R�E�N�K�C�D�Q�R���0�Q�H�B�H�M�F�C�D�S�@�H�K�R�@�M�C���N�Q
�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�R�B�@�M�@�O�O�K�X�S�N�@�K�K�C�N�B�T�L�D�M�S�R�V�G�H�B�G�@�Q�D�H�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�E�N�K�C�D�Q�H�E�S�G�D�H�M�G�D�Q�H�S
�N�O�S�H�N�M���H�R���R�D�K�D�B�S�D�C��

�0�Q�H�M�S�3�G�N�O�-�@�H�K�E�N�Q�V�H�M�C�N�V�R�B�@�M�O�T�A�K�H�R�G�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�S�N�@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K
�7�D�A���4�G�D�E�Q�D�D�C�D�R�H�F�M�D�Q�U�D�Q�R�H�N�M�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�B�@�M�A�D�T�R�D�C�E�N�Q�S�G�@�S���&�Q�N�L�0�Q�H�M�S�3�G�N�O�-�@�H�K�X�N�T�B�@�M�@�K�R�N
�B�Q�D�@�S�D���M�D�V���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q�R��

The publication types overview shows all enabled and disabled publication types.
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1.3.5 Web forms

�$�N�B�T�L�D�M�S�R�S�G�@�S�Q�D�P�T�H�Q�D�T�R�D�Q�H�M�O�T�S�T�R�D�@�V�D�A�E�N�Q�L�S�N�B�N�K�K�D�B�S�H�M�E�N�Q�L�@�S�H�N�M�D�M�S�D�Q�D�C�A�X�S�G�D�B�T�R�S�N�L�D�Q���3�T�B�G�@
�E�N�Q�L�B�N�M�R�H�R�S�R�N�E�N�M�D�N�Q�L�N�Q�D�L�N�C�H�E�H�@�A�K�D�D�K�D�L�D�M�S�R�B�@�K�K�D�C�H�M�O�T�S�E�H�D�K�C�R���D���F���S�D�W�S�E�H�D�K�C�R���B�G�D�B�J�A�N�W�D�R���Q�@�C�H�N
�A�T�S�S�N�M�R�����D�S�B���	��

A sample web form

�4�G�D�Q�D�E�N�Q�D�V�D�A�E�N�Q�L�R�R�O�D�B�H�E�X�V�G�@�S�X�N�T�Q�B�T�R�S�N�L�D�Q�R�D�D�R�@�M�C�V�G�H�B�G�E�H�D�K�C�R�Q�D�P�T�H�Q�D�C�@�S�@�D�M�S�Q�X�V�G�D�M�R�D�K�D�B�S�H�M�F
�B�D�Q�S�@�H�M���C�N�B�T�L�D�M�S�R�����4�G�D�O�Q�N�U�H�C�D�R���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���Q�D�F�@�Q�C�H�M�F���L�N�C�H�E�X�H�M�F���S�G�D���V�D�A���E�N�Q�L���R�D�S�S�H�M�F�R��
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1.3.6 Skins

�4�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�D�A�R�H�S�D�H�R�E�T�K�K�Xskinnable �� �! �R�J�H�M�H�R�@�R�D�Q�H�D�R�N�E�E�H�K�D�R�S�G�@�S�B�N�M�S�Q�N�K�S�G�D�O�Q�D�R�D�M�S�@�S�H�N�M�N�E
�S�G�D�V�D�A�R�H�S�D���%�U�D�Q�X�S�G�H�M�F�D�W�B�D�O�S�S�G�D�@�B�S�T�@�K�S�D�W�S�T�@�K�B�N�M�S�D�M�S�N�E�S�G�D�O�@�F�D�B�@�M� �@�M�C�V�H�K�K� �U�@�Q�X�E�Q�N�L�R�J�H�M�S�N�R�J�H�M��
�4�N�@�K�K�N�V�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�S�N�A�D�R�J�H�M�M�@�A�K�D���R�S�X�K�D�H�R�B�N�L�O�K�D�S�D�K�X�R�D�O�@�Q�@�S�D�C�E�Q�N�L�B�N�M�S�D�M�S�R���4�G�D�V�D�A�O�@�F�D�T�R�D
�R�S�@�M�C�@�Q�C�(�4�-�, �D�K�D�L�D�M�S�R���T�R�D�Q�C�D�E�H�M�D�C�B�K�@�R�R�D�R�@�M�C�T�M�H�P�T�D�)�$�R���4�G�D�R�S�X�K�D�H�M�E�N�Q�L�@�S�H�N�M�H�R�R�S�N�Q�D�C�H�MCascading
Style Sheets ���#�3�3�	�C�N�B�T�L�D�M�S�R���@�K�K�N�V�H�M�F�S�G�D�R�S�X�K�D�R�S�N�A�D�B�G�@�M�F�D�C�@�M�C�L�@�M�@�F�D�S�G�D�R�S�X�K�D�R�V�H�S�G�N�T�S�S�G�D�M�D�D�C�S�N
�B�G�@�M�F�D���S�G�D���R�N�T�Q�B�D���B�N�C�D��

1.3.7 Order statuses

�! �B�T�R�S�N�L�D�Q�N�Q�C�D�Q�R�C�N�B�T�L�D�M�S�R�S�N�A�D�O�Q�H�M�S�D�C�A�X�S�G�D�O�Q�H�M�S�R�G�N�O���!�M�N�Q�C�D�Q�B�@�M�B�N�M�S�@�H�M�L�T�K�S�H�O�K�D�C�N�B�T�L�D�M�S�R���%�U�D�Q�X
�N�Q�C�D�Q���F�N�D�R���S�G�Q�N�T�F�G���S�G�D���E�N�K�K�N�V�H�M�F���R�S�@�F�D�R��

�] �/�Q�C�D�Q�D�C
�] �!�O�O�Q�N�U�D�C
�] �)�M��O�K�@�M�S
�] �3�G�H�O�O�H�M�F
�] �#�N�L�O�K�D�S�D�C

�)�M�@�C�C�H�S�H�N�M�S�N�S�G�H�R�S�G�D�Q�D�H�R�S�G�DOn hold �R�S�@�S�T�R���4�G�H�R�E�N�K�C�D�Q�B�N�M�S�@�H�M�R�N�Q�C�D�Q�R�S�G�@�S�Q�D�P�T�H�Q�D�@�P�T�N�S�D�E�Q�N�L�S�G�D�O�Q�H�M�S
�R�G�N�O�����S�G�D�R�D���N�Q�C�D�Q�R���Q�D�L�@�H�M���H�M���S�G�H�R���R�S�@�S�T�R���T�M�S�H�K���O�Q�H�B�H�M�F���H�R���@�F�Q�D�D�C��

Introduction - Key Concepts
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1.4 Quick start guide

�0�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���R�S�D�O�R���S�N���R�D�S���T�O���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

���� �!�E�S�D�Q�K�N�F�H�M�@�R�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�K�H�B�JSettings �H�M�S�G�DMenu �A�@�Q�@�M�C�Q�D�F�H�R�S�D�Q�X�N�T�Q�U�D�Q�R�H�N�M�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K
�7�D�A�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�3�D�S�S�H�M�F�R��

���� �!�C�C���@���B�N�L�O�@�M�X���S�N���S�G�D���R�X�R�S�D�L�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�!�C�C���B�N�L�O�@�M�H�D�R��
���� �!�C�C���C�D�O�@�Q�S�L�D�M�S�R���S�N���@���B�N�L�O�@�M�X���H�E���M�D�B�D�R�R�@�Q�X�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�!�C�C���C�D�O�@�Q�S�L�D�M�S�R��
���� �!�C�C�T�R�D�Q�R�S�N�@�B�N�L�O�@�M�X�@�M�C�@�R�R�H�F�M�S�G�D�L�S�N�@�C�D�O�@�Q�S�L�D�M�S���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�!�C�C�T�R�D�Q�R�@�M�C

�!�R�R�H�F�M���T�R�D�Q�R���S�N���@���C�D�O�@�Q�S�L�D�M�S��
���� �!�C�C�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�@�M�C�@�R�R�H�F�M�S�G�D�L�S�N�@�B�N�L�O�@�M�X�@�M�C���N�Q�C�D�O�@�Q�S�L�D�M�S���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�!�C�C

�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R�@�M�C�!�R�R�H�F�M���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���S�N���@���C�D�O�@�Q�S�L�D�M�S��
���� �$�D�E�H�M�D�T�R�D�Q�Q�N�K�D�R�V�H�S�G�H�M�X�N�T�Q�N�V�M�B�N�L�O�@�M�X���$�D�R�H�F�M�D�Q���0�Q�N�C�T�B�S�H�N�M�-�@�M�@�F�D�Q�@�M�C�/�O�D�Q�@�S�N�Q�	�@�M�C�@�R�R�H�F�M

�S�G�D�R�D���Q�N�K�D�R���S�N���S�G�D���B�N�L�O�@�M�H�D�R���X�N�T���G�@�U�D���C�D�E�H�M�D�C�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�!�C�C���T�R�D�Q�R��
���� �4�G�D�$�D�R�H�F�M�D�Q�B�@�M�M�N�V�O�T�A�K�H�R�G�C�N�B�T�L�D�M�S�R�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�@�M�C�@�R�R�H�F�M�S�G�D�L�S�N�S�G�D�B�N�L�O�@�M�H�D�R�@�M�C

�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�E�N�K�C�D�Q�S�G�@�S�@�Q�D�H�M�S�G�D�R�X�R�S�D�L�@�K�Q�D�@�C�X���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�S�G�DPrintShop Mail
guide ��

���� �%�C�H�S�S�G�D�C�N�B�T�L�D�M�S�R��V�D�A�E�N�Q�L���C�D�E�H�M�D�O�Q�H�B�H�M�F�C�D�S�@�H�K�R���@�C�C�@�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�@�M�C�D�M�@�A�K�D�S�G�D
�C�N�B�T�L�D�M�S���E�N�Q���S�G�D���T�R�D�Q�R�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�3�D�S�S�H�M�F���T�O���7�D�A���&�N�Q�L�R��

���� �3�D�S�T�O���D��L�@�H�K���L�D�R�R�@�F�H�M�F���S�N���B�N�L�L�T�M�H�B�@�S�D���V�H�S�G���X�N�T�Q���B�T�R�S�N�L�D�Q�R�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�3�D�S�S�H�M�F�R��
������ �%�M�@�A�K�D���S�G�D���B�N�L�O�@�M�X�����O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���R�	���@�M�C���C�N�B�T�L�D�M�S�R��

�9�N�T�Q�R�X�R�S�D�L�H�R�M�N�V�Q�D�@�C�X�E�N�Q�X�N�T�Q�B�T�R�S�N�L�D�Q�R�S�N�T�R�D���4�G�D�Q�D�@�Q�D�L�@�M�X�N�S�G�D�Q�R�D�S�S�H�M�F�R�S�G�@�S�B�@�M�A�D�L�N�C�H�E�H�D�C��
�0�K�D�@�R�D���R�D�D���S�G�D���N�S�G�D�Q���B�G�@�O�S�D�Q�R���H�M���S�G�H�R���L�@�M�T�@�K���E�N�Q���S�G�D���O�N�R�R�H�A�H�K�H�S�H�D�R��
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2 How to

�#�N�L�O�@�M�X�Q�D�K�@�S�D�C�S�@�R�J�R�@�Q�D�S�X�O�H�B�@�K�K�X�O�D�Q�E�N�Q�L�D�C�A�X�0�Q�N�C�T�B�S�-�@�M�@�F�D�Q�R�@�M�C�R�N�L�D�N�E�S�G�D�L�A�X�#�N�L�O�@�M�X�@�M�C
�$�D�O�@�Q�S�L�D�M�S�-�@�M�@�F�D�Q���4�G�H�R�B�G�@�O�S�D�Q�C�D�R�Q�B�H�A�D�R�B�N�L�L�N�M�S�@�R�J�R�H�M�S�G�D�#�N�L�O�@�M�X�R�D�B�S�H�N�M�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A��
�4�G�D�R�D���S�@�R�J�R���H�M�B�K�T�C�D��

�] �#�N�L�L�N�M���4�@�R�J�R���0�@�F�D�������	
�] �#�N�L�O�@�M�X���4�@�R�J�R���0�@�F�D�������	
�] �0�T�A�K�H�B�@�S�H�N�M���4�X�O�D���@�M�C���$�N�B�T�L�D�M�S���4�@�R�J�R���0�@�F�D�������	
�] �)�L�@�F�D���#�N�K�K�D�B�S�H�N�M���4�@�R�J�R���0�@�F�D�������	
�] �/�Q�C�D�Q���-�@�M�@�F�D�Q���4�@�R�J�R���0�@�F�D�������	

Objectif Lune Inc. © 2010 11



2.1 Common Tasks

�4�G�H�R���R�D�B�S�H�N�M���C�D�R�B�Q�H�A�D�R���G�N�V���S�N���O�D�Q�E�N�Q�L���R�N�L�D���B�N�L�L�N�M���S�@�R�J�R���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

2.1.1 Remember me

�4�G�DLogin �O�@�F�D�K�D�S�R�S�G�D�T�R�D�Q�K�N�F�N�M�S�N�S�G�D�R�X�R�S�D�L���4�G�DRemember me �N�O�S�H�N�M�H�R�E�N�T�M�C�N�M�S�G�D�,�N�F�H�M�O�@�F�D���"�X
�C�D�E�@�T�K�S���S�G�D���Q�D�L�D�L�A�D�Q���L�D���B�G�D�B�J�A�N�W���H�R���T�M�B�G�D�B�J�D�C��

�7�G�D�M�S�G�DRemember me �B�G�D�B�J�A�N�W�H�R�B�G�D�B�J�D�C�@�B�N�N�J�H�D�H�R�B�Q�D�@�S�D�C���4�G�H�R�B�N�N�J�H�D�R�S�N�Q�D�R�S�G�D�T�R�D�Q�M�@�L�D�@�M�C
�O�@�R�R�V�N�Q�C�N�E�S�G�D�T�R�D�Q���4�G�D�M�D�W�S�S�H�L�D�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�D�A�R�H�S�D�H�R�U�H�R�H�S�D�C�A�X�S�G�D�T�R�D�Q�S�G�D�R�X�R�S�D�L�V�H�K�K
�B�G�D�B�J���E�N�Q���S�G�D���B�N�N�J�H�D���@�M�C���@�T�S�N�L�@�S�H�B�@�K�K�X���K�N�F���H�M���S�G�D���T�R�D�Q���H�M���N�Q�C�D�Q���S�N���R�G�N�V���S�G�D���@�O�O�Q�N�O�Q�H�@�S�D���B�N�M�S�D�M�S��

�#�N�N�J�H�D�R�@�Q�D�H�M�E�@�B�S�N�M�K�X�C�@�S�@���M�N�S�O�Q�N�F�Q�@�L�B�N�C�D���#�N�N�J�H�D�R�B�@�M�M�N�S�D�Q�@�R�D�N�Q�Q�D�@�C�H�M�E�N�Q�L�@�S�H�N�M�E�Q�N�L�S�G�D�T�R�D�Q���R
�B�N�L�O�T�S�D�Q���! �B�N�N�J�H�D�H�R�@�O�H�D�B�D�N�E�S�D�W�S�S�G�@�S�@�7�D�A�R�D�Q�U�D�Q�B�@�M�R�S�N�Q�D�N�M�@�T�R�D�Q���R�G�@�Q�C�C�H�R�J���#�N�N�J�H�D�R�@�K�K�N�V�@�7�D�A
�R�H�S�D�S�N�R�S�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�N�M�@�T�R�D�Q���R�L�@�B�G�H�M�D�@�M�C�K�@�S�D�Q�Q�D�S�Q�H�D�U�D�H�S���)�M�S�D�Q�M�D�S�%�W�O�K�N�Q�D�Q�@�M�C�N�S�G�D�Q�A�Q�N�V�R�D�Q�R�R�S�N�Q�D
�B�N�N�J�H�D�R�N�M�X�N�T�Q�B�N�L�O�T�S�D�Q���)�E�X�N�T�T�R�D�-�H�B�Q�N�R�N�E�S���R�)�M�S�D�Q�M�D�S�%�W�O�K�N�Q�D�Q�S�N�A�Q�N�V�R�D�S�G�D�7�D�A���X�N�T�B�@�M�R�D�D�@�K�K�N�E�S�G�D
�B�N�N�J�H�D�R�S�G�@�S�@�Q�D�R�S�N�Q�D�C�N�M�X�N�T�Q�L�@�B�G�H�M�D���4�G�D�L�N�R�S�B�N�L�L�N�M�O�K�@�B�D�E�N�Q�S�G�D�L�S�N�Q�D�R�H�C�D�H�R�H�M�@�C�H�Q�D�B�S�N�Q�X�B�@�K�K�D�C
�B���<�V�H�M�C�N�V�R�<�B�N�N�J�H�D�R���9�N�T�B�@�M�R�D�D�V�G�H�B�G�7�D�A�R�H�S�D�O�K�@�B�D�C�S�G�D�E�H�K�D�N�M�X�N�T�Q�L�@�B�G�H�M�D�A�X�K�N�N�J�H�M�F�@�S�S�G�D�E�H�K�D�M�@�L�D
���S�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���@�K�R�N���R�S�N�Q�D�C���H�M�R�H�C�D���S�G�D���E�H�K�D�	�����9�N�T���B�@�M���N�O�D�M���D�@�B�G���E�H�K�D���A�X���B�K�H�B�J�H�M�F���N�M���H�S��

2.1.2 Lost password

�4�G�DI lost my password �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�Q�D�S�Q�H�D�U�D�@�M�D�V�O�@�R�R�V�N�Q�C�E�N�Q�S�G�D�H�Q�@�B�B�N�T�M�S�@�M�C�H�R�A�@�R�D�C�N�M�S�G�D
�T�R�D�Q�R�D��L�@�H�K�@�C�C�Q�D�R�R���!�M�D��L�@�H�K�V�H�S�G�S�G�D�M�D�V�O�@�R�R�V�N�Q�C�H�R�R�D�M�C�S�N�S�G�D�D��L�@�H�K�@�C�C�Q�D�R�R�N�E�S�G�D�F�H�U�D�M�T�R�D�Q���4�N�F�D�S
�@���M�D�V���O�@�R�R�V�N�Q�C��

���� �#�K�H�B�J���S�G�D���)���K�N�R�S���L�X���O�@�R�R�V�N�Q�C���K�H�M�J���N�M���S�G�D���K�N�F�H�M���R�B�Q�D�D�M�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �%�M�S�D�Q���S�G�D���D��L�@�H�K���@�C�C�Q�D�R�R���@�R�R�N�B�H�@�S�D�C���V�H�S�G���X�N�T�Q���@�B�B�N�T�M�S��
���� �#�N�M�E�H�Q�L���S�G�D���D�M�S�D�Q�D�C���D��L�@�H�K���@�C�C�Q�D�R�R��
���� �#�K�H�B�J���0�Q�N�B�D�D�C���S�N���F�D�M�D�Q�@�S�D���@���M�D�V���O�@�R�R�V�N�Q�C��

�4�G�D�T�R�D�Q�Q�D�B�D�H�U�D�R�N�M�S�G�D�D�M�S�D�Q�D�C�D��L�@�H�K�@�C�C�Q�D�R�R�@�M�D�V�O�@�R�R�V�N�Q�C���4�G�D�T�R�D�Q�B�@�M�T�R�D�S�G�H�R�O�@�R�R�V�N�Q�C�S�N�K�N�F�N�M��
�/�M�B�D���K�N�F�F�D�C���N�M���S�G�D���T�R�D�Q���B�@�M���C�D�B�H�C�D���S�N���B�G�@�M�F�D���S�G�D���O�@�R�R�V�N�Q�C���N�Q���J�D�D�O���T�R�H�M�F���S�G�H�R���M�D�V���O�@�R�R�V�N�Q�C��

Note: �)�S�H�R�M�N�S�O�N�R�R�H�A�K�D�S�N�Q�D�R�D�S�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �O�@�R�R�V�N�Q�C�H�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A
�H�M�R�S�@�K�K�@�S�H�N�M�@�T�S�G�D�M�S�H�B�@�S�D�R�@�F�@�H�M�R�S�@�,�$�!�0 �C�H�Q�D�B�S�N�Q�X���2�D�R�D�S�S�G�D�O�@�R�R�V�N�Q�C�H�M�S�G�D�B�N�Q�O�N�Q�@�S�D�,�$�!�0
�R�X�R�S�D�L���7�G�D�M�S�G�D�O�@�R�R�V�N�Q�C�H�R�B�G�@�M�F�D�C�H�M�S�G�D�B�N�Q�O�N�Q�@�S�D�,�$�!�0 �R�X�R�S�D�L���H�S�H�R�@�T�S�N�L�@�S�H�B�@�K�K�X
�B�G�@�M�F�D�C���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��
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2.1.3 Modify user info

�%�@�B�G���T�R�D�Q���B�@�M���L�N�C�H�E�X���G�H�R���O�D�Q�R�N�M�@�K���@�B�B�N�T�M�S���H�M�E�N�Q�L�@�S�H�N�M�����4�N���B�G�@�M�F�D���S�G�D�R�D���O�@�Q�@�L�D�S�D�Q�R��

���� �#�K�H�B�JMy Account �H�M���S�G�DMenu �A�@�Q�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Change user information in this screen

���� �4�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R���B�@�M���A�D���B�G�@�M�F�D�C��
�e User name: �4�G�H�R���E�H�D�K�C���C�D�E�H�M�D�R���S�G�D���T�R�D�Q���M�@�L�D���Q�D�P�T�H�Q�D�C���S�N���K�N�F�N�M���S�N���S�G�D���R�X�R�S�D�L��
�e Language: �4�G�D�R�D�K�D�B�S�D�C�K�@�M�F�T�@�F�D�H�R�T�R�D�C�E�N�Q�S�G�D�D��L�@�H�K�L�D�R�R�@�F�D�S�G�D�T�R�D�Q�Q�D�B�D�H�U�D�R�V�G�D�M�B�Q�D�@�S�H�M�F

�@�M�N�Q�C�D�Q�N�Q�V�G�D�M�S�G�D�R�S�@�S�T�R�N�E�@�M�N�Q�C�D�Q�H�R�B�G�@�M�F�D�C���4�G�D�K�@�M�F�T�@�F�D�R�D�K�D�B�S�D�C�H�M�S�G�D�K�N�F�H�M�V�H�M�C�N�V
�C�D�E�H�M�D�R���S�G�D���@�O�O�K�H�B�@�S�H�N�M���K�@�M�F�T�@�F�D��

�e Person Code: �4�G�H�R�U�@�K�T�D�H�R�@�T�M�H�P�T�D�B�N�C�D�V�G�H�B�G�B�@�M�A�D�T�R�D�C�S�N�K�H�M�J�S�N�@�M�@�C�L�H�M�H�R�S�Q�@�S�H�N�M�N�Q
�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L�����5�R�D�Q�R���V�H�S�G���S�G�D���@�O�O�Q�N�O�Q�H�@�S�D���O�Q�H�U�H�K�D�F�D�����Q�N�K�D�	���B�@�M���D�C�H�S���S�G�H�R���E�H�D�K�C��

�e Remember me: �7�G�D�M���S�G�DRemember me �B�G�D�B�J�A�N�W���H�R���B�G�D�B�J�D�C���@���T�R�D�Q���H�R���Q�D�B�N�F�M�H�Y�D�C���A�X���S�G�D���R�X�R�S�D�L
�@�M�C���@�T�S�N�L�@�S�H�B�@�K�K�X���K�N�F�F�D�C���H�M���@�M�C���Q�D��C�H�Q�D�B�S���S�N���S�G�DWelcome �O�@�F�D��

�e Additional Information: �4�G�D�E�H�D�K�C�R�H�M�S�G�H�R�R�D�B�S�H�N�M�@�Q�D�T�R�D�C�H�M�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R�R�@�M�C�B�@�M�A�D
�T�R�D�C���@�R���C�D�E�@�T�K�S���U�@�K�T�D�R���E�N�Q���T�R�D�Q���H�M�O�T�S���E�H�H�D�K�C�R���H�M���S�G�DNew Document �R�D�B�S�H�N�M��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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2.1.4 Set New Password

�%�@�B�G���T�R�D�Q���B�@�M���R�D�S���@���M�D�V���O�@�R�R�V�N�Q�C�����4�N���R�D�S���@���M�D�V���O�@�R�R�V�N�Q�C����

���� �#�K�H�B�JMy Account �H�M���S�G�DMenu �A�@�Q�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Set a new password in this screen

���� �%�M�S�D�Q���@���M�D�V���O�@�R�R�V�N�Q�C��
���� �#�N�M�E�H�Q�L���S�G�D���M�D�V���@�C�C�D�C���O�@�R�R�V�N�Q�C��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

2.1.5 Change the language of the web site

�7�G�D�M�T�R�H�M�F�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�S�G�D�T�R�D�Q�B�@�M�R�O�D�B�H�E�X�V�G�H�B�G�K�@�M�F�T�@�F�D�H�R�C�H�R�O�K�@�X�D�C�H�M�S�G�D�L�D�M�T�R���C�H�@�K�N�F�R�@�M�C
�O�@�F�D�R���4�G�H�R�@�K�K�N�V�R�S�G�D�B�T�R�S�N�L�D�Q�S�N�V�N�Q�J�H�M�S�G�D�K�@�M�F�T�@�F�D�S�G�D�X�@�Q�D�L�N�R�S�E�@�L�H�K�H�@�Q�V�H�S�G���4�G�D�B�T�R�S�N�L�D�Q�B�@�M�B�G�N�N�R�D
�S�G�D���K�@�M�F�T�@�F�D���E�Q�N�L���@�M�X���N�E���S�G�D���@�U�@�H�K�@�A�K�D���K�@�M�F�T�@�F�D�R��

�4�N���R�O�D�B�H�E�X���S�G�D���H�M�S�D�Q�E�@�B�D���K�@�M�F�T�@�F�D��

���� �,�@�T�M�B�G���@���V�D�A���A�Q�N�V�R�D�Q���@�M�C���D�M�S�D�Q���S�G�D���5�2�,���N�E���S�G�D���R�X�R�S�D�L�����4�G�DLogin �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�G�N�N�R�D�@�K�@�M�F�T�@�F�D�E�Q�N�L�S�G�DLanguage �O�N�O��T�O��L�D�M�T���S�G�D�H�M�S�D�Q�E�@�B�D�V�H�K�K�A�D�B�G�@�M�F�D�@�B�B�N�Q�C�H�M�F�K�X���4�G�D

�R�D�K�D�B�S�D�C�K�@�M�F�T�@�F�D�V�H�K�K�A�D�R�S�N�Q�D�C�V�H�S�G�X�N�T�Q�V�D�A�A�Q�N�V�R�D�Q���B�N�N�J�H�D�	���4�G�D�M�D�W�S�S�H�L�D�S�G�D�B�T�R�S�N�L�D�Q�U�H�R�H�S�R�S�G�D
�R�X�R�S�D�L���S�G�D���K�@�M�F�T�@�F�D���N�E���S�G�D���H�M�S�D�Q�E�@�B�D���H�R���@�T�S�N�L�@�S�H�B�@�K�K�X���R�D�S���A�@�R�D�C���N�M���S�G�D���R�S�N�Q�D�C���U�@�K�T�D��
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The Login page.

�)�S���H�R���@�K�R�N���O�N�R�R�H�A�K�D���S�N���B�G�@�M�F�D���S�G�D���K�@�M�F�T�@�F�D���N�E���S�G�D���V�D�A���R�H�S�D���H�M���S�G�DUser info bar ��
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2.2 Company Tasks

�#�N�L�O�@�M�X�Q�D�K�@�S�D�C�S�@�R�J�R�@�Q�D�S�X�O�H�B�@�K�K�X�O�D�Q�E�N�Q�L�D�C�A�X�0�Q�N�C�T�B�S�H�N�M�-�@�M�@�F�D�Q�R�@�M�C�#�N�L�O�@�M�X�-�@�M�@�F�D�Q�R���4�G�H�R�B�G�@�O�S�D�Q
�C�D�R�B�Q�H�A�D�R���B�N�L�L�N�M���S�@�R�J�R���H�M���S�G�D���#�N�L�O�@�M�X���R�D�B�S�H�N�M���N�E���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

2.2.1 Add companies

�4�N���@�C�C���@���M�D�V���B�N�L�O�@�M�X���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F�@�O�O�D�@�Q�R��

Enter company name to create a new company

���� �%�M�S�D�Q���S�G�DCompany name ��
���� �#�K�H�B�JSave �S�N�B�Q�D�@�S�D�S�G�D�M�D�V�B�N�L�O�@�M�X���9�N�T�G�@�U�D�M�N�V�@�C�C�D�C�@�B�N�L�O�@�M�X���V�G�H�B�G�H�R�@�C�C�D�C�C�H�Q�D�B�S�K�X�S�N�S�G�D

Companies overview ��

Notes:

�] �.�D�V�K�X���B�Q�D�@�S�D�C���B�N�L�O�@�M�H�D�R���@�Q�D���H�M�H�S�H�@�K�K�Xdisabled �@�M�C���L�T�R�S���A�Denabled �N�M�B�D���T�R�D�Q���@�B�B�N�T�M�S�R���@�M�C���O�T�A�K�H�B�@�S�H�N�M
�S�X�O�D�R���@�Q�D���@�C�C�D�C�����5�R�D�Q�R���A�D�K�N�M�F�H�M�F���S�N���@���C�H�R�@�A�K�D�C���B�N�L�O�@�M�X���V�H�K�K���M�N�S���A�D���@�A�K�D���S�N���@�B�B�D�R�R���S�G�D���H�S�D�L�R���H�M���S�G�DMenu
�A�@�Q�����!���B�N�L�O�@�M�X���B�@�M���A�D���D�M�@�A�K�D�C���U�H�@���S�G�D���R�T�L�L�@�Q�X���@�A�C���N�Q���O�Q�N�O�D�Q�S�H�D�R���O�@�F�D���N�E���S�G�@�S���B�N�L�O�@�M�X�����4�X�O�H�B�@�K�K�X
�!�C�L�H�M�H�R�S�Q�@�S�N�Q�R�����0�Q�N�C�T�B�S�H�N�M���-�@�M�@�F�D�Q�R���@�M�C���$�D�R�H�F�M�D�Q�R���B�@�M���S�D�R�S���S�G�D���S�D�L�O�K�@�S�D�R���N�E���S�G�D�R�D���C�H�R�@�A�K�D�C���B�N�L�O�@�M�H�D�R
�U�H�@���S�G�DNew Document �R�D�B�S�H�N�M��

�] �!�A�N�T�S���#�N�L�O�@�M�X���4�X�O�D��
�e �4�G�DCompany Type �B�@�M�A�D�R�D�S���S�NPublic �S�N���D�M�@�A�K�D���"���#�����"�T�R�H�M�D�R�R���S�N���#�T�R�S�N�L�D�Q�	�����R�N���S�G�@�S���U�H�R�H�S�N�Q�R

���H���D�����M�N�M���K�N�F�F�D�C��H�M���T�R�D�Q�R�	���@�Q�D���@�A�K�D���S�N�U�H�D�V�S�G�D���B�N�L�O�@�M�X���R���D�M�@�A�K�D�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R�@�M�C
�C�N�B�T�L�D�M�S�R���V�H�S�G�N�T�S�K�N�F�F�H�M�F���H�M���S�N���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A�����@�M�C���@�C�C���H�S�D�L�R���S�N���S�G�D�H�Q���R�G�N�O�O�H�M�F���B�@�Q�S�����6�H�R�H�S�N�Q�R
�N�E���@���O�T�A�K�H�B���B�N�L�O�@�M�X���V�H�K�K�M�D�U�D�Q�S�G�D�K�D�R�R���G�@�U�D���S�N���B�Q�D�@�S�D���@�M���@�B�B�N�T�M�S���H�M���N�Q�C�D�Q���S�N���O�Q�N�B�D�D�C�S�N���B�G�D�B�J�N�T�S��

�e �#�N�L�O�@�M�H�D�R���N�E���S�X�O�DPrivate �B�@�M���N�M�K�X���A�D���@�B�B�D�R�R�D�C���A�X���T�R�D�Q�R�V�G�N���G�@�U�D���A�D�D�M���D�H�S�G�D�Q���B�Q�D�@�S�D�C���V�H�S�G�H�M���S�G�D
�B�N�L�O�@�M�X���N�Q���@�R�R�H�F�M�D�C���S�N���H�S���4�G�H�R���H�R���E�N�Q���Q�D�F�T�K�@�Q�"���"�����"�T�R�H�M�D�R�R���S�N���"�T�R�H�M�D�R�R�	�S�Q�@�M�R�@�B�S�H�N�M�R��
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2.2.2 Modify properties

�!�E�S�D�Q�B�Q�D�@�S�H�M�F�@�M�D�V�B�N�L�O�@�M�X�N�Q�C�D�O�@�Q�S�L�D�M�S�H�S�H�R�O�N�R�R�H�A�K�D�S�N�L�N�C�H�E�X�@�K�K�B�N�L�O�@�M�X�N�Q�C�D�O�@�Q�S�L�D�M�S�O�Q�N�O�D�Q�S�H�D�R���4�N
�L�N�C�H�E�X���S�G�D���B�N�L�O�@�M�X���O�Q�N�O�D�Q�S�H�D�R��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S�@�B�N�L�O�@�M�X�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V�A�X�B�K�H�B�J�H�M�F�N�M�S�G�D�B�N�L�O�@�M�X�M�@�L�D���4�G�DCompanies Summary �O�@�F�D

�H�R�R�G�N�V�M�@�M�C�N�M�S�G�D�Q�H�F�G�S�G�@�M�C�R�H�C�D�@�L�D�M�T�H�R�C�H�R�O�K�@�X�D�C���4�G�H�R�R�H�C�D�L�D�M�T�@�K�K�N�V�R�L�@�M�@�F�D�L�D�M�S�N�E�S�G�D
�E�N�K�K�N�V�H�M�F���H�S�D�L�R���N�E���S�G�D���B�T�Q�Q�D�M�S�K�X���R�D�K�D�B�S�D�C���B�N�L�O�@�M�X��

�e �0�Q�N�O�D�Q�S�H�D�R
�e �!�C�C�Q�D�R�R�D�R
�e �5�R�D�Q�R
�e �0�T�A�K�H�B�@�S�H�N�M���4�X�O�D�R
�e �7�D�A���$�D�R�H�F�M
�e �$�D�O�@�Q�S�L�D�M�S�R
�e �0�Q�H�B�H�M�F���@�M�C���/�Q�C�D�Q�H�M�F��

���� �/�M �S�G�DCompany Summary �O�@�F�D�S�G�D�A�@�R�H�B�B�N�L�O�@�M�X�H�M�E�N�Q�L�@�S�H�N�M�H�R�C�H�R�O�K�@�X�D�C�H�M�S�G�DProperties �R�D�B�S�H�N�M��
�4�N�L�N�C�H�E�X�S�G�D�H�M�E�N�Q�L�@�S�H�N�M�H�M�S�G�DProperties �R�D�B�S�H�N�M�B�K�H�B�J�S�G�DEdit link �N�Q�B�K�H�B�JProperties �H�M�S�G�D�R�H�C�D
�L�D�M�T��

���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Change the company properties in this screen

���� �%�M�S�D�Q���@�C�C�H�S�H�N�M�@�K���H�M�E�N�Q�L�@�S�H�N�M���E�N�Q���S�G�D���B�N�L�O�@�M�X��
�e Company Code: �4�G�H�R���U�@�K�T�D���H�R���@���T�M�H�P�T�D���B�N�C�D���V�G�H�B�G���B�@�M���A�D���T�R�D�C���S�N���K�H�M�J���S�N���@�M���@�C�L�H�M�H�R�S�Q�@�S�H�N�M���N�Q

�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L��
�e URL: �4�G�D���B�T�R�S�N�L�D�Q�R���B�N�L�O�@�M�X���5�2�,���B�@�M���A�D���D�M�S�D�Q�D�C���G�D�Q�D��
�e Contact Person: �7�G�D�M���T�R�D�Q�R���G�@�U�D���A�D�D�M���@�C�C�D�C���S�N���S�G�D���B�N�L�O�@�M�X�����@���B�N�L�O�@�M�X���B�N�M�S�@�B�S���O�D�Q�R�N�M

�R�G�N�T�K�C���A�D���R�D�K�D�B�S�D�C���H�M���S�G�DContact person �O�T�K�K��C�N�V�M��L�D�M�T��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R�����4�G�D���B�N�L�O�@�M�X���O�Q�N�O�D�Q�S�H�D�R���O�@�F�D���H�R���R�G�N�V�M��
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Note: �4�G�D�#�N�L�O�@�M�X�4�X�O�D�H�R�@�R�S�@�S�H�B�U�@�K�T�D�H�M�C�H�B�@�S�H�M�F�V�G�D�S�G�D�Q�S�G�D�B�N�L�O�@�M�X�G�@�R�A�D�D�M�C�D�E�H�M�D�C�@�R�0�Q�H�U�@�S�D���E�N�Q
�"���"�	���N�Q���0�T�A�K�H�B�����E�N�Q���"���#�	��

2.2.3 Add or modify address

�4�N���@�C�C���S�G�D���B�N�L�O�@�M�X���@�C�C�Q�D�R�R���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���B�N�L�O�@�M�X���M�@�L�D�����4�G�DCompany Summary �O�@�F�D���H�R

�R�G�N�V�M�����/�M���S�G�D���B�N�L�O�@�M�X���R�T�L�L�@�Q�X���O�@�F�D���S�G�D���A�@�R�H�B���B�N�L�O�@�M�X���H�M�E�N�Q�L�@�S�H�N�M���H�R���C�H�R�O�K�@�X�D�C�����4�G�DCompany
Address �H�R���O�K�@�B�D�C���H�M���@���B�N�K�K�@�O�R�H�A�K�D���H�M�E�N�Q�L�@�S�H�N�M���V�H�M�C�N�V��

���� �4�N���L�@�J�D���S�G�DAddress information �U�H�R�H�A�K�D�����B�K�H�B�J���S�G�D���S�D�W�S�����4�G�D���@�C�C�Q�D�R�R���H�M�E�N�Q�L�@�S�H�N�M���B�@�M���@�C�C���N�Q���L�N�C�H�E�H�D�C���A�X
�B�K�H�B�J�H�M�F���S�G�DEdit link �N�Q���B�K�H�B�JAddresses �H�M���S�G�D���R�H�C�D���L�D�M�T��

���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Enter or modify the company address information in this screen

���� �4�G�DShipping and Billing address �H�M�E�N�Q�L�@�S�H�N�M�H�R�T�R�D�C�C�T�Q�H�M�F�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R�@�M�C�B�@�M�A�D�T�R�D�C�@�R
�C�D�E�@�T�K�S���U�@�K�T�D���E�N�Q���H�M�O�T�S���E�H�D�K�C�R���H�M���S�G�DNew Document �R�D�B�S�H�N�M�����%�M�S�D�Q���S�G�D���Q�D�P�T�H�Q�D�C���H�M�E�N�Q�L�@�S�H�N�M��

�e Country: �3�D�K�D�B�S���@���B�N�T�M�S�Q�X���H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�DNone �H�R���R�D�K�D�B�S�D�C��
�e Address Fields: �%�M�S�D�Q���S�G�D���@�C�C�Q�D�R�R���H�M�E�N�Q�L�@�S�H�N�M���H�M���S�G�H�R���E�H�D�K�C�R�����-�@�W�H�L�@�K�����������B�G�@�Q�@�B�S�D�Q�R���B�@�M���A�D���S�X�O�D�C

�N�Q���O�@�R�S�D�C���H�M���S�G�H�R���E�H�D�K�C�R��
�e Zip code: �4�G�DZip code �H�R���Q�D�K�@�S�D�C���S�N���S�G�D���R�D�K�D�B�S�D�C���B�N�T�M�S�Q�X�����)�M���R�N�L�D���B�@�R�D�R���@���Q�D�F�T�K�@�Q���D�W�O�Q�D�R�R�H�N�M���H�R

�@�C�C�D�C���S�N���B�G�D�B�J���S�G�D���D�M�S�D�Q�D�C���Y�H�O���B�N�C�D��
�e State: �4�G�DState �H�R���@�K�R�N���Q�D�K�@�S�D�C���S�N���S�G�D���R�D�K�D�B�S�D�C���B�N�T�M�S�Q�X�����7�G�D�M���R�D�K�D�B�S�H�M�F���5�3���N�Q���#�@�M�@�C�@���@���O�T�K�K�

�C�N�V�M��L�D�M�T���H�R���R�G�N�V�M�����O�Q�D�R�D�M�S�H�M�F���S�G�D���R�S�@�S�D�R���N�E���S�G�D���5�3���N�Q���#�@�M�@�C�@�����3�S�@�S�D���H�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C���S�G�@�M�����)�M
�@�K�K���N�S�G�D�Q���B�@�R�D�R���@�M���D�M�S�Q�X���E�H�D�K�C���H�R���U�H�R�H�A�K�D��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

How to - Company Tasks

Objectif Lune Inc. © 2010 18



2.2.4 Add departments

�4�N���@�C�C���@���C�D�O�@�Q�S�L�D�M�S���S�N���@���B�N�L�O�@�M�X��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���N�M���S�G�D���B�N�L�O�@�M�X���M�@�L�D��
���� �#�K�H�B�JDepartments �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DDepartments overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JAdd �����4�G�DAdd Department �C�H�@�K�N�F���@�O�O�D�@�Q�R��
���� �%�M�S�D�Q���S�G�DDepartment name ��
���� �#�K�H�B�JSave �S�N�R�S�N�Q�D�S�G�D�B�G�@�M�F�D�R���9�N�T�G�@�U�D�M�N�V�@�C�C�D�C�@�C�D�O�@�Q�S�L�D�M�S���V�G�H�B�G�H�R�@�C�C�D�C�C�H�Q�D�B�S�K�X�S�N�S�G�D

�B�N�L�O�@�M�H�D�R��Departments overview ��

Note: �!�E�S�D�Q�B�Q�D�@�S�H�M�F�@�M�D�V�C�D�O�@�Q�S�L�D�M�S�H�S�H�R�O�N�R�R�H�A�K�D�S�N�L�N�C�H�E�X�S�G�DDepartment Properties �@�M�C�@�C�C�S�G�D
Department Address �H�M�E�N�Q�L�@�S�H�N�M���/�M �S�G�D�C�D�O�@�Q�S�L�D�M�S���R�@�C�C�Q�D�R�R�O�@�F�D�S�G�D�B�G�D�B�J�A�N�W�D�R�E�N�QUse
company address �@�Q�D�D�M�@�A�K�D�C�A�X�C�D�E�@�T�K�S���S�G�D�R�X�R�S�D�L�@�T�S�N�L�@�S�H�B�@�K�K�X�S�@�J�D�R�R�G�H�O�O�H�M�F�@�M�C�A�H�K�K�H�M�F
�@�C�C�Q�D�R�R�D�R�E�Q�N�L�S�G�D�B�N�L�O�@�M�X���)�E�S�G�H�R�N�O�S�H�N�M�H�R�M�N�S�Q�D�P�T�H�Q�D�C���O�K�D�@�R�D�B�K�H�B�J�H�M�S�G�D�B�G�D�B�J�A�N�W�S�N�@�K�K�N�V
�C�H�E�E�D�Q�D�M�S���R�G�H�O�O�H�M�F���@�M�C���A�H�K�K�H�M�F���@�C�C�Q�D�R�R�D�R���S�N���A�D���D�M�S�D�Q�D�C��

2.2.5 Add users

�4�N���B�Q�D�@�S�D���@���M�D�V���T�R�D�Q���@�B�B�N�T�M�S���E�N�Q���@���B�N�L�O�@�M�X��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���N�M���S�G�D���B�N�L�O�@�M�X���M�@�L�D��
���� �3�D�K�D�B�SUsers �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Enter basic information about the user

���� �%�M�S�D�Q���S�G�D���Q�D�P�T�H�Q�D�C���H�M�E�N�Q�L�@�S�H�N�M��
�e User Name and Password: �4�G�D�R�D�E�H�D�K�C�R�C�D�E�H�M�D�S�G�D�H�M�E�N�Q�L�@�S�H�N�M�Q�D�P�T�H�Q�D�C�S�N�K�N�F�N�M�S�N�S�G�D�R�X�R�S�D�L

�@�M�C���M�D�D�C���S�N���A�D���D�M�S�D�Q�D�C���H�M���S�G�DLogin �O�@�F�D��
�e Role: �4�G�D���R�D�K�D�B�S�D�C���Q�N�K�D���C�D�E�H�M�D�R���S�G�D���O�Q�H�U�H�K�D�F�D�R���@�M�C���@�B�B�D�R�R���K�D�U�D�K���N�E���S�G�D���T�R�D�Q��
�e Department: �3�D�K�D�B�S�@�C�D�O�@�Q�S�L�D�M�S�S�N�V�G�H�B�G�S�G�D�T�R�D�Q�A�D�K�N�M�F�R���H�E�@�U�@�H�K�@�A�K�D�	���)�S�H�R�O�N�R�R�H�A�K�D�S�N�@�R�R�H�F�M

�T�R�D�Q�R�S�N�L�N�Q�D�S�G�@�M�N�M�D�C�D�O�@�Q�S�L�D�M�S���A�X�G�N�K�C�H�M�F�S�G�D�R�G�H�E�S�J�D�X�@�M�C�B�K�H�B�J�H�M�F�@�K�K�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�S�N
�V�G�H�B�G���S�G�D���T�R�D�Q�R���A�D�K�N�M�F�R��

�e Login: �3�D�S���S�G�H�R���N�O�S�H�N�M���S�NEnabled �S�N���@�K�K�N�V���S�G�D���T�R�D�Q���K�N�F�N�M���S�N���S�G�D���R�X�R�S�D�L��
�e First, Last, Gender, Job Title and E-mail address: �4�G�D�U�@�K�T�D�R�N�E�S�G�D�R�D�E�H�D�K�C�R�@�Q�D�T�R�D�C�H�M�S�G�D

�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R�@�M�C�B�@�M�A�D�T�R�D�C�@�R�C�D�E�@�T�K�S�U�@�K�T�D�R�E�N�Q�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R�H�M�S�G�DNew Document
�R�D�B�S�H�N�M��

���� �#�K�H�B�JSave �� �9�N�T�G�@�U�D�M�N�V�@�C�C�D�C�@�T�R�D�Q���V�G�H�B�G�H�R�@�C�C�D�C�C�H�Q�D�B�S�K�X�S�N�S�G�D�B�N�L�O�@�M�H�D�R�cUser overview �� �7�G�D�M
�L�N�Q�D���T�R�D�Q�R���M�D�D�C���S�N���A�D���@�C�C�D�C���B�K�H�B�JAdd �@�F�@�H�M��
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Important: �7�G�D�M�T�R�D�Q�R�G�@�U�D�A�D�D�M�@�R�R�H�F�M�D�C�S�N�C�D�O�@�Q�S�L�D�M�S�R���@�C�D�O�@�Q�S�L�D�M�S�B�N�M�S�@�B�S�O�D�Q�R�N�M�R�G�N�T�K�C�A�D
�R�D�K�D�B�S�D�C���B�K�H�B�J�N�MDepartments �H�M�S�G�D�R�H�C�D�L�D�M�T���R�D�K�D�B�S�@�C�D�O�@�Q�S�L�D�M�S�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V���B�K�H�B�J
Properties �H�M�S�G�D�R�H�C�D�L�D�M�T�@�M�C�B�K�H�B�JEdit �� �4�G�H�R�V�H�K�K�N�O�D�M�S�G�DDepartment Properties �O�@�F�D���V�G�D�Q�D
�S�G�D�B�N�Q�Q�D�B�S�B�N�M�S�@�B�S�O�D�Q�R�N�M�B�@�M�A�D�R�D�K�D�B�S�D�C�E�Q�N�L�@�O�T�K�K��C�N�V�M��L�D�M�T���#�K�H�B�JSave �S�N�R�S�N�Q�D�S�G�D
�B�G�@�M�F�D�R��

2.2.6 Modify user info

�4�N���L�N�C�H�E�X���S�G�D���T�R�D�Q���H�M�E�N�Q�L�@�S�H�N�M��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���N�M���S�G�D���B�N�L�O�@�M�X���M�@�L�D��
���� �#�K�H�B�JUsers �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���T�R�D�Q���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���T�R�D�Q���M�@�L�D��
���� �#�K�H�B�JEdit �����4�G�DEdit Account �O�@�F�D���@�O�O�D�@�Q�R��

Change the user information

���� �%�M�S�D�Q���S�G�D���Q�D�P�T�H�Q�D�C���T�R�D�Q���H�M�E�N�Q�L�@�S�H�N�M��
�e Person Code: �4�G�H�R�U�@�K�T�D�H�R�@�T�M�H�P�T�D�B�N�C�D�V�G�H�B�G�B�@�M�A�D�T�R�D�C�S�N�K�H�M�J�S�N�@�M�@�C�L�H�M�H�R�S�Q�@�S�H�N�M�N�Q

�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L��
�e Language: �4�G�D�R�D�K�D�B�S�D�C�K�@�M�F�T�@�F�D�C�D�E�H�M�D�R�S�G�D�K�@�M�F�T�@�F�D�T�R�D�C�E�N�Q�S�G�D�D��L�@�H�K�L�D�R�R�@�F�D�R�R�D�M�C�A�X

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���4�G�D�K�@�M�F�T�@�F�D�N�E�S�G�D�V�D�A�R�H�S�D�H�R�C�D�E�H�M�D�C�A�X�S�G�D�K�@�M�F�T�@�F�D�R�D�K�D�B�S�D�C�H�M�S�G�DLogin
�O�@�F�D��

�e Login: �3�D�S���S�G�H�R���N�O�S�H�N�M���S�NEnabled �S�N���@�K�K�N�V���S�G�D���T�R�D�Q���K�N�F�N�M���S�N���S�G�D���R�X�R�S�D�L��
�e Additional Information: �4�G�D�U�@�K�T�D�R�N�E�S�G�D�R�D�E�H�D�K�C�R�@�Q�D�T�R�D�C�H�M�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R�@�M�C�B�@�M�A�D

�T�R�D�C���@�R���C�D�E�@�T�K�S���U�@�K�T�D�R���E�N�Q���T�R�D�Q���H�M�O�T�S���E�H�D�K�C�R���H�M���S�G�DNew Document �R�D�B�S�H�N�M��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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2.2.7 Assign users to a department

�4�N���@�R�R�H�F�M���@���T�R�D�Q���@�B�B�N�T�M�S���S�N���@���C�D�O�@�Q�S�L�D�M�S��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDepartments �H�M���S�G�D���R�H�C�D���L�D�M�T���@�M�C���R�D�K�D�B�S���@���C�D�O�@�Q�S�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JUsers �H�M���S�G�D���R�H�C�D���L�D�M�T�����!�M���N�U�D�Q�U�H�D�V���R�G�N�V�R���S�G�D���T�R�D�Q���@�B�B�N�T�M�S�R���H�M���S�G�@�S���C�D�O�@�Q�S�L�D�M�S��

With the assign button users can be assigned to a department

���� �#�K�H�B�JAssign �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Users can be assigned to a department

���� �3�D�K�D�B�S���@���T�R�D�Q���E�Q�N�L���S�G�DUnassigned �K�H�R�S���@�M�C���B�K�H�B�JAssign �N�Q���C�N�T�A�K�D���B�K�H�B�J���@���M�@�L�D���S�N���@�R�R�H�F�M��
�4�G�DUnassigned Users �@�Q�D�S�G�N�R�D�T�R�D�Q�R�S�G�@�S�@�Q�D�M�N�S�O�@�Q�S�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S���4�G�D�T�R�D�Q�R�R�G�N�V�M�H�M�S�G�D�K�H�R�S
�C�D�O�D�M�C�N�M�S�G�D�Q�N�K�D�N�E�S�G�D�B�T�Q�Q�D�M�S�K�X�K�N�F�F�D�C�N�M�T�R�D�Q���! �Q�N�K�D�C�D�E�H�M�D�R�V�G�H�B�G�Q�N�K�D�R�S�G�D�T�R�D�Q�B�@�M�@�R�R�H�F�M�V�G�D�M
�B�Q�D�@�S�H�M�F���M�D�V���@�B�B�N�T�M�S�R�����4�G�D���K�H�R�S���R�G�N�V�R���S�G�N�R�D���T�R�D�Q�R���N�E���V�G�H�B�G���S�G�D���Q�N�K�D���B�@�M���A�D���@�R�R�H�F�M�D�C���A�X���S�G�D���B�T�Q�Q�D�M�S���T�R�D�Q��

���� �#�K�H�B�JSave �S�N�R�S�N�Q�D�S�G�D�B�G�@�M�F�D�R���4�G�D�@�R�R�H�F�M�D�C�T�R�D�Q���R�	�V�H�K�K�A�D�U�H�R�H�A�K�D�E�Q�N�L�S�G�DUsers overview �N�E�S�G�D
�C�D�O�@�Q�S�L�D�M�S��

�5�R�D�Q���@�B�B�N�T�M�S�R���B�@�M���A�D���@�C�C�D�C���C�H�Q�D�B�S�K�X���S�N���@���C�D�O�@�Q�S�L�D�M�S�����4�N���B�Q�D�@�S�D���@���M�D�V���@�B�B�N�T�M�S���@�S���C�D�O�@�Q�S�L�D�M�S���K�D�U�D�K��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies �N�U�D�Q�U�H�D�V���O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDepartments �H�M���S�G�D���R�H�C�D���L�D�M�T���@�M�C���R�D�K�D�B�S���@���C�D�O�@�Q�S�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JUsers �H�M���S�G�D���R�H�C�D���L�D�M�T�����!�M���N�U�D�Q�U�H�D�V���H�R���R�G�N�V�M���V�H�S�G���S�G�D���T�R�D�Q���@�B�B�N�T�M�S�R���N�E���S�G�D���C�D�O�@�Q�S�L�D�M�S��
���� �#�K�H�B�JAdd �@�M�C�E�H�K�K�H�M�S�G�D�Q�D�P�T�H�Q�D�C�T�R�D�Q�H�M�E�N���R�D�D�!�C�C�T�R�D�Q�R�@�M�C�-�N�C�H�E�X�T�R�D�Q�H�M�E�N�	���5�R�D�Q�R�V�G�N�@�Q�D�@�C�C�D�C

�C�H�Q�D�B�S�K�X���S�N���@���C�D�O�@�Q�S�L�D�M�S���B�@�M���A�D�����Q�D�	�@�R�R�H�F�M�D�C���S�N���N�S�G�D�Q���C�D�O�@�Q�S�L�D�M�S�R���K�@�S�D�Q��
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2.2.8 Assign a publication type to a department

�$�N�B�T�L�D�M�S�R�O�T�A�K�H�R�G�D�C�A�X�@�$�D�R�H�F�M�D�Q���@�Q�D�@�T�S�N�L�@�S�H�B�@�K�K�X�@�R�R�H�F�M�D�C�S�N�@�B�N�L�O�@�M�X�@�R�@�V�G�N�K�D���)�M�N�Q�C�D�Q�S�N�@�R�R�H�F�M
�S�G�D�R�D���C�N�B�T�L�D�M�S�R���S�N���@���C�D�O�@�Q�S�L�D�M�S��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���B�N�L�O�@�M�X���M�@�L�D��
���� �#�K�H�B�JDepartments �H�M���S�G�D���R�H�C�D���L�D�M�T���@�M�C���R�D�K�D�B�S���@���C�D�O�@�Q�S�L�D�M�S��
���� �#�K�H�B�JPublication types �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAssign �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

In this dialog publication types can be assigned to a department

���� �3�D�K�D�B�S�@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�H�M�S�G�DUnassigned �V�H�M�C�N�V�@�M�C�B�K�H�B�J�S�G�DAssign �A�T�S�S�N�M�S�N�L�N�U�D�S�G�D�R�D�K�D�B�S�D�C
�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�S�N�S�G�DAssigned �V�H�M�C�N�V���$�N�T�A�K�D�B�K�H�B�J�H�M�F�S�G�D�R�D�K�D�B�S�D�C�M�@�L�D�V�H�K�K�@�K�R�N�@�R�R�H�F�M�N�Q�T�M�@�R�R�H�F�M
�S�G�D���R�D�K�D�B�S�D�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���Q�D�S�T�Q�M���S�N���S�G�DPublication Types overview ��

�4�N���@�R�R�H�F�M���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���S�N���@���C�D�O�@�Q�S�L�D�M�S���U�H�@���S�G�DPublication Type �R�D�B�S�H�N�M��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S�@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V�A�X�B�K�H�B�J�H�M�F�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�M�@�L�D���4�G�DPublication Types

Summary �O�@�F�D���@�O�O�D�@�Q�R��

On the Publication Types Summary page publication types can be assigned to a department
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���� �#�K�H�B�JAssign �@�M�C�R�D�K�D�B�S�@�C�D�O�@�Q�S�L�D�M�S�H�M�S�G�DUnassigned �V�H�M�C�N�V�@�M�C�B�K�H�B�J�S�G�DAssign �A�T�S�S�N�M�S�N�L�N�U�D�S�G�D
�R�D�K�D�B�S�D�C�C�D�O�@�Q�S�L�D�M�S�S�N�S�G�DAssigned �V�H�M�C�N�V���$�N�T�A�K�D�B�K�H�B�J�H�M�F�S�G�D�R�D�K�D�B�S�D�C�M�@�L�D�V�H�K�K�@�K�R�N�@�R�R�H�F�M�N�Q
�T�M�@�R�R�H�F�M���S�G�D���R�D�K�D�B�S�D�C���C�D�O�@�Q�S�L�D�M�S��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���S�N���Q�D�S�T�Q�M���S�N���S�G�DSummary �O�@�F�D���N�E���S�G�D���R�D�K�D�B�S�D�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
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2.2.9 Change web design settings

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�B�@�M�T�R�D�C�H�E�E�D�Q�D�M�Sskins �E�N�Q�D�@�B�G�B�N�L�O�@�M�X���@�K�K�N�V�H�M�F�X�N�T�Q�B�T�R�S�N�L�D�Q�R�S�N�T�R�D�S�G�D�R�X�R�S�D�L�H�M
�S�G�D�H�Q�N�V�M�G�N�T�R�D�R�S�X�K�D�N�Q�@�R�S�X�K�D�S�G�@�S�B�K�N�R�D�K�X�L�@�S�B�G�D�R�S�G�D�H�Q�G�N�T�R�D�R�S�X�K�D���5�R�D�Q�R�N�E�S�G�@�S�B�N�L�O�@�M�X�B�@�M�@�B�B�D�R�R�S�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�D�A�R�H�S�D�U�H�@�@�O�D�Q�R�N�M�@�K�H�Y�D�C�5�2�, �V�G�H�B�G�V�H�K�K�H�M�U�N�J�D�S�G�D�H�Q�R�J�H�M���4�G�D�V�D�A�C�D�R�H�F�M�R�D�S�S�H�M�F�R�N�E�@
�B�N�L�O�@�M�X�B�N�M�S�Q�N�K�S�G�D�R�J�H�M���F�K�N�A�@�K�R�S�X�K�D�R�D�S�S�H�M�F�R�@�M�C�S�G�D�O�D�Q�R�N�M�@�K�H�Y�D�C�5�2�, �U�@�Q�H�@�A�K�D�N�E�S�G�D�B�N�L�O�@�M�X���&�N�Q
�D�W�@�L�O�K�D�����G�S�S�O�����V�V�V���X�N�T�Q�O�Q�H�M�S�R�G�N�O�V�D�A���B�N�L���X�N�T�Q�B�K�H�D�M�S�R�B�N�L�O�@�M�X�M�@�L�D��

�4�N���B�G�@�M�F�D���S�G�D���V�D�A���C�D�R�H�F�M���R�D�S�S�H�M�F�R���N�E���@���B�N�L�O�@�M�X��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JWeb Design �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Upload a company logo and change the colors in this window

���� �4�G�DWeb Design �O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R��
�e Skin: �4�G�H�R�O�N�O��T�O�L�D�M�T�K�D�S�R�X�N�T�R�D�K�D�B�S�N�M�D�N�E�S�G�D�@�U�@�H�K�@�A�K�D�R�J�H�M�R���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�@�A�N�T�S

�B�Q�D�@�S�H�M�F���R�J�H�M�R���Q�D�E�D�Q���S�N���S�G�D���3�J�H�M�M�H�M�F���'�T�H�C�D��
�e Design Name: �4�G�DDesign Name �C�D�E�H�M�D�R�S�G�D�5�2�, �R�T�E�E�H�W�S�N�H�M�U�N�J�D�S�G�D�R�D�K�D�B�S�D�C�R�J�H�M�@�M�C�V�D�A

�C�D�R�H�F�M���R�D�S�S�H�M�F�R��
�e Font Family: �4�G�D�E�N�M�S��E�@�L�H�K�X�O�Q�N�O�D�Q�S�X�H�R�@�O�Q�H�N�Q�H�S�H�Y�D�C�K�H�R�S�N�E�E�N�M�S�E�@�L�H�K�X�M�@�L�D�R�@�M�C���N�Q�F�D�M�D�Q�H�B�E�N�M�S

�E�@�L�H�K�X�M�@�L�D�R���4�G�D�A�Q�N�V�R�D�Q�V�H�K�K�T�R�D�S�G�D�E�H�Q�R�S�U�@�K�T�D�H�S�Q�D�B�N�F�M�H�Y�D�R���3�D�O�@�Q�@�S�D�D�@�B�G�U�@�K�T�D�V�H�S�G�@
�B�N�L�L�@�����@�M�C���@�K�V�@�X�R���N�E�E�D�Q���@���F�D�M�D�Q�H�B��E�@�L�H�K�X���M�@�L�D���@�R���S�G�D���K�@�R�S���@�K�S�D�Q�M�@�S�H�U�D��

�e Colors: �4�G�D�R�D���B�N�K�N�Q���O�H�B�J�D�Q�R���@�Q�D���T�R�D�C���S�N���R�D�K�D�B�S���B�N�K�N�Q�R���E�N�Q���U�@�Q�H�N�T�R���O�@�Q�S�R���N�E���S�G�D���V�D�A���R�H�S�D��
�e Header Image: �5�R�D�S�G�DBrowse �A�T�S�S�N�M�S�N�R�D�K�D�B�S�@�M�H�L�@�F�D�E�H�K�D�N�M�X�N�T�Q�K�N�B�@�K�L�@�B�G�H�M�D���I�O�F�N�Q�F�H�E�	��

�)�M���S�G�DDefault �R�J�H�M���S�G�H�R���H�L�@�F�D���H�R���T�R�D�C���H�M���S�G�D���@�Q�D�@���@�A�N�U�D���S�G�DMenu �A�@�Q��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���S�N���T�O�K�N�@�C���S�G�D���B�N�L�O�@�M�X���K�N�F�N�����H�E���@�O�O�K�H�B�@�A�K�D�	��

�4�NRestore �S�G�D�C�D�E�@�T�K�S�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�J�H�M�B�K�H�B�J�S�G�DDefaults �A�T�S�S�N�M���! �V�@�Q�M�H�M�F�C�H�@�K�N�F�H�R�R�G�N�V�M���!�E�S�D�Q
�B�K�H�B�J�H�M�FOK �S�G�D���C�D�E�@�T�K�S���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���R�J�H�M���H�R���Q�D�R�S�N�Q�D�C�����#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

Note: �)�E�S�G�D�R�D�K�D�B�S�D�C�R�J�H�M�C�N�D�R�M�N�S�L�@�J�D�T�R�D�N�E�S�G�D�B�T�R�S�N�L�E�N�M�S�E�@�L�H�K�X���B�N�K�N�Q�R�@�M�C�G�D�@�C�D�Q�H�L�@�F�D��
�B�G�@�M�F�D�R�S�N�S�G�D�R�D�E�H�D�K�C�R�V�H�K�K�G�@�U�D�M�N�D�E�E�D�B�S���4�G�D�3�J�H�M�M�H�M�F�'�T�H�C�D�D�W�O�K�@�H�M�R�G�N�V�@�R�J�H�M�B�@�M�A�D�L�@�C�D
�C�D�O�D�M�C�D�M�S���N�M���S�G�D�R�D���O�@�Q�@�L�D�S�D�Q�R��
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Note: �9�N�T���L�H�F�G�S���M�D�D�C���S�N���Q�D�E�Q�D�R�G���S�G�D���B�@�B�G�D���N�E���X�N�T�Q���A�Q�N�V�R�D�Q���H�M���N�Q�C�D�Q���S�N���R�D�D���S�G�D���B�G�@�M�F�D�R��

2.2.10 Modify Pricing and Ordering parameters

�)�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�@�B�N�L�O�@�M�X�N�Q�C�D�O�@�Q�S�L�D�M�S�@�S�@�W�Q�@�S�D�O�Q�N�E�H�K�D�B�@�M�A�D�R�D�K�D�B�S�D�C���4�G�D
�B�@�K�B�T�K�@�S�H�N�M�N�E�R�G�H�O�O�H�M�F�Q�@�S�D�R�B�@�M�A�D�D�M�@�A�K�D�C�@�M�C�@�O�@�X�L�D�M�S�L�N�C�T�K�D�B�@�M�A�D�R�D�K�D�B�S�D�C���)�M�@�C�C�H�S�H�N�M�S�N�S�G�H�R�H�S
�C�D�E�H�M�D�R�S�G�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�U�H�R�H�A�K�D�H�M�S�G�D�N�Q�C�D�Q�V�N�Q�J�H�M�F���)�E�L�T�K�S�H�O�K�D�O�Q�N�E�H�K�D�R�@�Q�D�@�U�@�H�K�@�A�K�D�S�G�D�D�M�C�T�R�D�Q
�B�@�M���R�D�K�D�B�S���S�G�D���O�Q�D�E�D�Q�Q�D�C���L�D�S�G�N�C�����4�G�D���B�@�K�B�T�K�@�S�H�N�M���N�E���R�G�H�O�O�H�M�F���Q�@�S�D�R���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���O�Q�D�Q�D�P�T�H�R�H�S�D�R��

�] �4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�G�N�T�K�C�B�Q�D�@�S�D�N�M�D�N�Q�L�T�K�S�H�O�K�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�H�M�S�G�DShipping Rates �O�@�F�D�N�E�S�G�D
Settings �R�D�B�S�H�N�M�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D���S�G�D���3�D�S�S�H�M�F�R���R�D�B�S�H�N�M��

�] �4�G�DCalculate Shipping Charges �N�O�S�H�N�M���N�E���S�G�D���B�N�L�O�@�M�X���R�G�N�T�K�C���A�D���D�M�@�A�K�D�C�����C�D�R�B�Q�H�A�D�C���A�D�K�N�V�	��
�] �0�Q�H�B�H�M�F���R�G�N�T�K�C���A�D���D�M�@�A�K�D�C���E�N�Q���S�G�D���B�N�L�O�@�M�X���R���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���@�M�C���C�N�B�T�L�D�M�S�R��

�4�N���R�D�S���S�G�D���O�Q�H�B�H�M�F���@�M�C���N�Q�C�D�Q�H�M�F���R�D�S�S�H�M�F�R���E�N�Q���@���B�N�L�O�@�M�X��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JPricing and Ordering �H�M���S�G�D���R�H�C�D���L�D�M�T�����S�G�DPricing and Ordering Settings �O�@�F�D���@�O�O�D�@�Q�R.
���� �#�K�H�B�JEdit. �4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R:

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

this window.

���� �4�G�H�R���O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���@�M�C���K�D�S�R���X�N�T���R�D�S���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��
�e Tax: �$�D�E�H�M�D�R���S�G�DTax Rate Profile �S�G�@�S���@�O�O�K�H�D�R���S�N���S�G�H�R���B�N�L�O�@�M�X�����N�Q���C�D�O�@�Q�S�L�D�M�S�	��
�e Shipping Rates: �4�G�H�R���R�D�B�S�H�N�M���C�D�E�H�M�D�R���S�G�D���E�N�K�K�N�V�H�M�F���R�G�H�O�O�H�M�F���B�G�@�Q�F�D���N�O�S�H�N�M�R��

�e Calculate Shipping Charges: �#�G�D�B�J�S�G�DCalculate Shipping Charges �B�G�D�B�J�A�N�W�S�N�D�M�@�A�K�D
�S�G�D�B�@�K�B�T�K�@�S�H�N�M�N�E�R�G�H�O�O�H�M�F�Q�@�S�D�R�E�N�Q�S�G�H�R�B�N�L�O�@�M�X���N�Q�C�D�O�@�Q�S�L�D�M�S�	���4�G�H�R�D�M�@�A�K�D�R�S�G�D�N�O�S�H�N�M�R
�A�D�K�N�V��

�e Use System Defaults: �)�E�R�D�K�D�B�S�D�C�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�Q�@�S�D�R�@�Q�D�T�R�D�C�H�M�S�G�D�N�Q�C�D�Q�H�M�F
�V�N�Q�J�E�K�N�V�����)�E���S�G�H�R���N�O�S�H�N�M���H�R���R�D�K�D�B�S�D�C���S�G�DShipping Rate Profile �@�Q�D�@���H�R���D�M�@�A�K�D�C��

�e Shipping Rate Profiles: �4�G�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�A�D�B�N�L�D�@�U�@�H�K�@�A�K�D�V�G�D�M�S�G�DUse System
Default �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C���4�N�R�D�K�D�B�S�N�M�D�N�Q�L�T�K�S�H�O�K�D�B�N�M�S�H�F�T�N�T�R�O�Q�N�E�H�K�D�R�T�R�D�R�G�H�E�S�B�K�H�B�J��
�.�N�M���B�N�M�S�H�F�T�N�T�R���H�S�D�L�R���B�@�M���A�D���R�D�K�D�B�S�D�C���V�H�S�G���@�K�S���B�K�H�B�J��
�7�G�D�M�L�T�K�S�H�O�K�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�@�Q�D�@�R�R�H�F�M�D�C���S�G�D�B�T�R�S�N�L�D�Q�H�R�@�A�K�D�S�N�R�D�K�D�B�S�S�G�D
�O�Q�D�E�D�Q�Q�D�C���R�G�H�O�O�H�M�F���L�D�S�G�N�C���H�M���S�G�D���N�Q�C�D�Q�H�M�F���V�N�Q�J�E�K�N�V��
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�3�G�H�O�O�H�M�F�B�G�@�Q�F�D�R�B�@�M�A�D�C�D�E�H�M�D�C�E�N�Q�S�G�D�B�N�L�O�@�M�X�@�M�C���N�Q�C�D�O�@�Q�S�L�D�M�S�R���4�G�D�R�D�@�Q�D�L�@�M�@�F�D�C
�H�M�C�D�O�D�M�C�D�M�S�K�X���S�G�D�O�Q�N�E�H�K�D�K�H�R�S�N�E�@�C�D�O�@�Q�S�L�D�M�S�B�@�M�A�D�B�N�L�O�K�D�S�D�K�X�C�H�E�E�D�Q�D�M�S�E�Q�N�L�S�G�D�K�H�R�S�E�N�Q
�S�G�D���B�N�L�O�@�M�X�����D���F�����V�G�D�M���K�N�B�@�S�D�C���H�M���@���C�H�E�E�D�Q�D�M�S���B�N�T�M�S�Q�X���N�Q���Q�D�F�H�N�M�	��

�e Payment Modules: �4�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K�R���S�G�D���R�D�S�S�H�M�F�R���T�R�D�C���E�N�Q���S�G�D���O�@�X�L�D�M�S���L�N�C�T�K�D�R��
�e Use System Defaults: �)�E�R�D�K�D�B�S�D�C�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�L�N�C�T�K�D�H�R�T�R�D�C���)�E�S�G�H�R�N�O�S�H�N�M�H�R

�C�D�R�D�K�D�B�S�D�C���S�G�DModule �@�Q�D�@���A�D�B�N�L�D�R���@�U�@�H�K�@�A�K�D��
�e Modules �����4�G�D���L�N�C�T�K�D�R���A�D�B�N�L�D���@�U�@�H�K�@�A�K�D���V�G�D�M���S�G�DUse System Default �B�G�D�B�J�A�N�W���H�R

�T�M�B�G�D�B�J�D�C�����4�N���R�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���B�N�M�S�H�F�T�N�T�R���L�N�C�T�K�D�R���T�R�D���R�G�H�E�S���B�K�H�B�J�����.�N�M���B�N�M�S�H�F�T�N�T�R
�H�S�D�L�R���B�@�M���A�D���R�D�K�D�B�S�D�C���V�H�S�G���@�K�S���B�K�H�B�J��
�7�G�D�M�L�T�K�S�H�O�K�D�L�N�C�T�K�D�R�@�Q�D�@�R�R�H�F�M�D�C���S�G�D�B�T�R�S�N�L�D�Q�H�R�@�A�K�D�S�N�R�D�K�D�B�S�S�G�D�O�Q�D�E�D�Q�Q�D�C�O�@�X�L�D�M�S
�L�D�S�G�N�C���H�M���S�G�D���N�Q�C�D�Q�H�M�F���V�N�Q�J�E�K�N�V��
�-�N�C�T�K�D�R�B�@�M�A�D �C�D�E�H�M�D�C�E�N�Q�S�G�D�B�N�L�O�@�M�X�@�M�C���N�Q�C�D�O�@�Q�S�L�D�M�S�R���4�G�D�R�D�@�Q�D�L�@�M�@�F�D�C
�H�M�C�D�O�D�M�C�D�M�S�K�X���S�G�D�L�N�C�T�K�D�K�H�R�S�N�E�@�C�D�O�@�Q�S�L�D�M�S�B�@�M�A�D�C�H�E�E�D�Q�D�M�S�E�Q�N�L�S�G�D�K�H�R�S�E�N�Q�S�G�D
�B�N�L�O�@�M�X�����D���F�����V�G�D�M���K�N�B�@�S�D�C���H�M���@���C�H�E�E�D�Q�D�M�S���B�N�T�M�S�Q�X���N�Q���Q�D�F�H�N�M�	��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

2.2.11 Delete company

�/�M �S�G�DCompanies overview �O�@�F�D�H�S�H�R�O�N�R�R�H�A�K�D�S�N�C�D�K�D�S�D�@�B�N�L�O�@�M�X���7�G�D�M�@�B�N�L�O�@�M�X�H�R�C�D�K�D�S�D�C�S�G�D�B�N�L�O�@�M�X
�@�M�C�S�G�D�K�H�M�J�D�C�C�D�O�@�Q�S�L�D�M�S�R���N�Q�C�D�Q�R���O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�@�M�C�B�N�K�K�D�B�S�H�N�M�R�@�Q�D�Q�D�L�N�U�D�C�E�Q�N�L�S�G�D�R�X�R�S�D�L���)�M�S�G�D
�C�@�S�@�A�@�R�D�S�G�D�R�D�H�S�D�L�R�V�H�K�K�A�D�L�@�Q�J�D�C�@�R�C�D�K�D�S�D�C���7�G�D�M�O�D�Q�E�N�Q�L�H�M�F�S�G�D�C�D�K�D�S�D�B�N�L�O�@�M�H�D�R�O�Q�N�B�D�R�R�N�M�S�G�D
Maintenance �O�@�F�D�H�M�S�G�DSettings �R�D�B�S�H�N�M�S�G�D�B�N�L�O�@�M�X�@�M�C�@�K�K�K�H�M�J�D�C�H�S�D�L�R�V�H�K�K�A�D�C�D�K�D�S�D�C�E�Q�N�L�S�G�D�C�@�S�@�A�@�R�D
�@�M�C���S�G�D���E�H�K�D���R�X�R�S�D�L��

�4�N���C�D�K�D�S�D���@���B�N�L�O�@�M�X���E�Q�N�L���S�G�DCompanies overview �O�@�F�D��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���M�D�W�S���S�N���S�G�D���B�N�L�O�@�M�X���M�@�L�D��

The Companies overview page

���� �#�K�H�B�JDelete �����&�H�Q�R�S���@�E�S�D�Q���B�K�H�B�JOK �H�M���S�G�D���V�@�Q�M�H�M�F���C�H�@�K�N�F���S�G�D���B�N�L�O�@�M�X���H�R���Q�D�L�N�U�D�C���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
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2.3 Publication Type and Document Tasks

�4�G�H�R�B�G�@�O�S�D�Q�C�D�R�B�Q�H�A�D�R�S�@�R�J�R�Q�D�K�@�S�D�C�S�N�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�@�M�C�C�N�B�L�D�M�S�R���4�X�O�H�B�@�K�K�X�S�G�D�R�D�S�@�R�J�R�@�Q�D�O�D�Q�E�N�Q�L�D�C
�A�X�S�G�D�C�D�R�H�F�M�D�Q���N�O�D�Q�@�S�N�Q�N�Q�S�G�D�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q���2�D�@�C�S�G�D�$�D�R�H�F�M�D�Q�'�T�H�C�D�@�M�C�0�Q�H�M�S�3�G�N�O�-�@�H�K�5�R�D�Q�'�T�H�C�D
�E�N�Q�C�D�S�@�H�K�D�C�H�M�E�N�Q�L�@�S�H�N�M�N�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�Q�D�K�@�S�D�C�S�@�R�J�R�@�M�C�G�N�V�S�N�O�T�A�K�H�R�G�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�S�N
�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

2.3.1 Add publication types

�4�G�D�Q�D���@�Q�D���S�V�N���V�@�X�R���S�N���B�Q�D�@�S�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R��

�] �5�R�H�M�F���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���V�D�A�R�H�S�D
�] �5�R�H�M�F���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���@�O�O�K�H�B�@�S�H�N�M

�&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�N�M�G�N�V�S�N�B�Q�D�@�S�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�U�H�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�O�K�D�@�R�D�Q�D�E�D�Q�S�N�S�G�D�0�3�- �5�R�D�Q
�'�T�H�C�D��

Create a publication type in PrintShop Mail Web

�4�N���B�Q�D�@�S�D���@���M�D�V���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Give the publication typeÕs folder a name

���� �#�N�L�O�K�D�S�D���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R��
�e Publication Type: �%�M�S�D�Q���S�G�D���M�@�L�D���E�N�Q���S�G�D���M�D�V���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
�e Status: �4�G�D�R�D�K�D�B�S�D�C�R�S�@�S�T�R�C�D�E�H�M�D�R�H�E�D�M�C�T�R�D�Q�R�B�@�M�U�H�D�V�S�G�H�R�E�N�K�C�D�Q�H�M�S�G�DNew Document �R�D�B�S�H�N�M

�@�M�C�R�S�@�Q�S�B�Q�D�@�S�H�M�F�M�D�V�C�N�B�T�L�D�M�S�R�A�@�R�D�C�N�M�S�G�D�B�N�M�S�@�H�M�D�C�S�D�L�O�K�@�S�D�R���4�X�O�H�B�@�K�K�X�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�@�M�C
�C�D�R�H�F�M�D�Q�R�B�@�M�U�H�D�V�S�G�D�R�D�O�T�A�K�H�B�@�S�H�N�M�R�S�X�O�D�R�H�M�S�G�DNew Document �R�D�B�S�H�N�M�@�K�K�N�V�H�M�F�S�G�D�L�S�N�S�D�R�S
�S�G�D�O�Q�D�U�H�D�V�@�M�C�I�N�A�F�D�M�D�Q�@�S�H�N�M���$�H�R�@�A�K�D�C�E�N�K�C�D�Q�R�@�Q�D�L�@�Q�J�D�C�V�H�S�G�@�Q�D�C�A�@�B�J�F�Q�N�T�M�C�H�M�S�G�DNew
Document �R�D�B�S�H�N�M���@�M�C���G�@�U�D���@���R�S�N�O��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D�H�Q���M�@�L�D��

�e Company Name: �3�D�K�D�B�S�@�B�N�L�O�@�M�X�H�M�S�G�H�R�O�T�K�K��C�N�V�M��L�D�M�T�S�N�@�R�R�H�F�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q
�S�N���S�G�@�S���B�N�L�O�@�M�X�����!���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q���H�R���@�K�V�@�X�R���@�R�R�H�F�M�D�C���S�N���@���B�N�L�O�@�M�X��

���� �#�K�H�B�JSave �S�N���@�C�C���S�G�D���E�N�K�C�D�Q��
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Create a publication type in the Companies section

�4�N���B�Q�D�@�S�D���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q���H�M���S�G�DCompanies �R�D�B�S�H�N�M��

���� �#�K�H�B�JCompanies �H�M���S�G�DMenu �A�@�Q�����4�G�DCompanies overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���B�N�L�O�@�M�X���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JPublication Types �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �S�N���C�H�R�O�K�@�X���S�G�DAdd �C�H�@�K�N�F��

2.3.2 Modify the publication type properties

�!�E�S�D�Q�@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�H�R�B�Q�D�@�S�D�C�S�G�D�E�N�K�C�D�Q�R�O�Q�N�O�D�Q�S�H�D�R�B�@�M�A�D�B�G�@�M�F�D�C�@�M�C�@�C�C�H�S�H�N�M�@�K�H�M�E�N�Q�L�@�S�H�N�M�B�@�M
�A�D���@�C�C�D�C�����4�N���L�N�C�H�E�X���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���O�Q�N�O�D�Q�S�H�D�R��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S�@�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V�A�X�B�K�H�B�J�H�M�F�N�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�M�@�L�D���4�G�DPublication

Type Summary �O�@�F�D�H�R�R�G�N�V�M�@�M�C�N�M�S�G�D�Q�H�F�G�S�G�@�M�C�R�H�C�D�@�L�D�M�T�H�R�C�H�R�O�K�@�X�D�C���4�G�H�R�R�H�C�D�L�D�M�T�@�K�K�N�V�R
�L�@�M�@�F�D�L�D�M�S���N�E���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R���N�E���S�G�D���R�D�K�D�B�S�D�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

�e �3�T�L�L�@�Q�X
�e �0�Q�N�O�D�Q�S�H�D�R
�e �$�N�B�T�L�D�M�S�R
�e �3�D�S�S�H�M�F�R
�e �6�N�K�T�L�D���$�H�R�B�N�T�M�S���4�@�A�K�D��

���� �/�M �S�G�DPublication Type Summary �O�@�F�D�S�G�D�L�N�R�S�Q�D�K�D�U�@�M�S�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�H�M�E�N�Q�L�@�S�H�N�M�H�R�C�H�R�O�K�@�X�D�C���4�N
�L�N�C�H�E�X���S�G�DPublication Type Properties �B�K�H�B�J���S�G�DEdit link �N�Q���B�K�H�B�JProperties �H�M���S�G�D���R�H�C�D���L�D�M�T

���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �)�S���H�R���O�N�R�R�H�A�K�D���S�N���B�N�L�O�K�D�S�D���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R��
�e Product Code: �4�G�H�R���U�@�K�T�D���H�R���@���T�M�H�P�T�D���B�N�C�D���V�G�H�B�G���B�@�M���A�D���T�R�D�C���S�N���K�H�M�J���S�N���@�M���@�C�L�H�M�H�R�S�Q�@�S�H�N�M���N�Q

�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L��
�e Description: �!���S�D�W�S���C�D�R�B�Q�H�A�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q���@�M�C���N�Q���@�C�C�H�S�H�N�M�@�K���H�M�E�N�Q�L�@�S�H�N�M��
�e Company Name �����3�D�K�D�B�S���S�G�D���B�N�L�O�@�M�X���S�N���A�D���@�R�R�N�B�H�@�S�D�C���V�H�S�G���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
�e Use Custom Thumbnail: �#�G�D�B�J���S�G�DUse custom thumbnail �B�G�D�B�J�A�N�W���S�N���C�H�R�O�K�@�X���@���B�T�R�S�N�L���K�N�F�N��

�H�B�N�M���N�Q���H�L�@�F�D���E�N�Q���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
�e Browse: �#�K�H�B�JBrowse �S�N���K�N�B�@�S�D���S�G�D���H�L�@�F�D���E�H�K�D���S�N���A�D���T�R�D�C���@�R���S�G�D���S�G�T�L�A�M�@�H�K���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C

�C�Q�H�U�D��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R�����4�G�DPublication Type Properties �O�@�F�D���H�R���R�G�N�V�M��

How to - Publication Type and Document Tasks

Objectif Lune Inc. © 2010 28



2.3.3 Delete a publication type folder

�)�S�H�R�O�N�R�R�H�A�K�D�S�N�C�D�K�D�S�D�N�M�D�N�Q�L�T�K�S�H�O�K�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�R�N�M�S�G�DPublication Types overview �O�@�F�D���4�N
�C�D�K�D�S�D���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���M�D�W�S���S�N���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D
���� �#�K�H�B�JDelete �� �&�H�Q�R�S�@�E�S�D�Q�B�K�H�B�JOK �H�M�S�G�D�V�@�Q�M�H�M�F�C�H�@�K�N�F�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D���R�	�H�R�Q�D�L�N�U�D�C�E�Q�N�L�S�G�D

�N�U�D�Q�U�H�D�V��

Note: �! �O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�B�@�M�N�M�K�X�A�D�C�D�K�D�S�D�C�V�G�D�M�S�G�D�Q�D�@�Q�D�M�N�N�Q�C�D�Q�R�T�R�H�M�F�N�M�D�N�E�S�G�D�B�N�M�S�@�H�M�H�M�F
�C�N�B�T�L�D�M�S�R��

2.3.4 Adding documents to a publication type

�!���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q���B�@�M���B�N�M�S�@�H�M���U�@�Q�H�N�T�R���C�N�B�T�L�D�M�S���S�X�O�D�R�����4�G�D�Q�D���@�Q�D���S�G�Q�D�D���C�N�B�T�L�D�M�S�R���S�X�O�D�R��

�] �$�@�S�@�A�@�R�D���E�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R
�] �5�R�D�Q���H�M�O�T�S���E�H�K�D���C�N�B�T�L�D�M�S�R
�] �3�S�@�S�H�B���C�N�B�T�L�D�M�S�R�����0�$�&���@�M�C���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S�R���V�H�S�G�N�T�S���U�@�Q�H�@�A�K�D�R�	
�] �&�H�K�D���5�O�K�N�@�C���C�N�B�T�L�D�M�S�R�����I�N�A���R�T�A�L�H�R�R�H�N�M�	

Adding a file upload document

�4�G�DFile Upload �N�O�S�H�N�M�K�D�S�R�S�G�D�D�M�C�T�R�D�Q�T�O�K�N�@�C�@�C�N�B�T�L�D�M�S�E�Q�N�L�S�G�D�K�N�B�@�K�G�@�Q�C�C�Q�H�U�D�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A��
�4�G�H�R�N�E�S�D�M�Q�D�E�D�Q�Q�D�C�S�N�@�R�b�/�M�D��/�E�E��*�N�A�R�c�N�Q�*�N�A�3�T�A�L�H�R�R�H�N�M���M�N�M�Q�D�O�D�S�H�S�H�U�D�I�N�A�R�	���4�G�D�E�H�K�D�T�O�K�N�@�C�C�N�B�T�L�D�M�S�R�@�Q�D
�@�R�R�H�F�M�D�C�S�N�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�I�T�R�S�K�H�J�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�@�M�C�3�S�@�S�H�B�0�$�&�C�N�B�T�L�D�M�S�R�@�M�C�@�Q�D�Q�D�B�N�F�M�H�Y�D�C�A�X�@File
upload icon �H�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�@�M�C�C�N�B�T�L�D�M�S�R�N�U�D�Q�U�H�D�V���! �O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�B�@�M�B�N�M�S�@�H�M�L�T�K�S�H�O�K�D�S�D�L�O�K�@�S�D
�C�N�B�T�L�D�M�S�R���N�E���C�H�E�E�D�Q�D�M�S���S�X�O�D�R��

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q���C�D�R�H�F�M�D�Q�B�@�M�R�D�S�T�O�L�T�K�S�H�O�K�D�E�H�K�D�T�O�K�N�@�C�C�N�B�T�L�D�M�S�R�H�M�S�G�DPublication Type �R�D�B�S�H�N�M���4�G�D
�C�N�B�T�L�D�M�S�M�@�L�D�@�M�C�C�D�R�B�Q�H�O�S�H�N�M�B�@�M�A�D�T�R�D�C�S�N�C�H�R�S�H�M�F�T�H�R�G�C�N�B�T�L�D�M�S�S�X�O�D�R�@�M�C�S�G�D�H�Q�O�Q�N�C�T�B�S�H�N�M�L�D�S�G�N�C���D���F��
�B�N�K�N�Q�L�N�C�D���E�N�K�C�H�M�F�L�D�S�G�N�C�@�M�C�E�H�M�H�R�G�H�M�F�N�O�S�H�N�M�R�	���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q���C�D�R�H�F�M�D�Q�B�@�M�B�N�M�E�H�F�T�Q�D�O�@�Q�@�L�D�S�D�Q�R�E�N�Q
�S�G�D���@�B�S�T�@�K���E�H�K�D���T�O�K�N�@�C�����4�G�D�R�D���O�@�Q�@�L�D�S�D�Q�R���H�M�B�K�T�C�D���S�G�D���L�@�W�H�L�T�L���E�H�K�D���R�H�Y�D���@�M�C���S�G�D���O�D�Q�L�H�S�S�D�C���E�H�K�D���S�X�O�D�R��

�4�X�O�H�B�@�K�K�X���S�G�D���E�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R���V�H�K�K���A�D���P�T�N�S�D���N�Q�C�D�Q�R���A�T�S���M�N�Q�L�@�K���O�Q�H�B�H�M�F���N�O�S�H�N�M�R���B�@�M���A�D���@�O�O�K�H�D�C��

�4�N���@�C�C���@���E�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S���S�N���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd ��
���� �3�D�K�D�B�S�H�M�S�G�DDocument Type �O�T�K�K��C�N�V�M��L�D�M�T�S�G�DFile Upload �C�N�B�T�L�D�M�S�S�X�O�D���4�G�D�E�N�K�K�N�V�H�M�F�R�B�Q�D�D�M

�@�O�O�D�@�Q�R��
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The document add dialog to define file upload documents templates

�/�M���S�G�H�R���O�@�F�D���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R���@�Q�D���E�N�T�M�C��
�e Document Type: �)�M���S�G�DDocument Type �H�S���H�R���O�N�R�R�H�A�K�D���S�N���R�D�K�D�B�S���S�G�D���C�N�B�T�L�D�M�S���S�X�O�D���H�M���S�G�D���O�T�K�K�

�C�N�V�M��L�D�M�T����Static PDF �N�QFile upload �	��
�e Document Name: �%�M�S�D�Q���@Name �E�N�Q���S�G�D���C�N�B�T�L�D�M�S�����4�G�D���M�@�L�D���E�N�Q���S�G�D���C�N�B�T�L�D�M�S���R�G�N�T�K�C���A�D

�T�M�H�P�T�D�����4�N���B�Q�D�@�S�D���@���L�T�K�S�H�K�H�M�F�T�@�K���C�N�B�T�L�D�M�S���M�@�L�D�����@���C�N�B�T�L�D�M�S���M�@�L�D���S�G�@�S���R�V�H�S�B�G�D�R���V�H�S�G���S�G�D
�K�@�M�F�T�@�F�D���N�E���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���T�R�D�Q���H�M�S�D�Q�E�@�B�D�	�����@�C�C���@���C�N�B�T�L�D�M�S���M�@�L�D���@�B�B�N�Q�C�H�M�F���S�N���S�G�D
�H�M�S�D�Q�M�@�K���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���K�@�M�F�T�@�F�D���R�S�Q�H�M�F���E�N�Q�L�@�S�����,�@�M�F�T�@�F�D���R�S�Q�H�M�F�R���R�S�@�Q�S���V�H�S�G���S�G�D���O�D�Q�B�D�M�S�@�F�D
�B�G�@�Q�@�B�S�D�Q���������E�N�K�K�N�V�D�C���A�X���S�G�D���C�N�B�T�L�D�M�S���M�@�L�D���H�M���V�G�H�B�G���S�G�D���V�N�Q�C�R���@�Q�D���I�N�H�M�D�C���V�H�S�G�N�T�S���R�O�@�B�D�R���@�M�C
�@�Q�D���B�@�O�H�S�@�K�H�Y�D�C���V�H�S�G�H�M���S�G�D���B�N�L�O�N�T�M�C�����4�G�D���R�S�Q�H�M�F���R�G�N�T�K�C���D�M�C���V�H�S�G���S�G�D���O�D�Q�B�D�M�S�@�F�D���B�G�@�Q�@�B�S�D�Q���������D���F��
���3�D�Q�U�H�B�D�-�@�M�T�@�K���	�����3�T�A�R�D�P�T�D�M�S�K�X���X�N�T���R�G�N�T�K�C���@�C�C���S�G�H�R���R�S�Q�H�M�F���S�N���S�G�D���U�@�Q�H�N�T�R���K�@�M�F�T�@�F�D�R���U�H�@���S�G�D
Languages �R�D�B�S�H�N�M���N�E���S�G�DSettings �R�D�B�S�H�N�M��

�e Status: �4�G�D���R�D�K�D�B�S�D�C���R�S�@�S�T�R���C�D�E�H�M�D�R���H�E���D�M�C���T�R�D�Q�R���B�@�M���R�D�D���S�G�D���C�N�B�T�L�D�M�S���H�M���S�G�DNew Document
�R�D�B�S�H�N�M���@�M�C���R�S�@�Q�S���B�Q�D�@�S�H�M�F���M�D�V���C�N�B�T�L�D�M�S�R���A�@�R�D�C���N�M���H�S�����4�X�O�H�B�@�K�K�X���@�C�L�H�M�H�R�S�Q�@�S�N�Q�R���@�M�C���C�D�R�H�F�M�D�Q�R���B�@�M
�U�H�D�V���S�G�D�R�D���C�N�B�T�L�D�M�S�R���@�K�K�N�V�H�M�F���S�G�D�L���S�N���S�D�R�S���S�G�D���O�Q�D�U�H�D�V���@�M�C���I�N�A���F�D�M�D�Q�@�S�H�N�M�����$�H�R�@�A�K�D�C���C�N�B�T�L�D�M�S�R
�@�Q�D���L�@�Q�J�D�C���V�H�S�G���@���Q�D�C���A�@�B�J�F�Q�N�T�M�C���H�M���S�G�DNew Document �R�D�B�S�H�N�M���@�M�C���G�@�U�D���@���R�S�N�O��R�X�L�A�N�K���M�D�W�S���S�N
�S�G�D�H�Q���M�@�L�D��

�e Product Code: �4�G�H�R���U�@�K�T�D���H�R���@���T�M�H�P�T�D���B�N�C�D���V�G�H�B�G���B�@�M���A�D���T�R�D�C���S�N���K�H�M�J���S�N���@�M���@�C�L�H�M�H�R�S�Q�@�S�H�N�M���N�Q
�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L��

�e Description: �%�M�S�D�Q���@���C�D�R�B�Q�H�O�S�H�U�D���S�D�W�S���E�N�Q���S�G�D���C�N�B�T�L�D�M�S���H�M���S�G�DDescription �E�H�D�K�C�����S�G�H�R���H�R���N�O�S�H�N�M�@�K��
�4�G�D���C�D�R�B�Q�H�O�S�H�N�M���E�H�D�K�C���B�@�M���A�D���T�R�D�C���M�N�V���S�N���@�C�C���@�C�C�H�S�H�N�M�@�K���H�M�E�N�Q�L�@�S�H�N�M���E�N�Q���D�M�C���T�R�D�Q�R���@�B�B�N�Q�C�H�M�F���S�N���S�G�D
�E�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S���S�D�L�O�K�@�S�D�����5�R�D���S�G�D<!--break--> �A�Q�D�@�J�O�N�H�M�S���S�N���R�O�K�H�S���S�G�D���H�M�E�N�Q�L�@�S�H�N�M�����4�D�W�S
�A�D�E�N�Q�D���S�G�D���A�Q�D�@�J�O�N�H�M�S���H�R���R�G�N�V�M���H�M���S�G�DNew Document overview �@�M�C���C�N�B�T�L�D�M�S���O�@�F�D�R�����4�G�D���S�D�W�S
�@�E�S�D�Q���S�G�D���A�Q�D�@�J�O�N�H�M�S���H�R���R�G�N�V�M���N�M���S�G�DFile Upload �O�@�F�D���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R��

���� �#�K�H�B�JSave �S�N���@�C�C���S�G�D���C�N�B�T�L�D�M�S���S�N���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�c�R���E�N�K�C�D�Q�����4�G�DDocument's overview �O�@�F�D���V�H�K�K���A�D
�R�G�N�V�M��

Adding a static PDF

�4�N���@�C�C���@���R�S�@�S�H�B���0�$�&���C�N�B�T�L�D�M�S���S�N���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

The document Add dialog to import PDF documents

���� �3�D�K�D�B�S���S�G�DStatic PDF �S�X�O�D���H�M���S�G�D���$�N�B�T�L�D�M�S���4�X�O�D�R���O�T�K�K��C�N�V�M��L�D�M�T��
�/�M���S�G�H�R���O�@�F�D���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R���@�Q�D���E�N�T�M�C��

�e Document Type: �)�M���S�G�DDocument Type �R�D�B�S�H�N�M���H�S���H�R���O�N�R�R�H�A�K�D���S�N���R�D�K�D�B�S���S�G�D���C�N�B�T�L�D�M�S���S�X�O�D����Static
PDF �N�QFile upload �	��

�e Document Name: �%�M�S�D�Q���@���M�@�L�D���E�N�Q���S�G�D���C�N�B�T�L�D�M�S��
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�e Status: �4�G�D���R�D�K�D�B�S�D�C���R�S�@�S�T�R���C�D�E�H�M�D�R���H�E���D�M�C���T�R�D�Q�R���B�@�M���R�D�D���S�G�D���C�N�B�T�L�D�M�S���H�M���S�G�DNew Document
�R�D�B�S�H�N�M���@�M�C���R�S�@�Q�S���B�Q�D�@�S�H�M�F���M�D�V���C�N�B�T�L�D�M�S�R���A�@�R�D�C���N�M���H�S�����4�X�O�H�B�@�K�K�X���@�C�L�H�M�H�R�S�Q�@�S�N�Q�R���@�M�C���C�D�R�H�F�M�D�Q�R���B�@�M
�U�H�D�V���S�G�D�R�D���C�N�B�T�L�D�M�S�R���@�K�K�N�V�H�M�F���S�G�D�L���S�N���S�D�R�S���S�G�D���O�Q�D�U�H�D�V���@�M�C���I�N�A���F�D�M�D�Q�@�S�H�N�M�����$�H�R�@�A�K�D�C���C�N�B�T�L�D�M�S�R
�@�Q�D���L�@�Q�J�D�C���V�H�S�G���@���Q�D�C���A�@�B�J�F�Q�N�T�M�C���H�M���S�G�DNew Document �R�D�B�S�H�N�M���@�M�C���G�@�U�D���@���R�S�N�O��R�X�L�A�N�K���M�D�W�S���S�N
�S�G�D�H�Q���M�@�L�D��

�e Product Code: �4�G�H�R���U�@�K�T�D���H�R���@���T�M�H�P�T�D���B�N�C�D���V�G�H�B�G���B�@�M���A�D���T�R�D�C���S�N���K�H�M�J���S�N���@�M���@�C�L�H�M�H�R�S�Q�@�S�H�N�M���N�Q
�N�Q�C�D�Q�H�M�F���R�X�R�S�D�L��

�e Description: �!���S�D�W�S���C�D�R�B�Q�H�A�H�M�F���S�G�D���C�N�B�T�L�D�M�S���N�Q���@�C�C�H�S�H�N�M�@�K���C�N�B�T�L�D�M�S���H�M�E�N�Q�L�@�S�H�N�M��
�e PDF files: �#�K�H�B�JBrowse �S�N�M�@�U�H�F�@�S�D�S�N�@�0�$�&�C�N�B�T�L�D�M�S�N�M�X�N�T�Q�K�N�B�@�K�G�@�Q�C�C�Q�H�U�D���4�G�H�R�V�H�K�K�A�D�S�G�D

High Resolution �U�D�Q�R�H�N�M�E�N�Q�S�G�H�R�C�N�B�T�L�D�M�S���!�E�S�D�Q�V�@�Q�C�R�@�M�N�O�S�H�N�M�@�K�,�N�V�2�D�R�N�K�T�S�H�N�M�B�@�M�A�D�T�O�K�N�@�C�D�C
�U�H�@���S�G�D���O�Q�N�O�D�Q�S�H�D�R���O�@�F�D���N�E���S�G�D���C�N�B�T�L�D�M�S��

���� �%�M�S�D�Q���@���M�@�L�D���E�N�Q���S�G�D���C�N�B�T�L�D�M�S��
���� �#�K�H�B�JSave �S�N�@�C�C�S�G�D�C�N�B�T�L�D�M�S�S�N�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�c�R�E�N�K�C�D�Q���4�G�DDocument's overview �O�@�F�D�V�H�K�K�A�D

�R�G�N�V�M��

Adding a variable data document

�4�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�@�O�O�K�H�B�@�S�H�N�M�K�D�S�R�C�D�R�H�F�M�U�@�Q�H�@�A�K�D�C�@�S�@�C�N�B�T�L�D�M�S�R���&�Q�N�L�V�H�S�G�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�S�G�D�R�D
�C�N�B�T�L�D�M�S�R�B�@�M�A�D�O�T�A�K�H�R�G�D�C�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���0�K�D�@�R�D�Q�D�E�D�Q�S�N�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�5�R�D�Q�'�T�H�C�D�E�N�Q�C�D�S�@�H�K�D�C
�H�M�E�N�Q�L�@�S�H�N�M���N�M���S�G�D�R�D���R�T�A�I�D�B�S�R��

2.3.5 Delete documents from a publication type

�4�N���C�D�K�D�S�D���C�N�B�T�L�D�M�S�R���E�Q�N�L���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The Documents overview window

���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���H�M���E�Q�N�M�S���N�E���S�G�D���C�N�B�T�L�D�M�S���R���M�@�L�D��
���� �#�K�H�B�JDelete �S�N���Q�D�L�N�U�D���S�G�D���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��

Note: �! �C�N�B�T�L�D�M�S�B�@�M�M�N�S�A�D�C�D�K�D�S�D�C�V�G�H�K�D�S�G�D�Q�D�@�Q�D�N�Q�C�D�Q�R�H�M�S�G�DOrder Manager �S�G�@�S�@�Q�D�A�@�R�D�C�N�M
�S�G�H�R�C�N�B�T�L�D�M�S���4�G�D�M�T�L�A�D�Q�N�E�O�Q�H�M�S�I�N�A�R�Q�D�E�D�Q�Q�H�M�F�S�N�S�G�H�R�C�N�B�T�L�D�M�S�H�R�C�H�R�O�K�@�X�D�C�H�M�S�G�D�B�N�K�T�L�M

�V�H�S�G���S�G�D ��R�X�L�A�N�K��
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2.3.6 Edit document properties

�4�N���L�N�C�H�E�X���S�G�D���O�Q�N�O�D�Q�S�H�D�R���N�E���@���C�N�B�T�L�D�M�S��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����S�G�DDocuments Summary �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JProperties �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�D���C�N�B�T�L�D�M�S���O�Q�N�O�D�Q�S�H�D�R���O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General: �)�M�S�G�H�R�R�D�B�S�H�N�M�X�N�T�B�@�M�B�G�@�M�F�D�S�G�D�M�@�L�D�N�E�S�G�D�C�N�B�T�L�D�M�S���S�G�D�R�S�@�S�T�R���@�M�C�S�G�D�O�Q�N�C�T�B�S

�B�N�C�D��
�#�G�D�B�J�S�G�DAttach Softproof to e-mail �B�G�D�B�J�A�N�W�S�N�L�@�J�D�H�S�O�N�R�R�H�A�K�D�S�N�R�D�M�C�@�R�N�E�S�O�Q�N�N�E�V�H�S�G�S�G�D�D�
�L�@�H�K�R�D�M�S�N�M�R�S�@�S�T�R�B�G�@�M�F�D��Ordered �@�M�CApproved �	�� �!�S�S�@�B�G�R�N�E�S�O�Q�N�N�E�H�R�N�M�K�X�@�U�@�H�K�@�A�K�D�E�N�Q�R�S�@�S�H�B
�0�$�&���@�M�C���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S�R��
�/�M �S�G�DSoftproof �O�@�F�D��New document) �B�T�R�S�N�L�D�Q�R�B�@�M�B�G�N�N�R�D�S�N�B�G�D�B�J�S�G�DAttach softproof to e-
mail �B�G�D�B�J�A�N�W�@�M�C�Q�D�B�D�H�U�D�S�G�D�R�N�E�S�O�Q�N�N�E�@�R�@�M�D��L�@�H�K�@�S�S�@�B�G�L�D�M�S�S�G�@�M���4�G�H�R�B�G�D�B�J�A�N�W�V�H�K�K�N�M�K�X�A�D
�R�G�N�V�M�E�N�Q�S�D�L�O�K�@�S�D�R�V�G�D�Q�D�S�G�D�R�N�E�S�O�Q�N�N�E�@�S�S�@�B�G�L�D�M�S�N�O�S�H�N�M�H�R�D�M�@�A�K�D�C���)�E�S�G�D�@�S�S�@�B�G�R�N�E�S�O�Q�N�N�E
�N�O�S�H�N�M���H�R���D�M�@�A�K�D�C���@�M�C���S�G�D���R�N�E�S�O�Q�N�N�E���H�R���S�N�N���K�@�Q�F�D���S�N���R�D�M�C���S�G�D���D��L�@�H�K���H�R���M�N�S���R�D�M�C��

�e Other: �)�M�S�G�H�R�R�D�B�S�H�N�M�H�S�H�R�O�N�R�R�H�A�K�D�S�N�R�D�K�D�B�SUse custom thumbnail �S�N�C�H�R�O�K�@�X�@�B�T�R�S�N�L�K�N�F�N���H�B�N�M
�N�Q�H�L�@�F�D�E�N�Q�S�G�D�C�N�B�T�L�D�M�S���#�K�H�B�JBrowse �S�N�K�N�B�@�S�D�S�G�D�H�L�@�F�D�E�H�K�D�S�N�A�D�T�R�D�C�@�R�S�G�D�S�G�T�L�A�M�@�H�K�N�M
�X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���T�O�K�N�@�C���S�G�D���H�L�@�F�D���E�H�K�D�����H�E���@�O�O�K�H�B�@�A�K�D�	��

Note: �&�N�Q�S�G�D�T�R�D�Q�S�N�Q�D�B�D�H�U�D�S�G�D�D��L�@�H�K�V�H�S�G�@�S�S�@�B�G�L�D�M�S�S�G�D�@�S�S�@�B�G�L�D�M�S�R�H�Y�D�L�T�R�S�M�N�S�D�W�B�D�D�C�S�G�D
�3�-�4�0���R�D�Q�U�D�Q���N�Q���S�G�D���T�R�D�Q���R���D��L�@�H�K���A�N�W���B�@�O�@�B�H�S�X��
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2.3.7 Manage production settings

�4�G�DProduction Settings �K�D�S�R�X�N�T�B�G�@�M�F�D�C�D�E�@�T�K�S�U�@�K�T�D�R�E�N�Q�O�Q�N�C�T�B�S�H�N�M�R�O�D�B�H�E�H�B�O�@�Q�@�L�D�S�D�Q�R�N�M�C�N�B�T�L�D�M�S�K�D�U�D�K��
�4�G�D�C�N�B�T�L�D�M�S�O�Q�N�C�T�B�S�H�N�M�R�D�S�S�H�M�F�R�@�Q�D�Q�D�K�@�S�D�C�S�N�S�G�DShipping date �B�@�K�D�M�C�@�Q�H�M�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R���4�N�L�N�C�H�E�X
�S�G�DSettings �H�M���S�G�DProduction �R�D�B�S�H�N�M��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���0�$�&���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����S�G�DDocuments Summary �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JSettings �H�M���S�G�DProduction �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�D���C�N�B�T�L�D�M�S���O�Q�N�C�T�B�S�H�N�M���R�D�S�S�H�M�F�R���O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e Use System Defaults: �4�G�DUse system default �B�G�D�B�J�A�N�W�H�R�N�M�A�X�C�D�E�@�T�K�S���V�G�H�B�G�B�@�T�R�D�R�S�G�D

�Q�D�L�@�H�M�H�M�F���N�O�S�H�N�M�R���N�E���S�G�H�R���R�D�B�S�H�N�M���S�N���A�D���C�H�R�@�A�K�D�C�����)�E���R�D�K�D�B�S�D�C���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���U�@�K�T�D�R���@�Q�D���T�R�D�C��
�e Standard Production Time: �)�M�S�G�DStandard production time �O�T�K�K��C�N�V�M��L�D�M�T�S�G�D�M�T�L�A�D�Q�N�E

�C�@�X�R�S�N�O�Q�N�C�T�B�D�C�N�B�T�L�D�M�S�R�B�@�M�A�D�C�D�E�H�M�D�C���4�G�D�U�@�K�T�D�R�Q�@�M�F�D�R�E�Q�N�L�� �S�N������ �4�G�D�R�S�@�M�C�@�Q�C
�O�Q�N�C�T�B�S�H�N�M�S�H�L�D�H�R�T�R�D�C�S�N�B�@�K�B�T�K�@�S�D�S�G�D�E�H�Q�R�S�O�N�R�R�H�A�K�D�R�G�H�O�O�H�M�F�C�@�S�D�C�T�Q�H�M�F�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R��
�4�G�D�D�M�C�T�R�D�Q�G�@�R�S�G�D�N�O�S�H�N�M�S�N�R�D�K�D�B�S�@�C�H�E�E�D�Q�D�M�S�C�@�S�D���U�H�@�@�B�@�K�D�M�C�@�Q�	�A�T�S�B�@�M�M�N�S�R�D�K�D�B�S�@�M�X�N�E�S�G�D
�C�@�S�@�L�@�Q�J�D�C�@�R�R�S�@�M�C�@�Q�C�O�Q�N�C�T�B�S�H�N�M�S�H�L�D���4�G�D�U�@�K�T�D�R�R�O�D�B�H�E�H�D�C�H�M�S�G�H�R�R�D�B�S�H�N�M�@�Q�D�@�T�S�N�L�@�S�H�B�@�K�K�X
�@�O�O�K�H�D�C���S�N���M�D�V���S�D�L�O�K�@�S�D�R��

�e Rush Order Production Time: �4�G�DRush order production time �O�T�K�K��C�N�V�M��L�D�M�T���Q�D�O�Q�D�R�D�M�S�R���S�G�D
�S�H�L�D���E�Q�@�L�D���S�N���O�Q�N�C�T�B�D���S�G�D���C�N�B�T�L�D�M�S���L�D�@�R�T�Q�D�C���H�M���C�@�X�R���E�N�Q���Q�T�R�G���N�Q�C�D�Q�R�����4�G�D���D�M�C���T�R�D�Q���V�H�K�K���A�D���@�A�K�D
�S�N���R�D�K�D�B�S���@���C�@�S�D���A�D�S�V�D�D�M���S�G�DStandard Production Time �@�M�CRush Order Production Time �����)�E���R�T�B�G���@
�C�@�S�D���H�R���R�D�K�D�B�S�D�C���@�R���S�G�D���R�G�H�O�O�H�M�F���C�@�S�D���S�G�D���Q�T�R�G���Q�@�S�D���N�E���S�G�D���C�N�B�T�L�D�M�S���H�R���@�C�C�D�C���S�N���S�G�D���O�Q�H�B�D
�B�@�K�B�T�K�@�S�H�N�M�����R�T�Q�B�G�@�Q�F�D�	���@�M�C���S�G�D���N�Q�C�D�Q���H�R���L�@�Q�J�D�C���@�R���@���Q�T�R�G���N�Q�C�D�Q��
�)�E�S�G�D�U�@�K�T�D�H�R�R�D�S�S�N�R�@�L�D�U�@�K�T�D�@�R�S�G�DStandard Production Time �� �B�T�R�S�N�L�D�Q�R�B�@�M�M�N�S�Q�D�P�T�D�R�S�@
�Q�T�R�G���N�Q�C�D�Q��

�e Include Today In Production Time: �7�G�D�M���B�G�D�B�J�D�C�����S�G�H�R���N�O�S�H�N�M���C�D�S�D�Q�L�H�M�D�R���H�E���S�G�D���B�T�Q�Q�D�M�S���C�@�S�D���H�R
�B�N�T�M�S�D�C���@�R���@���O�Q�N�C�T�B�S�H�N�M���C�@�X���E�N�Q���N�Q�C�D�Q�R���O�K�@�B�D�C���A�D�E�N�Q�D���S�G�D���S�H�L�D���R�O�D�B�H�E�H�D�C���H�M���S�G�D���N�Q�C�D�Q�R���O�K�@�B�D�C���A�D�E�N�Q�D
�O�T�K�K��C�N�V�M��L�D�M�T��

�e Orders Placed Before: �4�G�DOrders placed before �N�O�S�H�N�M���C�D�E�H�M�D�R���S�G�D���S�H�L�D���R�K�N�S���E�N�Q���S�G�DInclude
today for production �N�O�S�H�N�M�����)�E���@�M���N�Q�C�D�Q���H�R���O�K�@�B�D�C���A�D�E�N�Q�D���S�G�D���R�S�@�S�D�C���S�H�L�D���@�M�C���S�G�DInclude Today In
Production Time �N�O�S�H�N�M���H�R���R�D�K�D�B�S�D�C�����S�G�D���B�T�Q�Q�D�M�S���C�@�X���H�R���B�N�T�M�S�D�C���@�R���O�Q�N�C�T�B�S�H�N�M���C�@�X�����4�G�D���C�D�E�@�T�K�S���U�@�K�T�D
�N�E���S�G�DOrders placed before �O�T�K�K��C�N�V�M��L�D�M�T���H�R���������������G�N�T�Q�R��

�7�G�D�M���M�NStandard production time �H�R���R�O�D�B�H�E�H�D�C���@�M�C���S�G�DInclude today in production time �B�G�D�B�J�A�N�W���H�R
�B�G�D�J�D�C���H�S���H�R���O�N�R�R�H�A�K�D���E�N�Q���B�T�R�S�N�L�D�Q�R���S�N���N�Q�C�D�Q���O�Q�H�M�S���I�N�A�R���E�N�Q���S�G�D���R�@�L�D���C�@�X�����V�G�D�M���N�Q�C�D�Q�D�C���A�D�E�N�Q�D���S�G�D
�R�O�D�B�H�E�H�D�COrders placed before �S�H�L�D�	��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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2.3.8 Output options

�4�G�DOutput Options �N�E�@�C�N�B�T�L�D�M�S�C�D�O�D�M�C�N�M�S�G�D�C�N�B�T�L�D�M�S�S�X�O�D���4�G�D�N�T�S�O�T�S�N�O�S�H�N�M�R�N�E�@�R�S�@�S�H�B�0�$�&
�C�N�B�T�L�D�M�S�C�H�E�E�D�Q�E�Q�N�L�S�G�D�N�T�S�O�T�S�N�O�S�H�N�M�R�N�E�@�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S���4�G�D�E�N�K�K�N�V�H�M�F�R�D�B�S�H�N�M�R�D�W�O�K�@�H�M�S�G�D
�N�T�S�O�T�S���N�O�S�H�N�M�R���N�E���A�N�S�G���C�N�B�T�L�D�M�S���S�X�O�D�R��

Output options for a PrintShop Mail document

�4�N���L�N�C�H�E�X���S�G�D���C�N�B�T�L�D�M�SOutput Options ��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����S�G�DDocument Summary �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JOutput Options �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�D���C�N�B�T�L�D�M�S���N�T�S�O�T�S���N�O�S�H�N�M�R���O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General:

�e Operator Instructions: �%�M�S�D�Q���@���M�N�S�D���N�Q���Q�D�L�H�M�C�D�Q���E�N�Q���S�G�D���N�O�D�Q�@�S�N�Q���Q�D�F�@�Q�C�H�M�F�����C�T�O�K�D�W
�R�D�S�S�H�M�F�R�����O�@�O�D�Q���S�X�O�D�����O�@�O�D�Q���V�D�H�F�G�S���D�S�B�����4�G�H�R���H�M�E�N�Q�L�@�S�H�N�M���H�R���U�H�R�H�A�K�D���V�G�D�M���S�G�D���N�O�D�Q�@�S�N�Q���U�H�D�V�R���@
�I�N�A���H�M���S�G�DOrder Manager �R�D�B�S�H�N�M��

�e Document's Printer: �4�G�H�R���R�S�@�S�H�B���E�H�D�K�C���R�S�@�S�D�R���S�G�D���O�Q�H�M�S�D�Q���S�G�@�S���V�@�R���R�@�U�D�C���V�H�S�G���S�G�D���C�N�B�T�L�D�M�S
�T�O�N�M���O�T�A�K�H�R�G�H�M�F��

�e Output Printer: �4�G�D���R�D�K�D�B�S�D�C���C�Q�H�U�D�Q���C�D�E�H�M�D�R���S�G�D���C�D�E�@�T�K�S���H�S�D�L���E�N�Q���S�G�DPrinter �K�H�R�S���H�M���S�G�DPrint
�O�@�F�D����Order Manager �R�D�B�S�H�N�M�	�����$�D�E�H�M�D�R���S�G�D���O�Q�H�M�S�D�Q���C�Q�H�U�D�Q���S�G�@�S���H�R���T�R�D�C���S�N���B�Q�D�@�S�D���0�$�&
�R�N�E�S�O�Q�N�N�E�R��

�e Operator Defaults:
�e Job Option File: �$�D�E�H�M�D�R�S�G�D�C�D�E�@�T�K�S�H�S�D�L�E�N�Q�S�G�DJob Options �K�H�R�S�H�M�S�G�DCreate PDF �O�@�F�D

��Order Manager �R�D�B�S�H�N�M�	���6�H�@�S�G�H�R�O�@�F�D�S�G�D�N�O�D�Q�@�S�N�Q�B�@�M�N�T�S�O�T�S�S�G�D�O�@�F�D�S�N�0�$�&���"�X �C�D�E�@�T�K�S
�S�G�DJob Option File �E�H�D�K�C�H�R�R�D�S�S�NNone �� �H�M�S�G�H�R�B�@�R�D�S�G�D�I�N�A�N�O�S�H�N�M�R�E�H�K�D�H�M�R�S�@�K�K�D�C�V�H�S�G
�0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���H�R���@�O�O�K�H�D�C��
�! Job Options �E�H�K�D�C�D�E�H�M�D�R�S�G�D�B�G�@�Q�@�B�S�D�Q�H�R�S�H�B�R�N�E�S�G�D�Q�D�R�T�K�S�H�M�F�0�$�& �C�N�B�T�L�D�M�S���4�G�D
�@�C�L�H�M�H�R�S�Q�@�S�N�Q���B�@�M���@�C�C���@�M�C���Q�D�L�N�U�DJob Options �H�M���S�G�DSettings �R�D�B�S�H�N�M��

�e Folder Name: �4�G�H�R�N�O�S�H�N�M�C�D�E�H�M�D�R�S�G�D�C�D�E�@�T�K�SOutput folder �V�G�D�M�S�G�D�N�O�D�Q�@�S�N�Q�B�Q�D�@�S�D�R�0�$�&
�C�N�B�T�L�D�M�S�R�H�M�S�G�DOrder Manager �R�D�B�S�H�N�M��In-Plant �R�S�@�S�T�R�	���4�G�D�N�O�D�Q�@�S�N�Q�B�@�M�N�U�D�Q�Q�H�C�D�S�G�D
�U�@�K�T�D���H�M���S�G�DCreate PDF �O�@�F�D�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D�/�T�S�O�T�S���&�N�K�C�D�Q�R��
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�e Softproof Options:
�e Job Options File: �3�D�K�D�B�S���@Job Options �E�H�K�D���E�Q�N�L���S�G�D���K�H�R�S���@Job Options �E�H�K�D�R���C�D�E�H�M�D���S�G�D

�B�G�@�Q�@�B�S�D�Q�H�R�S�H�B�R���N�E���S�G�D���Q�D�R�T�K�S�H�M�F���0�$�&���C�N�B�T�L�D�M�S�����4�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q���B�@�M���@�C�C���@�M�C���Q�D�L�N�U�DJob
Options �H�M���S�G�DSettings �R�D�B�S�H�N�M�����"�X���C�D�E�@�T�K�S���S�G�H�R���H�R���R�D�S���S�NNone �����H�M���S�G�H�R���B�@�R�D���S�G�DJob Options
�E�H�K�D���H�M�R�S�@�K�K�D�C���V�H�S�G���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���H�R���@�O�O�K�H�D�C��

�e Print Permissions: �4�G�DPrint permissions �N�O�S�H�N�M���B�N�M�S�Q�N�K�R���S�G�D���O�Q�H�M�S���O�D�Q�L�H�R�R�H�N�M���E�N�Q���S�G�D���0�$�&
�R�N�E�S�O�Q�N�N�E�����4�G�D�Q�D���@�Q�D���S�G�Q�D�D���N�O�S�H�N�M�R��None, Low resolution �@�M�CHigh resolution �����3�D�K�D�B�S�H�M�FNone
�V�H�K�K���O�Q�D�U�D�M�S���O�Q�H�M�S�H�M�F���S�G�D���R�N�E�S�O�Q�N�N�E�����S�G�D���O�Q�H�M�S���H�B�N�M���H�M���S�G�D���R�N�E�S�O�Q�N�N�E���V�H�M�C�N�V���H�R���C�H�R�@�A�K�D�C��
�3�D�K�D�B�S�H�M�F���S�G�DLow resolution �N�O�S�H�N�M���@�K�K�N�V�R���B�T�R�S�N�L�D�Q�R���S�N���O�Q�H�M�S���S�G�D���R�N�E�S�O�Q�N�N�E���V�H�S�G���@���Q�D�R�N�K�T�S�H�N�M
�N�E�����������C�O�H��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���T�O�K�N�@�C���S�G�D���H�L�@�F�D���E�H�K�D�����H�E���@�O�O�K�H�B�@�A�K�D�	��

Important: �)�E�@�M�N�M��0�N�R�S�3�B�Q�H�O�S�O�Q�H�M�S�D�Q�H�R�R�D�K�D�B�S�D�C�H�M�S�G�DPrinter �R�D�B�S�H�N�M���T�R�D�Q�R�L�@�X�D�W�O�D�Q�H�D�M�B�D
�Q�D�M�C�D�Q�H�M�F���D�M�F�H�M�D���D�Q�Q�N�Q�R���V�G�D�M���@���R�N�E�S�O�Q�N�N�E���H�R���B�Q�D�@�S�D�C��

Output options for a static document (PDF)

�4�N���L�N�C�H�E�X���S�G�D���C�N�B�T�L�D�M�SOutput Options ��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���R�S�@�S�H�B���C�N�B�T�L�D�M�S�����0�$�&�	���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����S�G�DDocument Summary �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JOutput Options �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�D���C�N�B�T�L�D�M�S���N�T�S�O�T�S���N�O�S�H�N�M�R���O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General:

�e Operator Instructions: �%�M�S�D�Q���@���M�N�S�D���N�Q���Q�D�L�H�M�C�D�Q���E�N�Q���S�G�D���N�O�D�Q�@�S�N�Q���Q�D�F�@�Q�C�H�M�F�����C�T�O�K�D�W
�R�D�S�S�H�M�F�R�����O�@�O�D�Q���S�X�O�D�����O�@�O�D�Q���V�D�H�F�G�S���D�S�B�����4�G�H�R���H�M�E�N�Q�L�@�S�H�N�M���H�R���U�H�R�H�A�K�D���V�G�D�M���S�G�D���N�O�D�Q�@�S�N�Q���U�H�D�V�R���@
�I�N�A���H�M���S�G�DOrder Manager �R�D�B�S�H�N�M��

�e Printer: �4�G�D���R�D�K�D�B�S�D�CPrinter �C�D�E�H�M�D�R���S�G�D���R�D�K�D�B�S�D�C���O�Q�H�M�S�D�Q���H�S�D�L���E�N�Q���S�G�DPrinter �K�H�R�S���H�M���S�G�DPrint
�O�@�F�D����Order Manager �R�D�B�S�H�N�M��

�e Operator Defaults:
�e Folder Name: �4�G�H�R���N�O�S�H�N�M���C�D�E�H�M�D�R���S�G�D���C�D�E�@�T�K�SOutput folder �V�G�D�M���S�G�D���N�O�D�Q�@�S�N�Q���B�Q�D�@�S�D�R���0�$�&

�C�N�B�T�L�D�M�S�R���H�M���S�G�DOrder Manager �R�D�B�S�H�N�M����In-Plant �R�S�@�S�T�R�	��
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�e Documents: �4�G�DDocument �R�D�B�S�H�N�M�K�D�S�R�X�N�T�Q�D�O�K�@�B�D�S�G�DHigh Resolution �U�D�Q�R�H�N�M�N�E�S�G�D�0�$�&�@�M�C
�N�O�S�H�N�M�@�K�K�X�@�C�C�@Low Resolution �U�D�Q�R�H�N�M���)�E�S�G�DView Low Resolution PDF preview �H�R�D�M�@�A�K�D�C�S�G�D
�D�M�C���T�R�D�Q���V�H�K�K���R�D�D���S�G�H�R���C�N�B�T�L�D�M�S���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R��
�%�R�O�D�B�H�@�K�K�X�E�N�Q�K�@�Q�F�D�0�$�&�C�N�B�T�L�D�M�S�R�S�G�H�R�N�O�S�H�N�M�R�R�G�N�T�K�C�A�D�D�M�@�A�K�D�C�@�M�C�@�,�N�V �2�D�R�N�K�T�S�H�N�M�0�$�&
�R�G�N�T�K�C�A�D�T�O�K�N�@�C�D�C���5�R�H�M�F�@�,�N�V�2�D�R�N�K�T�S�H�N�M�0�$�&�V�H�K�K�Q�D�C�T�B�D�M�D�S�V�N�Q�J�A�@�M�C�V�H�S�G�@�M�C�V�H�K�K�Q�D�C�T�B�D�S�G�D
�Q�D�R�O�N�M�R���S�H�L�D���N�E���S�G�D���R�X�R�S�D�L��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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2.3.9 Manage linked files

�7�G�D�M�@�C�N�B�T�L�D�M�S�H�R�O�T�A�K�H�R�G�D�C�S�G�D�C�D�R�H�F�M�D�Q�G�@�R�S�G�D�N�O�S�H�N�M�S�N�H�M�B�K�T�C�D�S�G�D�U�@�Q�H�@�A�K�D�H�L�@�F�D�R�Q�D�P�T�H�Q�D�C�S�N�O�Q�H�M�S�S�G�D
�C�N�B�T�L�D�M�S���%�W�@�L�O�K�D�R�N�E�U�@�Q�H�@�A�K�D�H�L�@�F�D�R�@�Q�D���K�N�F�N�c�R���R�S�N�B�J�O�G�N�S�N�R���R�H�F�M�@�S�T�Q�D�R�D�S�B���4�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A
�H�M�S�D�Q�E�@�B�D�@�K�K�N�V�R�S�G�D�C�D�R�H�F�M�D�Q�S�N�L�@�M�@�F�D�S�G�D�R�D�E�H�K�D�R�N�M�K�H�M�D�N�M�B�D�S�G�D�C�N�B�T�L�D�M�S�H�R�O�T�A�K�H�R�G�D�C���.�D�V �E�H�K�D�R�B�@�M�A�D
�@�C�C�D�C�A�X�S�G�D�C�D�R�H�F�M�D�Q���G�D�B�@�M�@�C�C�S�G�H�R�U�H�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�R�S�D�@�C�N�E�Q�D��O�T�A�K�H�R�G�H�M�F�S�G�D�C�N�B�T�L�D�M�S�T�R�H�M�F
�0�Q�H�M�S�3�G�N�O���-�@�H�K��

�4�N���@�C�C���@���M�D�V���E�H�K�D��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JLinked Files �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The Linked Files overview showing all files related to the document

���� �#�K�H�B�JAdd �S�G�DAdd �C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Add dialog to upload new files

���� �#�K�H�B�JBrowse �@�M�C���R�D�K�D�B�S���@���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��
���� �#�K�H�B�JSave �S�N���T�O�K�N�@�C���S�G�D���M�D�V���E�H�K�D�����4�G�D���M�D�V���E�H�K�D���H�R���@�C�C�D�C���S�N���S�G�DLinked Files Overview ��

Important: �7�G�D�M�@�M�D�V�K�H�M�J�D�C�E�H�K�D�H�R�@�C�C�D�C�V�H�S�G�S�G�D�R�@�L�D�M�@�L�D�@�V�@�Q�M�H�M�F�H�R�R�G�N�V�M���)�S�H�R�O�N�R�R�H�A�K�D
�S�G�@�M���S�N���Q�D�O�K�@�B�D���S�G�D���D�W�H�R�S�H�M�F���E�H�K�D���A�X���B�K�H�B�J�H�M�F���S�G�DReplace �A�T�S�S�N�M��
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2.3.10 Setting up web forms

�$�N�B�T�L�D�M�S�R�S�G�@�S�Q�D�P�T�H�Q�D�T�R�D�Q�H�M�O�T�S�T�R�D�@�V�D�A�E�N�Q�L�S�N�B�N�K�K�D�B�S�H�M�E�N�Q�L�@�S�H�N�M�D�M�S�D�Q�D�C�A�X�S�G�D�B�T�R�S�N�L�D�Q���3�T�B�G�@
�E�N�Q�L�B�N�M�S�@�H�M�R�N�E�N�M�D�N�Q�L�T�K�S�H�O�K�D�L�N�C�H�E�H�@�A�K�D�D�K�D�L�D�M�S�R�B�@�K�K�D�C�H�M�O�T�S�E�H�D�K�C�R���D���F���S�D�W�S�E�H�D�K�C�R���B�G�D�B�J�A�N�W�D�R���Q�@�C�H�N
�A�T�S�S�N�M�R�����D�S�B���	�����4�G�H�R���R�D�B�S�H�N�M���C�D�R�B�Q�H�A�D�R���G�N�V���S�N���R�D�S���S�G�D���D�M�S�Q�X���L�D�S�G�N�C���@�M�C���@�O�O�D�@�Q�@�M�B�D���N�E���S�G�D�R�D���E�H�D�K�C�R��

A sample web form

User Input Fields

�4�N���L�@�J�D���L�N�C�H�E�H�B�@�S�H�N�M�R���S�N���@���T�R�D�Q���H�M�O�T�S���E�H�D�K�C��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�� �R�X�L�A�N�K�M�D�W�S�S�N�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�S�N�U�H�D�V�@�K�H�R�S�N�E�H�S�R�C�N�B�T�L�D�M�S�R���$�N�B�T�L�D�M�S�R�B�N�M�S�@�H�M�H�M�F

�T�R�D�Q���H�M�O�T�S���E�H�D�K�C�R���G�@�U�D���@���U�@�K�T�D���H�M���S�G�DUser Input Fields �B�N�K�T�L�M���� �	��

The Publication Type overview showing a document that requires user input

���� �3�D�K�D�B�S�@�C�N�B�T�L�D�M�S�S�G�@�S�Q�D�P�T�H�Q�D�R�T�R�D�Q�H�M�O�T�S�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V���4�G�DDocument's Properties �O�@�F�D�H�R
�R�G�N�V�M��

���� �3�D�K�D�B�SUser Input Fields �H�M�S�G�D�R�H�C�D�L�D�M�T���4�G�DUser Input Fields �O�@�F�D�H�R�R�G�N�V�M���S�G�H�R�N�U�D�Q�U�H�D�V�C�H�R�O�K�@�X�R
�H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S���S�G�D���H�M�O�T�S���E�H�D�K�C�R�����D���F�����M�@�L�D�����C�D�E�@�T�K�S���U�@�K�T�D�����H�M�O�T�S���S�X�O�D�	��

How to - Publication Type and Document Tasks

Objectif Lune Inc. © 2010 38



In the User Input fields overview information about input fields is shown

���� �3�D�K�D�B�S���@�M���H�M�O�T�S���E�H�D�K�C���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�DItem Properties �O�@�F�D���B�N�M�R�H�R�S�R���N�E���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General: �4�G�DName �N�E�S�G�D�D�M�S�Q�X�E�H�D�K�C�B�@�M�A�D�L�N�C�H�E�H�D�C�@�M�C�H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�C�C�@�M�H�M�E�N�Q�L�@�S�H�U�D�S�D�W�S

�V�G�H�B�G���@�O�O�D�@�Q�R���A�D�K�N�V���S�G�D���C�@�S�@���D�M�S�Q�X���E�H�D�K�C��
�e Web Form Parameters: �4�G�D�N�O�S�H�N�M�R�E�N�T�M�C�H�M�S�G�DWeb form parameter �R�D�B�S�H�N�M�@�Q�D�T�R�D�C�S�N�C�D�E�H�M�D

�S�G�D�@�O�O�D�@�Q�@�M�B�D�N�E�S�G�D�E�H�D�K�C���4�G�D�X�C�D�O�D�M�C�N�M�S�G�D�R�D�K�D�B�S�D�C�E�H�D�K�C�S�X�O�D���0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�T�O�O�N�Q�S�R
�S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C���S�X�O�D�R�����C�D�R�B�Q�H�A�D�C���R�D�O�@�Q�@�S�D�K�X�	��

�e �0�K�@�H�M���S�D�W�S
�e �0�T�K�K��C�N�V�M
�e �0�G�N�M�D
�e �)�L�@�F�D���T�O�K�N�@�C
�e �#�N�K�K�D�B�S�H�N�M
�e �#�G�D�B�J�A�N�W
�e �2�H�B�G���S�D�W�S���D�C�H�S�N�Q
�e �2�D�F�T�K�@�Q���D�W�O�Q�D�R�R�H�N�M��
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�e Default Value: �4�G�D�N�O�S�H�N�M�R�H�M�S�G�H�R�R�D�B�S�H�N�M�C�D�E�H�M�D�S�G�D�H�M�H�S�H�@�K�U�@�K�T�D�N�E�S�G�D�E�H�D�K�C���4�G�D�U�@�K�T�D�B�@�M�A�D
�N�U�D�Q�V�Q�H�S�S�D�M���A�X���S�G�D���D�M�C���T�R�D�Q��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���X�N�T�Q���B�G�@�M�F�D�R��

�7�G�D�MUser Input Field Default �H�S�D�L�R�@�Q�D�R�O�D�B�H�E�H�D�C�H�M�S�G�DSettings �R�D�B�S�H�N�M�H�S�H�R�M�N�S�M�D�B�D�R�R�@�Q�X�S�N�C�D�E�H�M�D�S�G�D
�R�D�S�S�H�M�F�R�N�E�@�R�O�D�B�H�E�H�B�H�S�D�L���7�H�S�G�S�G�DApply Default �A�T�S�S�N�M�H�S�H�R�O�N�R�R�H�A�K�D�S�N�R�D�K�D�B�S�@�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�H�S�D�L
�V�G�H�B�G�R�D�S�S�H�M�F�R�G�N�T�K�C�A�D�@�O�O�K�H�D�C�S�N�S�G�D�B�T�Q�Q�D�M�S�T�R�D�Q�H�M�O�T�S�E�H�D�K�C���#�K�H�B�J�H�M�FSave �V�H�K�K�Q�D�O�K�@�B�D�S�G�D�B�T�Q�Q�D�M�S�T�R�D�Q�H�M�O�T�S
�E�H�D�K�C���R�D�S�S�H�M�F�R��

Plain Text field

�0�K�@�H�M�S�D�W�S�E�H�D�K�C�R�@�Q�D�S�G�D�L�N�R�S�B�N�L�L�N�M�K�X�T�R�D�C�H�M�O�T�S�S�X�O�D�@�M�C�@�Q�D�T�R�D�C�V�G�D�M�X�N�T�V�@�M�S�S�G�D�T�R�D�Q�S�N�S�X�O�D�K�D�S�S�D�Q�R��
�M�T�L�A�D�Q�R�����D�S�B�����H�M���@���E�N�Q�L�����4�G�D���G�D�H�F�G�S���H�R���L�D�@�R�T�Q�D�C���H�M���K�H�M�D�R�����A�X���C�D�E�@�T�K�S���S�G�D���E�H�D�K�C���@�K�K�N�V�R���@���R�H�M�F�K�D���K�H�M�D���N�E���H�M�O�T�S��

A required plain text field showing a description

Web Form Parameters

�!���O�K�@�H�M���S�D�W�S���E�H�D�K�C���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���O�Q�N�O�D�Q�S�H�D�R��

�] Required: �$�D�E�H�M�D�R���S�G�D���O�K�@�H�M���S�D�W�S���N�O�S�H�N�M���@�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C��
�] Read Only: �#�T�R�S�N�L�D�Q�R���B�@�M���M�N�S���D�C�H�S���S�G�D���H�M�E�N�Q�L�@�S�H�N�M�����S�G�D���U�@�K�T�D���H�R���R�S�@�S�H�B��
�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A

�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��
�] Field Width: �4�G�D�V�H�C�S�G�N�E�S�G�D�C�@�S�@�D�M�S�Q�X�E�H�D�K�C�B�@�M�A�D�L�N�C�H�E�H�D�C���4�G�D�L�H�M�H�L�T�L�V�H�C�S�G�N�E�S�G�D�C�@�S�@�D�M�S�Q�X

�E�H�D�K�C���H�R�������O�H�W�D�K�����S�G�D���L�@�W�H�L�T�L���V�H�C�S�G���H�R�������������O�H�W�D�K�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������O�H�W�D�K�R��
�] Field Height: �4�G�D�G�D�H�F�G�S�N�E�S�G�D�C�@�S�@�D�M�S�Q�X�E�H�D�K�C�B�@�M�A�D�L�N�C�H�E�H�D�C���4�G�D�L�H�M�H�L�T�L�G�D�H�F�G�S�N�E�S�G�D�H�M�O�T�S�E�H�D�K�C

�H�R�������K�H�M�D���@�M�C���S�G�D���L�@�W�H�L�T�L���G�D�H�F�G�S���H�R�����������K�H�M�D�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�������K�H�M�D��
�] Max. Input Characters: �$�D�E�H�M�D�R�S�G�D�L�@�W�H�L�T�L�M�T�L�A�D�Q�N�E�B�G�@�Q�@�B�S�D�Q�R�S�G�@�S�S�G�D�T�R�D�Q�L�@�X�D�M�S�D�Q���4�G�D

�M�T�L�A�D�Q���N�E���B�G�@�Q�@�B�S�D�Q�R���H�R���T�M�K�H�L�H�S�D�C�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������B�G�@�Q�@�B�S�D�Q�R��

Default Value

�4�G�H�R���E�H�D�K�C���S�X�O�D���G�@�R���S�G�D���E�N�K�K�N�V�H�M�FDefault Value �N�O�S�H�N�M�R��

�] Default Value: �4�G�H�R�O�N�O��T�O�L�D�M�T�B�N�M�S�@�H�M�R�@�K�H�R�S�N�E�H�S�D�L�R�Q�D�E�D�Q�Q�H�M�F�S�N�B�N�L�O�@�M�X�H�M�E�N�Q�L�@�S�H�N�M�@�M�C�@�B�B�N�T�M�S
�C�D�S�@�H�K�R���4�G�D�R�D�K�D�B�S�D�C�U�@�K�T�D�C�D�E�H�M�D�R�S�G�D�H�M�H�S�H�@�K�U�@�K�T�D�E�N�Q�S�G�D�E�H�D�K�C�@�M�C�H�S���R�Q�D�S�Q�H�D�U�D�C�@�T�S�N�L�@�S�H�B�@�K�K�X�V�G�D�M
�B�Q�D�@�S�H�M�F�M�D�V�I�N�A�R���4�G�H�R�H�R�U�D�Q�X�T�R�D�E�T�K�E�N�Q�A�T�R�H�M�D�R�R�B�@�Q�C�R���K�D�S�S�D�Q�G�D�@�C�R�@�M�C�N�S�G�D�Q�U�D�Q�R�H�N�M�D�C�C�N�B�T�L�D�M�S�R�@�R
�H�S���V�H�K�K���@�T�S�N�L�@�S�H�B�@�K�K�X���O�N�O�T�K�@�S�D���S�G�D���E�H�D�K�C���V�H�S�G���T�R�D�Q���R�O�D�B�H�E�H�B���H�M�E�N�Q�L�@�S�H�N�M��

�] Custom Value: �%�M�S�D�Q�@�M�H�M�H�S�H�@�K�U�@�K�T�D�E�N�Q�S�G�D�E�H�D�K�C���)�E�@�U�@�K�T�D�H�R�D�M�S�D�Q�D�C�S�G�H�R�V�H�K�K�N�U�D�Q�V�Q�H�S�D�S�G�D�R�D�K�D�B�S�D�C
Default Value ��

Checkbox field

�#�G�D�B�J�A�N�W�D�R�@�Q�D�T�R�D�C�S�N�@�K�K�N�V�S�G�D�T�R�D�Q�S�N�R�D�K�D�B�S�N�M�D�N�Q�L�N�Q�D�N�O�S�H�N�M�R�N�E�@�K�H�L�H�S�D�C�M�T�L�A�D�Q�N�E�B�G�N�H�B�D�R���"�@�R�D�C�N�M
�S�G�D�R�S�@�S�T�R�N�E�S�G�D�B�G�D�B�J�A�N�W�@�� ���Y�D�Q�N�	�N�Q�� ���B�G�D�B�J�D�C�	�H�R�R�D�S�@�R�S�G�D�U�@�K�T�D�N�E�S�G�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C���4�G�H�R�U�@�K�T�D�B�@�M
�A�D�T�R�D�C�H�M�@�M�D�W�O�Q�D�R�R�H�N�M�H�M�S�G�D�0�3�- �C�N�B�T�L�D�M�S�S�N�H�L�O�K�D�L�D�M�S�@�R�O�D�B�H�E�H�B�B�N�M�C�H�S�H�N�M���D���F���O�Q�H�M�S�N�Q�R�J�H�O�K�@�X�N�T�S�R�	���!
�C�@�S�@�E�H�D�K�C�B�@�M�G�@�U�D�N�M�K�X�N�M�D�B�G�D�B�J�A�N�W���H�E�@�Q�@�M�F�D�N�E�B�G�D�B�J�A�N�W�D�R�H�R�Q�D�P�T�H�Q�D�C�N�M�D�C�@�S�@�E�H�D�K�C�R�G�N�T�K�C�A�D�B�Q�D�@�S�D�C
�O�D�Q���N�O�S�H�N�M��
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A range of checkboxes.

Web Form Parameters
�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A

�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��

Default Value
�] Custom Value: �$�D�E�H�M�D�R���S�G�D���H�M�H�S�H�@�K���R�S�@�S�T�R���N�E���S�G�D���B�G�D�B�J�A�N�W�����B�G�D�B�J�D�C���N�Q���T�M�B�G�D�B�J�D�C�	��

A layout condition to skip or print a layout

Collection field

�)�L�@�F�D�#�N�K�K�D�B�S�H�N�M�R�@�K�K�N�V�R�S�G�D�D�M�C�T�R�D�Q�S�N�R�D�K�D�B�S�@�M�H�L�@�F�D�A�X�A�Q�N�V�R�H�M�F�@�B�N�K�K�D�B�S�H�N�M�N�E�O�Q�D�C�D�E�H�M�D�C�H�L�@�F�D�R���4�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�G�N�T�K�C�B�N�M�S�@�H�M�@�U�@�Q�H�@�A�K�D�H�L�@�F�D�A�N�W���V�H�S�G�@�M�D�W�O�Q�D�R�R�H�N�M�S�G�@�S�Q�D�E�D�Q�R�S�N�@���T�R�D�Q�H�M�O�T�S�	
�C�@�S�@�E�H�D�K�C���4�G�DScale �O�Q�N�O�D�Q�S�X�N�E�S�G�H�R�A�N�W�C�D�E�H�M�D�R�G�N�V�S�G�D�H�L�@�F�D�H�R�Q�D�R�H�Y�D�C�Q�D�K�@�S�H�U�D�S�N�S�G�D�A�N�W���-�@�J�D�R�T�Q�D�S�G�@�S
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�S�G�DSource �N�E�S�G�D�C�@�S�@�E�H�D�K�C�H�R�R�D�S�S�NUser Input �� �#�N�K�K�D�B�S�H�N�M�R�B�@�M�A�D�@�R�R�H�F�M�D�C�S�N�C�@�S�@�E�H�D�K�C�R�@�B�Q�N�R�R�L�T�K�S�H�O�K�D
�C�N�B�T�L�D�M�S�R�@�M�C�@�Q�D�L�@�M�@�F�D�C�H�M�S�G�DCollection �R�D�B�S�H�N�M���#�N�K�K�D�B�S�H�N�M�R�D�W�@�L�O�K�D�R�@�Q�D���@�R�D�S�N�E�R�S�N�B�J�H�L�@�F�D�R�T�R�D�C
�E�N�Q���A�@�B�J�F�Q�N�T�M�C�R���N�Q���@���F�Q�N�T�O���N�E���B�N�L�O�@�M�X���K�N�F�N���U�@�Q�H�@�M�S�R��

An image collection

Web Form Parameters

�7�G�D�M���S�G�DField Type �H�R���R�D�S���S�NCollection �S�G�D���E�N�K�K�N�V�H�M�F���N�O�S�H�N�M�R���@�Q�D���R�G�N�V�M��

�] Required: �$�D�E�H�M�D�R���S�G�D���B�N�K�K�D�B�S�H�N�M���E�H�D�K�C���@�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C�����Q�D�P�T�H�Q�H�M�F���B�T�R�S�N�L�D�Q�R���S�N���R�D�K�D�B�S���@�M���H�L�@�F�D���S�G�D�M��
�] Separator line: �! �R�D�O�@�Q�@�S�N�Q�K�H�M�D�A�D�S�V�D�D�M�S�V�N�C�@�S�@�D�M�S�Q�X�E�H�D�K�C�R���7�H�S�G�S�G�H�R�N�O�S�H�N�M�H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�Q�Q�@�M�F�D

�V�D�A���E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���L�N�Q�D���K�N�F�H�B�@�K�K�X��
�] Collection: �3�D�K�D�B�S���N�M�D���N�E���S�G�D���@�U�@�H�K�@�A�K�D���B�N�K�K�D�B�S�H�N�M�R��

Image Upload field

�4�G�DImage Upload �E�H�D�K�C�S�X�O�D�D�M�@�A�K�D�R�S�G�D�D�M�C�T�R�D�Q�S�N�T�O�K�N�@�C�@�M�H�L�@�F�D�E�H�K�D�E�N�Q�S�G�D�I�N�A���4�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K
�C�N�B�T�L�D�M�S�R�G�N�T�K�C�B�N�M�S�@�H�M�@�U�@�Q�H�@�A�K�D�H�L�@�F�D�A�N�W���V�H�S�G�@�M�D�W�O�Q�D�R�R�H�N�M�S�G�@�S�Q�D�E�D�Q�R�S�N�@���T�R�D�Q�H�M�O�T�S�	�C�@�S�@�E�H�D�K�C���4�G�D
Scale �O�Q�N�O�D�Q�S�X�N�E�S�G�H�R�A�N�W�C�D�E�H�M�D�R�G�N�V�S�G�D�H�L�@�F�D�H�R�Q�D�R�H�Y�D�C�Q�D�K�@�S�H�U�D�S�N�S�G�D�A�N�W���-�@�J�D�R�T�Q�D�S�G�@�S�S�G�DSource �N�E
�S�G�D���C�@�S�@���E�H�D�K�C���H�R���R�D�S���S�NUser Input �����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S���U�@�Q�H�@�A�K�D���H�L�@�F�D�R���Q�D�E�D�Q���S�N���S�G�D���$�D�R�H�F�M�D�Q���'�T�H�C�D��

�4�G�D���R�T�O�O�N�Q�S�D�C���H�L�@�F�D���E�N�Q�L�@�S�R���@�Q�D�����*�0�%�'�����'�)�&�����0�$�&��

An image upload field

Web Form Parameters

�4�G�DImage Upload �E�H�D�K�C���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���O�@�Q�@�L�D�S�D�Q�R��

�] Required: �$�D�E�H�M�D�R���S�G�D���H�L�@�F�D���T�O�K�N�@�C���N�O�S�H�N�M���@�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C���Q�D�P�T�H�Q�D�H�M�F���T�O�K�N�@�C���@�M���H�L�@�F�D��
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�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A
�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��

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

Phone field

�4�G�H�R���E�H�D�K�C���S�X�O�D���H�R���T�R�D�C���S�N���Q�D�R�S�Q�H�B�S���S�G�D���T�R�D�Q���R�T�O�O�K�H�D�C���C�@�S�@���S�N���@���O�@�S�S�D�Q�M���E�N�Q���@���O�G�N�M�D���M�T�L�A�D�Q��

Web Form Parameters

�4�G�H�R���E�H�D�K�C���S�X�O�D���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���O�@�Q�@�L�D�S�D�Q�R��

�] Required: �$�D�E�H�M�D�R���S�G�D���O�G�N�M�D���N�O�S�H�N�M���@�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C��
�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A

�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��
�] Phone Template: �4�G�H�R�E�H�D�K�C�C�D�E�H�M�D�R�S�G�D�O�@�S�S�D�Q�M�E�N�Q�S�G�D�O�G�N�M�D�M�T�L�A�D�Q���5�R�D�@����R�X�L�A�N�K�E�N�Q�D�@�B�G�C�H�F�H�S��

�4�G�D���M�T�L�A�D�Q���N�E��������R�X�L�A�N�K���C�D�E�H�M�D�R���S�G�D���L�@�W�H�L�T�L���M�T�L�A�D�Q�R���N�E���C�H�F�H�S�R���@���S�D�K�D�O�G�N�M�D���M�T�L�A�D�Q���B�@�M���B�N�M�R�H�R�S���N�E��

Regular Expression field

�2�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�R�@�K�K�N�V�S�D�W�S�R�S�Q�H�M�F�R�R�T�B�G�@�R�M�@�L�D�R���@�C�C�Q�D�R�R�D�R���O�G�N�M�D�M�T�L�A�D�Q�R���@�M�C�N�S�G�D�Q�T�R�D�Q�H�M�E�N�Q�L�@�S�H�N�M
�S�N�A�D�U�@�K�H�C�@�S�D�C���2�D�F�T�K�@�Q�%�W�O�Q�D�R�R�H�N�M�R�B�@�M�A�D�T�R�D�C�S�N�B�N�M�R�S�Q�@�H�M�H�M�O�T�S�@�M�C�B�G�D�B�J�K�D�M�F�S�G�R���0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A
�@�K�K�N�V�R�S�G�D�C�D�R�H�F�M�D�Q�S�N�D�M�S�D�Q�@�B�T�R�S�N�L�D�W�O�Q�D�R�R�H�N�M�N�Q�S�N�O�H�B�J�N�M�D�E�Q�N�L�S�G�D�D�W�O�Q�D�R�R�H�N�M�K�H�A�Q�@�Q�X���&�N�Q�L�N�Q�D
�H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S���S�G�H�R���R�T�A�I�D�B�S���Q�D�E�D�Q���S�N���S�G�DRegular Expressions �B�G�@�O�S�D�Q��

Web Form Parameters

�4�G�H�R���E�H�D�K�C���S�X�O�D���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���O�@�Q�@�L�D�S�D�Q�R��

�] Required: �-�@�Q�J�R���S�G�D���E�H�D�K�C���@�R���@���Q�D�P�T�H�Q�D�C�����S�G�D���T�R�D�Q���M�D�D�C�R���S�N���D�M�S�D�Q���C�@�S�@���H�M���N�Q�C�D�Q���S�N���O�Q�N�B�D�D�C��
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�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A
�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��

�] Field Width: �4�G�D�V�H�C�S�G�N�E�S�G�D�E�H�D�K�C�H�M�S�G�D�V�D�A�E�N�Q�L���4�G�D�L�H�M�H�L�T�L�V�H�C�S�G�N�E�S�G�D�C�@�S�@�D�M�S�Q�X�E�H�D�K�C�H�R��
�O�H�W�D�K�����S�G�D���L�@�W�H�L�T�L���V�H�C�S�G���H�R�������������O�H�W�D�K�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������O�H�W�D�K�R��

�] Field Height: �4�G�D�G�D�H�F�G�S�N�E�S�G�D�E�H�D�K�C�H�M�S�G�D�V�D�A�E�N�Q�L���4�G�D�L�H�M�H�L�T�L�G�D�H�F�G�S�N�E�S�G�D�H�M�O�T�S�E�H�D�K�C�H�R�� �K�H�M�D
�@�M�C���S�G�D���L�@�W�H�L�T�L���G�D�H�F�G�S���H�R�����������K�H�M�D�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�������K�H�M�D��

�] Max. Input Characters: �$�D�E�H�M�D�R�S�G�D�L�@�W�H�L�T�L�M�T�L�A�D�Q�N�E�B�G�@�Q�@�B�S�D�Q�R�S�G�@�S�S�G�D�T�R�D�Q�L�@�X�D�M�S�D�Q���4�G�D
�M�T�L�A�D�Q���N�E���B�G�@�Q�@�B�S�D�Q�R���H�R���T�M�K�H�L�H�S�D�C�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������B�G�@�Q�@�B�S�D�Q�R��

�] Regular Expression: �4�X�O�D�N�Q�O�@�R�S�D�S�G�D�D�W�O�Q�D�R�R�H�N�M�H�M�S�G�H�R�E�H�D�K�C���#�K�H�B�J�S�G�D ��H�B�N�M�S�N�C�H�R�O�K�@�X�S�G�D
Regular Expression Library �� �4�G�H�R�C�H�@�K�N�F�R�G�N�V�R�@�K�H�R�S�N�E�O�Q�D�C�D�E�H�M�D�C�D�W�O�Q�D�R�R�H�N�M�R���$�N�T�A�K�D�B�K�H�B�J�@�M
�D�W�O�Q�D�R�R�H�N�M�S�N�B�N�O�X�H�S�S�N�S�G�DItem Properties �O�@�F�D���4�G�H�R�@�B�S�H�N�M�V�H�K�K�@�K�R�N�B�N�O�X�S�G�D�C�D�R�B�Q�H�O�S�H�N�M�S�N�S�G�D
Description �E�H�D�K�C��

�] Test Data: �%�M�S�D�Q���@���R�@�L�O�K�D���R�S�Q�H�M�F���H�M���S�G�H�R���E�H�D�K�C���@�M�C���G�H�S���S�G�D��H�B�N�M���S�N���S�D�R�S���S�G�D���D�W�O�Q�D�R�R�H�N�M��

Default Value

�4�G�H�R���E�H�D�K�C���S�X�O�D���G�@�R���S�G�D���E�N�K�K�N�V�H�M�FDefault Value �N�O�S�H�N�M�R��

�] Default Value: �4�G�H�R�O�N�O��T�O��L�D�M�T�B�N�M�S�@�H�M�R�@�K�H�R�S�N�E�H�S�D�L�R�Q�D�E�D�Q�Q�H�M�F�S�N�B�N�L�O�@�M�X�H�M�E�N�Q�L�@�S�H�N�M�@�M�C�@�B�B�N�T�M�S
�C�D�S�@�H�K�R���4�G�D�R�D�K�D�B�S�D�C�U�@�K�T�D�C�D�E�H�M�D�R�S�G�D�H�M�H�S�H�@�K�U�@�K�T�D�E�N�Q�S�G�D�E�H�D�K�C�@�M�C�H�S���R�Q�D�S�Q�H�D�U�D�C�@�T�S�N�L�@�S�H�B�@�K�K�X�V�G�D�M
�B�Q�D�@�S�H�M�F�M�D�V�I�N�A�R���4�G�H�R�H�R�U�D�Q�X�T�R�D�E�T�K�E�N�Q�A�T�R�H�M�D�R�R�B�@�Q�C�R���K�D�S�S�D�Q�G�D�@�C�R�@�M�C�N�S�G�D�Q�U�D�Q�R�H�N�M�D�C�C�N�B�T�L�D�M�S�R�@�R
�H�S���V�H�K�K���@�T�S�N�L�@�S�H�B�@�K�K�X���O�N�O�T�K�@�S�D���S�G�D���E�H�D�K�C���V�H�S�G���T�R�D�Q���R�O�D�B�H�E�H�B���H�M�E�N�Q�L�@�S�H�N�M��

�] Custom Value: �%�M�S�D�Q�@�M�H�M�H�S�H�@�K�U�@�K�T�D�E�N�Q�S�G�D�E�H�D�K�C���)�E�@�U�@�K�T�D�H�R�D�M�S�D�Q�D�C�S�G�H�R�V�H�K�K�N�U�D�Q�V�Q�H�S�D�S�G�D�R�D�K�D�B�S�D�C
Default Value �H�R���H�F�M�N�Q�D�C��

Enter three digits (0 through 9)
[0-9]{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
[1-9]{1}[0-9]{3}\s?[A-Z]{2}

Rich Text Editor field

�4�G�D�2�H�B�G�4�D�W�S�%�C�H�S�N�Q�H�M�O�T�S�E�H�D�K�C�@�K�K�N�V�R�S�G�D�D�M�C�T�R�D�Q�S�N�@�O�O�K�X�A�@�R�H�B�E�N�Q�L�@�S�S�H�M�F�S�N�S�G�D�D�M�S�D�Q�D�C�S�D�W�S���3�T�B�G�@�R��
�A�N�K�C�����H�S�@�K�H�B�����T�M�C�D�Q�K�H�M�D�����@�K�H�F�M�L�D�M�S���N�O�S�H�N�M�R���@�M�C���K�H�R�S�R��

�4�G�D�D�M�S�D�Q�D�C�C�@�S�@�H�R�B�N�M�U�D�Q�S�D�C�H�M�S�N�@�2�4�&�E�H�K�D���4�G�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�V�H�K�K�B�N�M�S�@�H�M�S�G�D�O�@�S�G�S�N�S�G�D�2�4�&�E�H�K�D���4�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�G�N�T�K�C�G�@�U�D�@�U�@�Q�H�@�A�K�D�V�H�S�G�S�G�D�4�%�8�4�?�&�)�,�%���	�D�W�O�Q�D�R�R�H�N�M���4�G�D�U�@�K�T�D�O�@�Q�@�L�D�S�D�Q�N�E�S�G�H�R
�D�W�O�Q�D�R�R�H�N�M�R�G�N�T�K�C�R�S�@�S�D�S�G�D�M�@�L�D�N�E�S�G�D�T�R�D�Q�H�M�O�T�S�C�@�S�@�E�H�D�K�C���D���F���4�%�8�4�?�&�)�,�%���;�3�O�D�B�H�E�H�B�@�S�H�N�M�=�	���&�N�Q�L�N�Q�D
�H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S���S�G�D���4�%�8�4�?�&�)�,�%���	���D�W�O�Q�D�R�R�H�N�M���Q�D�E�D�Q���S�N���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���5�R�D�Q���'�T�H�C�D��

How to - Publication Type and Document Tasks

Objectif Lune Inc. © 2010 44



A rich text field

Web Form Parameters
�] Required: �$�D�E�H�M�D�R���S�G�DRich Text Editor �E�H�D�K�C���@�R���@���Q�D�P�T�H�Q�D�C���E�H�D�K�C��
�] Separator Line: �#�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�@�R�D�O�@�Q�@�S�N�Q�K�H�M�D�V�H�K�K�A�D�R�G�N�V�M�A�D�E�N�Q�D�S�G�H�R�E�H�D�K�C���7�H�S�G�S�G�H�R�N�O�S�H�N�M�V�D�A

�E�N�Q�L�R���S�G�@�S���G�@�U�D���L�N�Q�D���B�N�L�O�K�D�W���U�@�Q�H�@�A�K�D���C�@�S�@���B�@�M���A�D���@�Q�Q�@�M�F�D�C���L�N�Q�D���K�N�F�H�B�@�K�K�X��
�] Max. Input Characters: �$�D�E�H�M�D�R�S�G�D�L�@�W�H�L�T�L�M�T�L�A�D�Q�N�E�B�G�@�Q�@�B�S�D�Q�R�S�G�@�S�S�G�D�T�R�D�Q�L�@�X�D�M�S�D�Q���4�G�D

�M�T�L�A�D�Q���N�E���B�G�@�Q�@�B�S�D�Q�R���H�R���T�M�K�H�L�H�S�D�C�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������B�G�@�Q�@�B�S�D�Q�R��
�] Field Width: �4�G�D�V�H�C�S�G�N�E�S�G�D�E�H�D�K�C�H�M�S�G�D�V�D�A�E�N�Q�L���4�G�D�L�H�M�H�L�T�L�V�H�C�S�G�N�E�S�G�D�C�@�S�@�D�M�S�Q�X�E�H�D�K�C�H�R��

�O�H�W�D�K�����S�G�D���L�@�W�H�L�T�L���V�H�C�S�G���H�R�������������O�H�W�D�K�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�����������O�H�W�D�K�R��
�] Field Height: �4�G�D�G�D�H�F�G�S�N�E�S�G�D�E�H�D�K�C�H�M�S�G�D�V�D�A�E�N�Q�L���4�G�D�L�H�M�H�L�T�L�G�D�H�F�G�S�N�E�S�G�D�H�M�O�T�S�E�H�D�K�C�H�R�� �K�H�M�D

�@�M�C���S�G�D���L�@�W�H�L�T�L���G�D�H�F�G�S���H�R�����������K�H�M�D�R�����"�X���C�D�E�@�T�K�S���S�G�D���U�@�K�T�D���H�R���R�D�S���S�N�������K�H�M�D��

Rich Text Defaults

�7�G�D�M�S�G�D�E�H�D�K�C�S�X�O�D�H�R�R�D�S�S�NRich Text �@�M�@�C�C�H�S�H�N�M�@�K�F�Q�N�T�O�N�E�N�O�S�H�N�M�R�A�D�B�N�L�D�R�@�U�@�H�K�@�A�K�D���4�G�D�R�D�N�O�S�H�N�M�R�@�Q�D
�T�R�D�C�S�N�R�D�S�A�@�R�H�B�E�N�Q�L�@�S�S�H�M�F�N�E�S�G�D�B�N�M�S�D�M�S�N�Q�S�N�R�O�D�B�H�E�X�@�C�C�H�S�H�N�M�@�K�O�@�Q�@�L�D�S�D�Q�R�N�E�S�G�D�N�M�K�H�M�D�D�C�H�S�N�Q���4�G�DRich
Text Defaults �R�D�B�S�H�N�M���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���O�Q�N�O�D�Q�S�H�D�R��

�] Font: �%�M�S�D�Q�S�G�D�M�@�L�D�N�E�S�G�D�E�N�M�S�E�N�Q�S�D�W�S���!�K�K�S�D�W�S�V�H�K�K�G�@�U�D�S�G�D�R�@�L�D�E�N�M�S�@�O�O�K�H�D�C���.�N�S�D�S�G�@�S�S�G�H�R�E�N�M�S
�R�G�N�T�K�C���A�D���H�M�R�S�@�K�K�D�C���@�M�C���@�B�S�H�U�@�S�D�C���N�M���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���R�D�Q�U�D�Q��

�] Font Size: �4�G�D���E�N�M�S�R���R�H�Y�D���@�O�O�K�H�D�C���S�N���S�G�D���S�D�W�S���H�M���S�G�D���2�4�&���E�H�K�D��
�] Line Spacing: �3�O�@�B�D�A�D�S�V�D�D�M�K�H�M�D�R�N�E�S�D�W�S�L�D�@�R�T�Q�D�C�E�N�L�A�@�R�D�K�H�M�D�S�N�A�@�R�D�K�H�M�D���4�G�D�U�@�K�T�D�H�R�L�D�@�R�T�Q�D�C

�H�M���O�N�H�M�S�R��
�] Default Color: �%�M�S�D�Q���S�G�D���A�@�R�D���B�N�K�N�Q���E�N�Q���S�G�D���S�D�W�S�����G�D�W�@�C�D�B�H�L�@�K���U�@�K�T�D�����D���F�������������&�&�	��
�] Color Palette: �4�G�H�R�E�H�D�K�C�C�D�E�H�M�D�R�S�G�D�B�N�M�S�Q�@�R�S�B�N�K�N�Q�R�S�G�@�S�B�@�M�A�D�T�R�D�C�S�N�L�@�Q�J�Q�@�M�F�D�R�N�E�S�D�W�S�H�M�S�G�D

�N�M�K�H�M�D�D�C�H�S�N�Q���#�N�K�N�Q�R�R�G�N�T�K�C�A�D�D�M�S�D�Q�D�C�T�R�H�M�F�G�D�W�@�C�D�B�H�L�@�K�U�@�K�T�D�R���4�G�D�U�@�K�T�D�R�@�Q�D�B�N�L�L�@�R�D�O�@�Q�@�S�D�C���S�G�D
����R�X�L�A�N�K���H�R���M�N�S���Q�D�P�T�H�Q�D�C�����D���F�������������&�&�����&�&�����������������#�#�����	��

�] Background Color: �%�M�S�D�Q�S�G�D�A�@�B�J�F�Q�N�T�M�C�B�N�K�N�Q�E�N�Q�S�G�D�S�D�W�S�D�C�H�S�N�Q���G�D�W�@�C�D�B�H�L�@�K�U�@�K�T�D���D���F�����������&�&�	��
�#�G�@�M�F�D�S�G�H�R�U�@�K�T�D�V�G�D�M�S�G�DDefault Color �H�R�R�D�S�S�N�V�G�H�S�D�����&�&�&�&�&�&�	�N�Q�@�K�H�F�G�S�B�N�K�N�Q���S�N�D�M�@�A�K�D�S�G�D�D�M�C
�T�R�D�Q���S�N���R�D�D���S�G�D���D�M�S�D�Q�D�C���S�D�W�S���B�K�D�@�Q�K�X��

Default Value

�4�G�H�R���E�H�D�K�C���S�X�O�D���G�@�R���S�G�D���E�N�K�K�N�V�H�M�FDefault Value �N�O�S�H�N�M��

�] Custom Value: �%�M�S�D�Q���S�G�D���H�M�H�S�H�@�K���U�@�K�T�D���E�N�Q���S�G�D���E�H�D�K�C��

How to - Publication Type and Document Tasks

Objectif Lune Inc. © 2010 45



Data conversion

�4�G�D�D�M�S�D�Q�D�C�C�@�S�@�H�R�B�N�M�U�D�Q�S�D�C�H�M�S�N�@�2�4�&�E�H�K�D���V�G�H�B�G�H�R�@�B�G�H�D�U�D�C�T�R�H�M�F�@�8�3�,�4 �R�S�X�K�D�R�G�D�D�S���)�E�@�C�N�B�T�L�D�M�S
�Q�D�P�T�H�Q�D�R�R�O�D�B�H�E�H�B�2�4�&�N�T�S�O�T�S�@�M�D�W�O�D�Q�H�D�M�B�D�C�T�R�D�Q�B�N�T�K�C�B�G�@�M�F�D�S�G�H�R�8�3�,�4 �R�S�X�K�D�R�G�D�D�S���4�G�Dxhtml2rtf.xsl �H�R
�K�N�B�@�S�D�C���H�M���S�G�Dinclude �E�N�K�C�D�Q���N�E���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���V�D�A���R�H�S�D��

�4�N�B�Q�D�@�S�D�@�C�N�B�T�L�D�M�S�R�O�D�B�H�E�H�B�B�N�M�U�D�Q�R�H�N�M�N�M�D�R�G�N�T�K�C�B�N�O�X�S�G�H�R�E�H�K�D�S�N�S�G�D�E�N�K�C�D�Q�N�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K
�C�N�B�T�L�D�M�S���4�G�D�O�Q�D�U�H�D�V�O�Q�N�B�D�R�R�V�H�K�K�@�T�S�N�L�@�S�H�B�@�K�K�X�C�D�S�D�B�S�@�M�C�@�O�O�K�X�S�G�H�R�E�H�K�D���4�G�D�O�@�S�G�S�N�S�G�D�C�N�B�T�L�D�M�S�E�N�K�C�D�Q
�H�R���R�S�@�S�D�C���H�M���S�G�D���O�Q�N�O�D�Q�S�X���O�@�F�D���N�E���S�G�@�S���C�N�B�T�L�D�M�S��

Note: �"�D�E�N�Q�D���D�C�H�S�H�M�F���S�G�D���8�3�,�4���R�S�X�K�D���R�G�D�D�S���B�Q�D�@�S�D���@���A�@�B�J�T�O���N�E���S�G�D���E�H�K�D���E�H�Q�R�S��

A variable in PrintShop Mail with the TEXT_FILE expression

Arrange Fields

�4�G�D�N�Q�C�D�Q�N�E�S�G�D�E�H�D�K�C�R�R�G�N�V�M�V�G�D�M�@�T�R�D�Q�B�Q�D�@�S�D�R�@�M�D�V�I�N�A�B�@�M�A�D�B�G�@�M�F�D�C�T�R�H�M�F�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A
�H�M�S�D�Q�E�@�B�D�����4�G�H�R���H�R���@�O�O�K�H�B�@�A�K�D���E�N�Q���T�R�D�Q���H�M�O�T�S���E�H�D�K�C�R���@�M�C���C�@�S�@�A�@�R�D���H�M�O�T�S���E�H�D�K�C�R��

User Input Fields

�4�N���B�G�@�M�F�D���S�G�D���N�Q�C�D�Q���N�E���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C�R��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���B�N�M�S�@�H�M�H�M�F���T�R�D�Q���H�M�O�T�S���E�H�D�K�C�R���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JUser Input Fields �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�H�R���V�H�K�K���R�G�N�V���@�M���N�U�D�Q�U�H�D�V���N�E���S�G�D���@�U�@�H�K�@�A�K�D���H�M�O�T�S���E�H�D�K�C�R��
���� �#�K�H�B�JArrange �����4�G�D���E�N�K�K�N�V�H�M�F���O�@�F�D���@�O�O�D�@�Q�R��
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Drag and drop an item to change its position

���� �4�G�D���N�Q�C�D�Q���N�E���S�G�D���H�S�D�L�R���B�@�M���A�D���B�G�@�M�F�D�C���A�X���C�Q�@�F�F�H�M�F���@�M�C���C�Q�N�O�O�H�M�F���@�M���H�S�D�L���M�@�L�D��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

Database Input Fields

�4�N���B�G�@�M�F�D���S�G�D���N�Q�C�D�Q���N�E���S�G�D���C�@�S�@�A�@�R�D���H�M�O�T�S���E�H�D�K�C�R��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���B�N�M�S�@�H�M�H�M�F���C�@�S�@�A�@�R�D���H�M�O�T�S���E�H�D�K�C�R���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JDatabase Fields �H�M���S�G�D���R�H�C�D���L�D�M�T�����!�M���N�U�D�Q�U�H�D�V���V�H�S�G���S�G�D���C�@�S�@�A�@�R�D���H�M�O�T�S���E�H�D�K�C�R���@�O�O�D�@�Q�R��
���� �4�G�D���N�Q�C�D�Q���N�E���S�G�D���H�S�D�L�R���B�@�M���A�D���B�G�@�M�F�D�C���A�X���C�Q�@�F�F�H�M�F���@�M�C���C�Q�N�O�O�H�M�F���@�M���H�S�D�L���M�@�L�D��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

2.3.11 Define file upload settings

�7�G�D�M�@file upload template �H�R�@�C�C�D�C�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�@�M�C�S�G�D�C�D�R�H�F�M�D�Q�B�@�M
�B�N�M�E�H�F�T�Q�D�O�@�Q�@�L�D�S�D�Q�R�E�N�Q�S�G�D�@�B�S�T�@�K�E�H�K�D�T�O�K�N�@�C���4�G�D�R�D�O�@�Q�@�L�D�S�D�Q�R�H�M�B�K�T�C�D�S�G�D�L�@�W�H�L�T�L�E�H�K�D�R�H�Y�D�@�M�C�S�G�D
�O�D�Q�L�H�S�S�D�C���E�H�K�D���S�X�O�D�R��

�4�N���C�D�E�H�M�D���S�G�D���E�H�K�D���T�O�K�N�@�C���R�D�S�S�H�M�F�R��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�Dthat contains a file upload template �E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���H�S�R���M�@�L�D��
���� �#�K�H�B�JFiles Upload Setting �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit. �4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��
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The File upload settings page

���� �4�G�D���H�S�D�L�R���E�N�T�M�C���H�M���S�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K�R���S�G�D���E�N�K�K�N�V�H�M�F���N�O�S�H�N�M�R��
�e Operator Instructions: �%�M�S�D�Q���@���M�N�S�D���N�Q���Q�D�L�H�M�C�D�Q���E�N�Q���S�G�D���N�O�D�Q�@�S�N�Q�����4�G�H�R���H�M�E�N�Q�L�@�S�H�N�M���H�R���U�H�R�H�A�K�D���N�M

�S�G�DJob Properties �O�@�F�D���H�M���S�G�DOrder Manager ��
�e Visitor Instructions: �%�M�S�D�Q���H�M�R�S�Q�T�B�S�H�N�M�R���E�N�Q���S�G�D���E�H�K�D���T�O�K�N�@�C���O�Q�N�B�D�C�T�Q�D���H�E���M�D�B�D�R�R�@�Q�X�����4�G�H�R

�H�M�E�N�Q�L�@�S�H�N�M���A�D�B�N�L�D�R���U�H�R�H�A�K�D���N�M���S�G�DFile Upload �O�@�F�D���E�Q�N�L���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R��
�e Permitted File Type(s): �)�M���S�G�DPermitted File Type �D�M�S�Q�X���E�H�D�K�C���B�@�M���A�D���C�D�E�H�M�D�C���V�G�H�B�G���C�D�E�@�T�K�S

�D�W�S�D�M�R�H�N�M�R���B�@�M���A�D���T�O�K�N�@�C�D�C�����3�D�O�@�Q�@�S�D���S�G�D���D�W�S�D�M�R�H�N�M�R���V�H�S�G���@���R�O�@�B�D���@�M�C���C�N���M�N�S���H�M�B�K�T�C�D���S�G�D���K�D�@�C�H�M�F
�C�N�S�����4�G�D���E�N�K�K�N�V�H�M�F���E�H�K�D���S�X�O�D�R���@�Q�D���R�T�O�O�N�Q�S�D�C��

�e �I�O�F���I�O�D�F
�e �F�H�E
�e �O�M�F
�e �O�R�C
�e �S�H�E�E
�e �O�C�E
�e �Y�H�O
�e �Q�@�Q
�e �S�W�S
�e �Q�S�E
�e �C�N�B

�!�K�K���N�S�G�D�Q���E�H�K�D���S�X�O�D�R���@�Q�D���N�M�K�X���B�G�D�B�J�D�C���A�X���S�G�D���E�H�K�D���D�W�S�D�M�R�H�N�M�����4�G�D���C�D�E�@�T�K�S���U�@�K�T�D���N�E���S�G�D���O�D�Q�L�H�S�S�D�C���E�H�K�D
�S�X�O�D���E�H�D�K�C���H�RPDF.

�e Max File Size Per Upload: �4�G�DMax File Size Per Upload �N�O�S�H�N�M���R�S�@�S�D���S�G�D���L�@�W���E�H�K�D���R�H�Y�D���N�E���S�G�D
�T�O�K�N�@�C�D�C���E�H�K�D�R���L�D�@�R�T�Q�D�C���H�M���L�D�F�@�A�X�S�D�R�����-�A�	�����4�G�D���C�D�E�@�T�K�S���L�@�W���E�H�K�D���R�H�Y�D���O�D�Q���T�O�K�N�@�C���H�R�������-�A��

2.3.12 Setting up pricing

�)�M�N�Q�C�D�Q�S�N�B�@�K�B�T�K�@�S�D�S�G�D�B�N�R�S�N�E�@�C�N�B�T�L�D�M�S�S�G�D�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�N�O�S�H�N�M�N�E�S�G�@�S�C�N�B�T�L�D�M�S�R�G�N�T�K�C�A�D�D�M�@�A�K�D�C
�@�M�C���@���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D���R�G�N�T�K�C���A�D���@�U�@�H�K�@�A�K�D��

Pricing options

�4�N���D�M�@�A�K�D���O�Q�H�B�H�M�F���E�N�Q���@���C�N�B�T�L�D�M�S��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���M�@�L�D��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S�@�C�N�B�T�L�D�M�S�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V���S�G�DDocuments' Summary �O�@�F�D�H�R�R�G�N�V�M���4�G�DPricing �E�H�D�K�C�N�M�S�G�H�R

�O�@�F�D���R�S�@�S�D�R���S�G�D���B�T�Q�Q�D�M�S���B�@�K�B�T�K�@�S�H�N�M���L�D�S�G�N�C��
���� �#�K�H�B�JSettings �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit �����"�X���C�D�E�@�T�K�S���S�G�D���C�N�B�T�L�D�M�S���O�Q�H�B�H�M�F���H�R���C�H�R�@�A�K�D�C��
���� �#�K�H�B�JEnable Pricing �S�N���C�H�R�O�K�@�X���S�G�D���O�Q�H�B�H�M�F���N�O�S�H�N�M�R��
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The documentsÕ pricing options

���� �4�G�D���H�S�D�L�R���E�N�T�M�C���H�M���S�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K���S�G�D���E�N�K�K�N�V�H�M�F���N�O�S�H�N�M�R��
�e General: �4�G�D�H�S�D�L�R�H�M�S�G�H�R�R�D�B�S�H�N�M�K�D�S�X�N�T�D�M�S�D�Q�@�O�Q�H�B�H�M�F�B�N�L�L�D�M�S�@�M�C�H�M�G�D�Q�H�S�O�Q�H�B�H�M�F�H�M�E�N�Q�L�@�S�H�N�M

�E�Q�N�L���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
�e Inherit Pricing: �)�E���R�D�K�D�B�S�D�C���S�G�D���O�Q�H�B�H�M�F���R�D�S�S�H�M�F�R���N�E���S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���@�Q�D���T�R�D�C��
�e Inherit Volume Discount Table: �#�G�D�B�J�S�G�H�R�E�H�D�K�C�S�N�H�M�G�D�Q�H�S�S�G�D�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�N�E

�S�G�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��
�e Comment: �4�G�D�B�N�L�L�D�M�S�S�D�W�S�H�R�R�G�N�V�M�H�M�S�G�D�B�G�D�B�J�N�T�S�N�U�D�Q�U�H�D�V���R�G�N�O�O�H�M�F�B�@�Q�S�	�@�M�C�B�@�M�A�D

�T�R�D�C���S�N���O�N�H�M�S���N�T�S���O�Q�H�B�H�M�F���H�M�E�N�Q�L�@�S�H�N�M���S�N���S�G�D���D�M�C���T�R�D�Q��

�e Quantities: �4�G�DQuantity �R�D�B�S�H�N�M�C�D�E�H�M�D�R�S�G�D�D�M�S�Q�X�L�D�S�G�N�C�N�E�P�T�@�M�S�H�D�R���1�T�@�M�S�H�S�H�D�R�E�N�Q�C�N�B�T�L�D�M�S�R
�S�G�@�S���Q�D�P�T�H�Q�D���@���C�@�S�@�A�@�R�D���T�O�K�N�@�C���@�Q�D���C�D�S�D�Q�L�H�M�D�C���A�X���S�G�D���M�T�L�A�D�Q���N�E���Q�D�B�N�Q�C�R���H�M���S�G�D���C�@�S�@�A�@�R�D���E�H�K�D��

�e Entry Method: �4�G�D���R�D�K�D�B�S�D�C���N�O�S�H�N�M���C�D�E�H�M�D�R���S�G�D���P�T�@�M�S�H�S�X���D�M�S�Q�X���L�D�S�G�N�C���H�M���S�G�D���R�G�N�O�O�H�M�F���B�@�Q�S��
�e Free entry: �)�E�R�D�K�D�B�S�D�C�B�T�R�S�N�L�D�Q�R�B�@�M�D�M�S�D�Q�@�B�T�R�S�N�L�P�T�@�M�S�H�S�X���4�G�DMinimum �@�M�CMaximum

�E�H�D�K�C�R���R�O�D�B�H�E�X���@���L�H�M�H�L�T�L���@�M�C���L�@�W�H�L�T�L���P�T�@�M�S�H�S�X��
�e Predefined list: �#�T�R�S�N�L�D�Q�R�B�@�M�R�D�K�D�B�S�@�P�T�@�M�S�H�S�X�E�Q�N�L�@�O�Q�D�C�D�E�H�M�D�C�K�H�R�S���O�T�K�K��C�N�V�M��L�D�M�T�	��

�4�G�D���P�T�@�M�S�H�S�H�D�R���H�M���S�G�D���K�H�R�S���@�Q�D���C�D�E�H�M�D�C���A�X���S�G�D���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D��
�e Minimum: �4�G�D���R�L�@�K�K�D�R�S���P�T�@�M�S�H�S�X���@���B�T�R�S�N�L�D�Q���H�R���@�K�K�N�V�D�C���S�N���N�Q�C�D�Q�����"�X���C�D�E�@�T�K�S���S�G�H�R���U�@�K�T�D���H�R������
�e Maximum: �4�G�D�L�@�W�H�L�T�L�P�T�@�M�S�H�S�X�@�B�T�R�S�N�L�D�Q�H�R�@�K�K�N�V�D�C�S�N�N�Q�C�D�Q���)�E�R�D�S�S�N�� �N�Q�@�U�@�K�T�D

�R�L�@�K�K�D�Q�S�G�@�M�S�G�DMinimum �S�G�@�M�S�G�D�Q�D�H�R�M�N�K�H�L�H�S�S�N�S�G�D�M�T�L�A�D�Q�N�E�B�N�O�H�D�R���"�X �C�D�E�@�T�K�S�S�G�H�R
�U�@�K�T�D���H�R������

�e Costs: �4�G�D�R�D���N�O�S�H�N�M�R���B�N�M�S�Q�N�K���U�@�Q�H�N�T�R���R�T�Q�B�G�@�Q�F�D�R��
�e Use System Default: �#�G�D�B�J�S�G�H�R�N�O�S�H�N�M�S�N�T�R�D�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�R�D�S�S�H�M�F�R�E�N�Q�S�G�D�H�S�D�L�R�H�M

�S�G�DCosts �R�D�B�S�H�N�M���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�R�D�S�T�O�S�G�D�R�D�C�D�E�@�T�K�S�U�@�K�T�D�R�H�M�S�G�DSettings �R�D�B�S�H�N�M
��Pricing and Ordering �	��

�e Setup Costs: �!���R�T�Q�B�G�@�Q�F�D���H�M�B�T�Q�Q�D�C���D�@�B�G���S�H�L�D���@���C�N�B�T�L�D�M�S���H�R���O�Q�N�C�T�B�D�C��
�e Rush Rate: �4�G�DRush Rate �H�R���@���R�T�Q�B�G�@�Q�F�D���E�N�Q���Q�T�R�G���N�Q�C�D�Q�R��

�e Tax: �4�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K�R���C�N�B�T�L�D�M�S���R�O�D�B�H�E�H�B���S�@�W���R�D�S�S�H�M�F�R��
�e Taxable: �)�E���B�G�D�B�J�D�C���S�G�D���C�N�B�T�L�D�M�S���H�R���R�T�A�I�D�B�S���S�N���S�@�W�@�S�H�N�M��
�e Tax Rate Profile: �$�D�E�H�M�D�R�S�G�D�S�@�W�O�Q�N�E�H�K�D�@�O�O�K�H�B�@�A�K�D�S�N�S�G�H�R�C�N�B�T�L�D�M�S���4�G�H�R�H�R�T�R�D�C�V�G�D�M

�R�O�D�B�H�E�H�B���C�N�B�T�L�D�M�S���S�X�O�D�R���G�@�U�D���@���R�O�D�B�H�@�K���S�@�W���Q�@�S�D��
�"�X �C�D�E�@�T�K�S�S�G�H�R�E�H�D�K�C�R�D�S�S�NDefault �� �)�M�S�G�H�R�B�@�R�D�S�G�D�Q�@�S�D�H�R�C�D�E�H�M�D�C�A�X�S�G�D�S�@�W�O�Q�N�E�H�K�D�@�R�R�H�F�M�D�C
�S�N���S�G�D���C�D�O�@�Q�S�L�D�M�S���N�Q���B�N�L�O�@�M�X���N�E���S�G�D���K�N�F�F�D�C���N�M���T�R�D�Q��
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�e Shipping Rates: Shipping Rates �@�Q�D�B�@�K�B�T�K�@�S�D�C�A�@�R�D�C�N�M�S�G�D�S�N�S�@�K�V�D�H�F�G�S�N�E�S�G�D�R�G�N�O�O�H�M�F�B�@�Q�S�@�M�C
�S�G�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�@�R�R�H�F�M�D�C�S�N�S�G�D�B�N�L�O�@�M�X�N�Q�S�G�D�C�D�O�@�Q�S�L�D�M�S�N�E�S�G�D�K�N�F�F�D�C�N�M�T�R�D�Q���4�G�D
�N�O�S�H�N�M�R�E�N�T�M�C�H�M�S�G�H�R�R�D�B�S�H�N�M�B�N�M�S�Q�N�K�S�G�D�C�N�B�T�L�D�M�S�R�O�D�B�H�E�H�B�O�Q�N�O�D�Q�S�H�D�R�Q�D�F�@�Q�C�H�M�F�S�G�D�B�@�K�B�T�K�@�S�H�N�M�N�E
�R�G�H�O�O�H�M�F���B�G�@�Q�F�D�R��

�e Calculate Shipping Charges: �3�D�K�D�B�S�R�V�G�D�S�G�D�Q�R�G�H�O�O�H�M�F�B�G�@�Q�F�D�R�R�G�N�T�K�C�A�D�B�@�K�B�T�K�@�S�D�C�E�N�Q
�S�G�D���O�Q�H�M�S���I�N�A���Q�D�K�@�S�D�C���S�N���S�G�H�R���C�N�B�T�L�D�M�S��

�e Weight Per Unit: �%�M�S�D�Q�S�G�D�V�D�H�F�G�S�O�D�Q�T�M�H�S�E�N�Q�S�G�D�C�N�B�T�L�D�M�S���)�M�S�G�D�B�G�D�B�J�N�T�S�B�@�Q�S�S�G�H�R�T�M�H�S
�H�R���L�T�K�S�H�O�K�H�D�C���V�H�S�G���S�G�D���P�T�@�M�S�H�S�X���N�E���S�G�D���I�N�A���S�N���B�@�K�B�T�K�@�S�D���H�S�R���S�N�S�@�K���V�D�H�F�G�S��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

Volume Discount Tables

�)�M�N�Q�C�D�Q�S�N�B�@�K�B�T�K�@�S�D�O�Q�H�B�H�M�F�@�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�H�R�Q�D�P�T�H�Q�D�C���4�G�D�D�M�S�Q�H�D�R�H�M�S�G�H�R�S�@�A�K�D�C�D�E�H�M�D�S�G�D�Q�D�C�T�B�S�H�N�M
�H�M�O�Q�H�B�D�A�@�R�D�C�N�M�S�G�D�N�Q�C�D�Q�D�C�P�T�@�M�S�H�S�X���)�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�S�G�H�R�S�@�A�K�D�H�R�L�@�M�@�F�D�C�H�M�S�G�DVolume Discount
Tables �O�@�F�D�N�E�@�C�N�B�T�L�D�M�S�N�Q�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D���7�G�D�M�O�Q�H�B�H�M�F�H�R�D�M�@�A�K�D�C�@�M�C�M�N�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�H�R
�C�D�E�H�M�D�C�����S�G�D���R�X�R�S�D�L���V�H�K�K���M�N�S���A�D���@�A�K�D���S�N���B�@�K�B�T�K�@�S�D���@���O�Q�H�B�D���@�M�C���O�Q�H�B�D���P�T�N�S�D���V�H�K�K���A�D���Q�D�P�T�D�R�S�D�C���E�N�Q���S�G�D���C�N�B�T�L�D�M�S��

�4�G�DVolume Discount Table �C�D�E�H�M�D�R�S�G�D�U�N�K�T�L�D�Q�@�M�F�D�@�M�C�S�G�Dprice per record �V�G�@�S�@�O�O�K�H�D�R���0�K�D�@�R�D�M�N�S�D�S�G�@�S
�E�N�Q�C�@�S�@�A�@�R�D�T�O�K�N�@�C�I�N�A�R�S�G�D�M�T�L�A�D�Q�N�E�O�@�F�D�R�O�Q�H�M�S�D�C�L�@�X�C�H�E�E�D�Q�E�Q�N�L�Q�D�B�N�Q�C�S�N�Q�D�B�N�Q�C�C�T�D�S�N�B�N�M�C�H�S�H�N�M�@�K
�K�@�X�N�T�S�R�����4�G�D���O�Q�H�B�H�M�F���R�G�N�T�K�C���A�D���@�C�I�T�R�S�D�C���@�B�B�N�Q�C�H�M�F�K�X��

Add an entry

�4�N���@�C�C���@�M���D�M�S�Q�X���S�N���S�G�D���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���B�N�M�S�@�H�M�H�M�F���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���C�N�B�T�L�D�M�S���R���M�@�L�D��
���� �#�K�H�B�JVolume Discount Table �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �S�N���R�G�N�V���S�G�DAdd �C�H�@�K�N�F��

Enter a Quantity and Price for the new entry

���� �%�M�S�D�Q���@Quantity �@�M�CPrice ��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���S�N���Q�D�S�T�Q�M���S�N���S�G�DVolume Discount Table overview ��

Delete an entry

�4�N���C�D�K�D�S�D���D�M�S�Q�H�D�R���E�Q�N�L���S�G�DVolume Discount Table ��

���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���B�N�M�S�@�H�M�H�M�F���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JVolume Discount Table �H�M���S�G�D���R�H�C�D���L�D�M�T�����S�G�DVolume Disount Table overview �H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete ��
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Import

�4�G�DVolume Price Table �H�R�D�@�R�X�S�N�B�Q�D�@�S�D�E�Q�N�L�@�R�O�Q�D�@�C�R�G�D�D�S���4�G�D�R�O�Q�D�@�C�R�G�D�D�S�H�R�D�@�R�X�S�N�L�@�H�M�S�@�H�M�N�E�E�K�H�M�D���@�M�C
�V�G�D�M���S�G�DVolume Discount Table �M�D�D�C�R���S�N���A�D���T�O�C�@�S�D�C�����@���R�H�L�O�K�D���T�O�K�N�@�C���V�H�K�K���Q�D�O�K�@�B�D���S�G�D���C�@�S�@��

�4�N���H�L�O�N�Q�S���@���O�Q�H�B�D���S�@�A�K�D��

���� �#�Q�D�@�S�D�@�S�@�A�C�D�K�H�L�H�S�D�C�E�H�K�D�B�N�M�S�@�H�M�H�M�F�S�V�N�B�N�K�T�L�M�R�H�M�S�G�D�@�O�O�K�H�B�@�S�H�N�M�N�E�X�N�T�Q�B�G�N�H�B�D���#�N�K�T�L�M�� �M�D�D�C�R�S�N
�R�S�@�S�D���S�G�D���P�T�@�M�S�H�S�X�����S�G�D���R�D�B�N�M�C���B�N�K�T�L�M���S�G�D���O�Q�H�B�D���O�D�Q���O�H�D�B�D��

���� �,�N�F�N�M���S�N���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��
���� �#�K�H�B�JPublication Types �H�M���S�G�DMenu �A�@�Q�����4�G�DPublication Types overview �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���@���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���B�N�M�S�@�H�M�H�M�F���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JDocuments �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���C�N�B�T�L�D�M�S���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JVolume Discount Table �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JImport �S�N���H�L�O�N�Q�S���@���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D�����7�H�S�G���S�G�DBrowse �A�T�S�S�N�M���X�N�T���B�@�M���K�N�B�@�S�D���S�G�D���E�H�K�D��
���� �#�K�H�B�JSave �S�N���O�Q�N�B�D�R�R���S�G�D���S�@�A���C�D�K�H�L�H�S�D�C���E�H�K�D��
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2.4 Image Collection Tasks

�4�G�H�R�B�G�@�O�S�D�Q�C�D�R�B�Q�H�A�D�R�S�@�R�J�R�Q�D�K�@�S�D�C�S�N�H�L�@�F�D�B�N�K�K�D�B�S�H�N�M�R���4�X�O�H�B�@�K�K�X�S�G�D�R�D�S�@�R�J�R�@�Q�D�O�D�Q�E�N�Q�L�D�C�A�X�S�G�D�C�D�R�H�F�M�D�Q��
�N�O�D�Q�@�S�N�Q���N�Q���S�G�D���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q��

2.4.1 Create an image collection

Image Collections �@�K�K�N�V�R�S�G�D�D�M�C�T�R�D�Q�S�N�R�D�K�D�B�S�@�M�H�L�@�F�D�E�N�Q�@�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�A�X�A�Q�N�V�R�H�M�F�@�B�N�K�K�D�B�S�H�N�M�N�E
�O�Q�D�C�D�E�H�M�D�C�H�L�@�F�D�R���4�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�G�N�T�K�C�B�N�M�S�@�H�M�@�U�@�Q�H�@�A�K�D�H�L�@�F�D�A�N�W���V�H�S�G�@�M�D�W�O�Q�D�R�R�H�N�M�S�G�@�S
�Q�D�E�D�Q�R���S�N���@�����T�R�D�Q���H�M�O�T�S�	���C�@�S�@���E�H�D�K�C��

�4�N���B�Q�D�@�S�D���@�M���H�L�@�F�D���B�N�K�K�D�B�S�H�N�M��

���� �#�K�H�B�JCollections �H�M���S�G�DMenu �A�@�Q�����4�G�DCollections overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M���S�N���C�H�R�O�K�@�X���S�G�DAdd �C�H�@�K�N�F��

The Add collection dialog

���� �4�G�D���H�M�O�T�S���E�H�D�K�C�R���N�E���S�G�H�R���C�H�@�K�N�F���B�N�M�S�Q�N�K���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��
�e Collection Name: �4�G�D�M�@�L�D�N�E�S�G�D�B�N�K�K�D�B�S�H�N�M���4�G�H�R�M�@�L�D�H�R�U�H�R�H�A�K�D�H�M�S�G�DCollection �O�N�O��T�O��L�D�M�T

�H�M���S�G�DEdit Item �O�@�F�D���N�E���C�@�S�@���E�H�D�K�C�R����Publication Typ �D���R�D�B�S�H�N�M�	��
�e Company Name: �4�G�D�M�@�L�D�N�E�S�G�D�B�N�L�O�@�M�X�S�N�V�G�H�B�G�S�G�H�R�B�N�K�K�D�B�S�H�N�M�A�D�K�N�M�F�R���4�G�D�B�N�K�K�D�B�S�H�N�M�B�@�M

�A�D���T�R�D�C���@�B�Q�N�R�R���@�K�K���0�Q�H�M�S�3�G�N�O���-�@�H�K���S�D�L�O�K�@�S�D�R���N�E���S�G�@�S���B�N�L�O�@�M�X��
�e Description: �!���S�D�W�S���C�D�R�B�Q�H�A�H�M�F���S�G�D���H�L�@�F�D�R���H�M���S�G�D���B�N�K�K�D�B�S�H�N�M��

���� �#�K�H�B�JSave �S�N���B�Q�D�@�S�D���S�G�D���B�N�K�K�D�B�S�H�N�M���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F

The collections overview
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2.4.2 Add images to a collection

�4�N���@�C�C���@�M���H�L�@�F�D���S�N���@���B�N�K�K�D�B�S�H�N�M��

���� �#�K�H�B�JCollections �H�M���S�G�DMenu �A�@�Q��
���� �3�D�K�D�B�S�@�B�N�K�K�D�B�S�H�N�M�E�Q�N�L�S�G�DCollections overview �� �4�G�DCollections Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D

�C�H�R�O�K�@�X�R�S�G�D�O�Q�N�O�D�Q�S�H�D�R�N�E�S�G�D�B�N�K�K�D�B�S�H�N�M�@�M�C�@ �K�H�R�S�N�E�S�G�D�H�L�@�F�D�R�A�D�K�N�M�F�H�M�F�S�N�S�G�H�R�B�N�K�K�D�B�S�H�N�M��

The Collection Properties page

���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M�����S�G�DAdd asset �C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Add asset dialog

���� �#�K�H�B�J���S�G�D���"�Q�N�V�R�D���A�T�S�S�N�M���S�N���K�N�B�@�S�D���@�M���H�L�@�F�D���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D�����I�O�F�����F�H�E�����O�C�E�	��
���� �#�K�H�B�J���3�@�U�D���S�N���O�Q�N�B�D�R�R���S�G�D���R�D�K�D�B�S�D�C���E�H�K�D��
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2.4.3 Delete image from a collaction

�4�N���Q�D�L�N�U�D���@�M���H�L�@�F�D���E�Q�N�L���@���B�N�K�K�D�B�S�H�N�M��

���� �#�K�H�B�JCollections �H�M���S�G�DMenu �A�@�Q��
���� �3�D�K�D�B�S�@�B�N�K�K�D�B�S�H�N�M�E�Q�N�L�S�G�DCollections overview �A�X�B�K�H�B�J�H�M�F�S�G�D�B�N�K�K�D�B�S�H�N�M�M�@�L�D���4�G�DCollections

Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�C�H�R�O�K�@�X�R�S�G�D�O�Q�N�O�D�Q�S�H�D�R�N�E�S�G�D�B�N�K�K�D�B�S�H�N�M�@�M�C�@�K�H�R�S�N�E�S�G�D�H�L�@�F�D�R
�A�D�K�N�M�F�H�M�F���S�N���S�G�H�R���B�N�K�K�D�B�S�H�N�M��

���� �3�D�K�D�B�S���@���B�G�D�B�J�A�N�W���M�D�W�S���S�N���N�M�D���N�E���S�G�D���H�L�@�F�D�R���H�M���S�G�DAssets overview.
���� �#�K�H�B�JDelete �S�N���Q�D�L�N�U�D���S�G�D���H�L�@�F�D�����&�H�Q�R�S���@�E�S�D�Q���B�K�H�B�JOK �H�M���S�G�D���V�@�Q�M�H�M�F���C�H�@�K�N�F���S�G�D���H�L�@�F�D���H�R���Q�D�L�N�U�D�C��

�4�N���Q�D�L�N�U�D���@�K�K���H�L�@�F�D�R���E�Q�N�L���@���B�N�K�K�D�B�S�H�N�M���@�S���N�M�B�D��

���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���H�M���S�G�D���G�D�@�C�D�Q���E�Q�N�L���S�G�DAssets overview.
���� �#�K�H�B�JDelete. �&�H�Q�R�S���@�E�S�D�Q���B�K�H�B�JOK �H�M���S�G�D���V�@�Q�M�H�M�F���C�H�@�K�N�F���@�K�K���H�L�@�F�D�R���@�Q�D���Q�D�L�N�U�D�C��

Note: �#�N�K�K�D�B�S�H�N�M�R�@�M�C���N�Q�H�L�@�F�D�R�S�G�@�S�@�Q�D�T�R�D�C�H�M�@�B�S�H�U�D�O�Q�H�M�S�I�N�A�R�B�@�M�M�N�S�Q�D�L�N�U�D�C�E�Q�N�L�S�G�D�R�X�R�S�D�L��
�4�G�D���B�G�D�B�J�A�N�W���H�R���F�Q�D�X�D�C���N�T�S���S�G�@�M��

The Collection Properties page
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2.5 Order Manager Tasks

�4�G�H�R���B�G�@�O�S�D�Q���D�W�O�K�@�H�M�R���S�@�R�J�R���O�D�Q�E�N�Q�L�D�C���A�X���S�G�D���N�O�D�Q�@�S�N�Q���N�Q���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q��

2.5.1 Select an order status overview

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�B�@�M�F�D�M�D�Q�@�S�D�C�D�S�@�H�K�D�C�N�Q�C�D�Q�N�U�D�Q�U�H�D�V�R���@�K�K�N�V�H�M�F�@�T�R�D�Q�S�N�U�H�D�V�@�K�K�N�Q�C�D�Q�R�@�S�D�@�B�G�R�S�@�F�D�N�E
�S�G�D�O�Q�N�C�T�B�S�H�N�M�O�Q�N�B�D�R�R���/�Q�C�D�Q�R�V�H�S�G�S�G�DApproved �R�S�@�S�T�R�@�Q�D�Q�D�@�C�X�E�N�Q�O�Q�N�C�T�B�S�H�N�M���4�G�N�R�D�N�Q�C�D�Q�R�G�@�U�D�A�D�D�M
�@�O�O�Q�N�U�D�C���A�X���S�G�D���B�T�R�S�N�L�D�Q���@�M�C���@�Q�D���Q�D�K�D�@�R�D�C���E�N�Q���O�Q�H�M�S���O�Q�N�C�T�B�S�H�N�M��

�4�N���U�H�D�V���S�G�D���N�Q�C�D�Q�R���N�E���@���R�O�D�B�H�E�H�B���R�S�@�S�T�R��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��

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

���� �#�K�H�B�J�@�M�H�S�D�L�H�M�S�G�DGeneral �R�D�B�S�H�N�M�N�E�S�G�DOrder Manager �R�H�C�D�L�D�M�T�S�N�U�H�D�V�S�G�D�N�Q�C�D�Q�R�N�E�S�G�@�S
�O�Q�N�C�T�B�S�H�N�M�R�S�@�S�T�R���4�G�D�N�Q�C�D�Q�R�N�E�S�G�H�R�R�S�@�S�T�R�@�Q�D�R�G�N�V�M�H�M�S�G�D�N�Q�C�D�Q�R�N�U�D�Q�U�H�D�V�S�@�A�K�D���4�G�D�B�N�K�N�Q�D�C�B�T�A�D�R�@�S
�S�G�D���A�D�F�H�M�M�H�M�F���N�E���D�@�B�G���Q�N�V���H�M�C�H�B�@�S�D���S�G�D���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q���@�M�C���Q�D�E�D�Q���S�N���S�G�D���R�S�@�S�T�R���E�N�K�C�D�Q��
�4�G�DApproved �H�S�D�L�H�M�S�G�DOrder Manager �R�H�C�D�L�D�M�T���R�G�N�V�R�S�G�D�N�Q�C�D�Q�R�S�G�@�S�@�Q�D�Q�D�K�D�@�R�D�C�E�N�Q�O�Q�H�M�S���)�E
�X�N�T���Q�D���K�N�F�F�D�C���N�M���T�R�H�M�F���@�M���N�O�D�Q�@�S�N�Q���Q�N�K�D���S�G�H�R���E�N�K�C�D�Q���H�R���S�G�D���H�M�H�S�H�@�K���U�H�D�V���N�E���S�G�DOrder Manager ��

�/�Q�C�D�Q�R���V�H�S�G���S�G�D���R�S�@�S�T�RRush �G�@�U�D���@���L�@�Q�J�����	���A�D�G�H�M�C���S�G�D���N�Q�C�D�Q���)�$�����/�U�D�Q�C�T�D���N�Q�C�D�Q�R���@�Q�D���B�N�K�N�Q�D�C���Q�D�C��
���� �#�K�H�B�J�S�G�D�� �R�X�L�A�N�K�M�D�W�S�S�N�S�G�D�N�Q�C�D�Q�)�$ �S�N�U�H�D�V�S�G�D�I�N�A�R�A�D�K�N�M�F�H�M�F�S�N�S�G�@�S�N�Q�C�D�Q���4�G�D�I�N�A�N�U�D�Q�U�H�D�V

�R�G�N�V�R���S�G�D���M�@�L�D���N�E���S�G�D���C�N�B�T�L�D�M�S�����S�G�D���N�Q�C�D�Q�D�C���P�T�@�M�S�H�S�X���@�M�C���S�G�D���B�T�Q�Q�D�M�S���O�Q�H�M�S���R�S�@�S�T�R��

Job overview page
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2.5.2 Change the status of an order

�4�N���B�G�@�M�F�D���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�M���S�G�DOrder Manager ��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��

The Order Manager overview

���� �#�K�H�B�J���S�G�D���)�$���N�E���@�M���N�Q�C�D�Q�����4�G�DOrder Information �O�@�F�D���H�R���R�G�N�V�M��

The Order Information page

���� �#�K�H�B�J���N�M���S�G�D���R�S�@�S�T�R���N�O�S�H�N�M���T�M�C�D�Q���/�Q�C�D�Q���)�M�E�N�Q�L�@�S�H�N�M���R�D�B�S�H�N�M���S�H�K�S�K�D���A�@�Q��

�4�G�D�R�S�@�S�T�R�@�U�@�H�K�@�A�K�D�V�H�K�K�C�D�O�D�M�C�N�M�S�G�D�T�R�D�Q�V�G�N�H�R�K�N�F� �H�M���4�G�DOrder Information �O�@�F�D�B�N�M�R�H�R�S�R�N�E�@�M
�N�Q�C�D�Q�H�M�E�N�Q�L�@�S�H�N�M�R�D�B�S�H�N�M�@�M�C�@�I�N�A�R�N�U�D�Q�U�H�D�V�N�E�S�G�D�I�N�A�R�A�D�K�N�M�F�H�M�F�S�N�S�G�H�R�N�Q�C�D�Q���4�G�DAction �A�@�Q�@�K�N�M�F
�S�G�D�S�N�O�B�N�M�S�@�H�M�R�@�Q�@�M�F�D�N�E�A�T�S�S�N�M�R�S�N�B�G�@�M�F�D�S�G�D�R�S�@�S�T�R�N�E�S�G�D�N�Q�C�D�Q���D�C�H�S�S�G�D�N�Q�C�D�Q�C�D�S�@�H�K�R�@�M�C�C�D�K�D�S�D
�S�G�D���N�Q�C�D�Q�����4�G�D���R�D�S���N�E���R�S�@�S�T�R���B�G�@�M�F�D���H�B�N�M�R���S�G�@�S���@�Q�D���U�H�R�H�A�K�D���C�D�O�D�M�C�R���N�M���S�G�D���B�T�Q�Q�D�M�S���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q��

���� �#�K�H�B�J���@���R�S�@�S�T�R���H�S�D�L���H�M���S�G�DAction �A�@�Q���S�N���B�G�@�M�F�D���S�G�D���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q��
�!�M�N�Q�C�D�Q�V�H�S�G�S�G�D�R�S�@�S�T�ROrdered �B�@�M�A�D�R�D�S�S�N�S�G�DOn hold ��R�S�@�S�T�R�A�X�S�G�D�B�T�R�S�N�L�D�Q�@�M�C�V�H�K�K�A�D�O�K�@�B�D�C�H�M
�S�G�DOn hold ��E�N�K�C�D�Q���/�Q�C�D�Q�R�V�H�S�G�S�G�D�P�T�N�S�D�Q�D�P�T�D�R�S�R�S�@�S�T�R�@�Q�D�@�K�R�N�O�K�@�B�D�C�H�M�S�G�DOn hold �E�N�K�C�D�Q���V�@�H�S�H�M�F
�E�N�Q�@�O�Q�H�B�D�S�N�A�D�R�D�S���)�E�@�O�Q�H�B�D�H�R�@�C�C�D�C�S�G�D�B�T�R�S�N�L�D�Q�B�@�M�@�B�B�D�O�S�S�G�D�O�Q�H�M�S�I�N�A�A�X�N�Q�C�D�Q�H�M�F�N�Q�@�O�O�Q�N�U�H�M�F
�S�G�D�N�Q�C�D�Q�N�Q�Q�D�I�D�B�S�S�G�D�O�Q�H�M�S�I�N�A�A�X�C�D�K�D�S�H�M�F�S�G�D�N�Q�C�D�Q���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�!�C�C�@�O�Q�H�B�D�S�N�@�P�T�N�S�D
�Q�D�P�T�D�R�S��
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�/�Q�C�D�Q�R�Q�D�R�H�C�H�M�F�H�M�S�G�DOrdered �N�QOn Hold �R�S�@�S�T�R�E�N�K�C�D�Q�R�@�Q�D�S�X�O�H�B�@�K�K�X�N�Q�C�D�Q�R�B�Q�D�@�S�D�C�A�X�N�S�G�D�Q�T�R�D�Q�R��
�5�R�D�Q�R�V�H�S�G�S�G�D�@�O�O�Q�N�O�Q�H�@�S�D�O�Q�H�U�H�K�D�F�D�B�@�M�@�O�O�Q�N�U�D�N�Q�C�D�Q�R�V�H�S�G�S�G�D�N�Q�C�D�Q�D�C�R�S�@�S�T�R���)�S�H�R�@�R�R�T�L�D�C�S�G�@�S�S�G�D
�O�D�Q�R�N�M�S�G�@�S�H�R�@�O�O�Q�N�U�H�M�F�N�Q�C�D�Q�R���B�Q�D�@�S�D�C�A�X�C�H�E�E�D�Q�D�M�S�T�R�D�Q�R�	�V�@�M�S�R�S�N�U�D�Q�H�E�X�S�G�D�P�T�@�M�S�H�S�H�D�R���S�G�D�B�N�M�S�D�M�S�R
�N�E�S�G�D�I�N�A�@�M�C�S�G�D�R�G�H�O�O�H�M�F�C�D�S�@�H�K�R�N�E�S�G�D�N�Q�C�D�Q���&�N�Q�S�G�H�R�S�G�D�N�Q�C�D�Q�H�R�Q�D�R�S�N�Q�D�C�S�N�S�G�DCheckout �E�N�Q
�@�O�O�Q�N�U�H�M�F��
�!�R�R�N�N�M�@�R�@�M�N�Q�C�D�Q�H�R�O�K�@�B�D�C�H�M�S�G�DApproved �E�N�K�C�D�Q���X�N�T�Q�B�T�R�S�N�L�D�Q�R�B�@�M�M�N�K�N�M�F�D�Q�B�G�@�M�F�D�S�G�D�R�S�@�S�T�R�N�E
�S�G�D�N�Q�C�D�Q���)�S�H�R�O�N�R�R�H�A�K�D�E�N�Q�X�N�T�Q�B�T�R�S�N�L�D�Q�R�S�N�S�Q�@�B�J�S�G�D�H�Q�O�D�Q�R�N�M�@�K�N�Q�C�D�Q�R�U�H�@�S�G�DMy orders �E�N�K�C�D�Q���N�Q���H�E
�S�G�D�X���G�@�U�D���S�G�D���M�D�B�D�R�R�@�Q�X���@�B�B�D�R�R���Q�H�F�G�S�R�	���U�H�@���S�G�DMy departments �N�QMy company �E�N�K�C�D�Q��

Important: �7�G�D�M�S�G�D�N�Q�C�D�Q�Q�D�@�B�G�D�R�S�G�DShipping �R�S�@�S�D�S�G�D�B�T�R�S�N�L�D�Q�B�@�M�R�D�S�S�G�D�R�S�@�S�T�R�N�E�S�G�D�N�Q�C�D�Q
�S�NCompleted �� �7�G�D�M�@�M�N�Q�C�D�Q�H�R�M�N�S�C�D�K�H�U�D�Q�D�C�S�N�X�N�T�Q�B�T�R�S�N�L�D�Q���S�G�D�I�N�A�R�S�@�S�T�R�R�G�N�T�K�C�A�D
�B�G�@�M�F�D�C���S�NCompleted �A�X���S�G�D���N�O�D�Q�@�S�N�Q���N�Q���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q���V�G�D�M���S�G�D���N�Q�C�D�Q���H�R���C�H�R�O�@�S�B�G�D�C��
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2.5.3 Add a price to a quote request

�! �O�Q�H�M�S�I�N�A�V�H�S�G�@�P�T�N�S�D�Q�D�P�T�D�R�S�H�R�@�T�S�N�L�@�S�H�B�@�K�K�X�O�K�@�B�D�C�H�M�S�G�DOn hold �E�N�K�C�D�Q���4�G�D�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�V�H�K�K
�Q�D�B�D�H�U�D���@�M���D��L�@�H�K���L�D�R�R�@�F�D���V�G�D�M���@���O�Q�H�B�D���P�T�N�S�D���H�R���Q�D�P�T�D�R�S�D�C��

�4�N���@�C�C���@���O�Q�H�B�D���S�N���@���P�T�N�S�D���Q�D�P�T�D�R�S��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S�S�G�DOn hold �E�N�K�C�D�Q�H�M�S�G�DOrder Manager �R�H�C�D�L�D�M�T���4�G�H�R�V�H�K�K�R�G�N�V�S�G�D�N�Q�C�D�Q�R�B�N�M�S�@�H�M�D�C�H�M�S�G�H�R

�E�N�K�C�D�Q�����/�Q�C�D�Q�R���V�H�S�G���S�G�D���P�T�N�S�D���Q�D�P�T�D�R�S���R�S�@�S�T�R���R�G�N�VPrice Quote �H�M���S�G�DPrice �B�N�K�T�L�M��
���� �3�D�K�D�B�S�S�G�D�N�Q�C�D�Q�S�N�R�G�N�V�H�S�R�O�Q�N�O�D�Q�S�H�D�R�O�@�F�D���4�G�DJobs Overview �R�D�B�S�H�N�M�R�G�N�V�R�@�K�H�R�S�N�E�S�G�D�I�N�A�R

�A�D�K�N�M�F�H�M�F�S�N�S�G�H�R�N�Q�C�D�Q���4�G�D�I�N�A�R�S�G�@�S�Q�D�P�T�H�Q�D�@�O�Q�H�B�D�P�T�N�S�D�@�Q�D�L�@�Q�J�D�C�H�M�X�D�K�K�N�V�@�M�C�R�S�@�S�DPrice Quote
�H�M���S�G�DPrice �B�N�K�T�L�M��

���� �#�K�H�B�J���S�G�D���O�D�M�B�H�K���H�B�N�M���M�D�W�S���S�N���S�G�DPrice Quote �S�D�W�S���S�N���C�H�R�O�K�@�X���S�G�DEdit Price Quote �C�H�@�K�N�F��

The Price Quote dialog

���� �%�M�S�D�Q���@���O�Q�H�B�D���@�M�C���B�K�H�B�JSave �����4�G�D���C�H�@�K�N�F���H�R���B�K�N�R�D�C��
�2�D�O�D�@�S���S�G�D���R�S�D�O�R�������@�M�C�������E�N�Q���D�U�D�Q�X���I�N�A���S�G�@�S���Q�D�P�T�H�Q�D�R���@���O�Q�H�B�D���P�T�N�S�D��

���� �#�K�H�B�J���S�G�DSend Quote �A�T�S�S�N�M���H�M���S�G�DAction �A�@�Q���N�M�B�D���@�K�K���O�Q�H�B�D�R���@�Q�D���R�D�S�����4�G�H�R���V�H�K�K���M�N�S�H�E�X���S�G�D���B�T�R�S�N�L�D�Q��
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2.5.4 Export order data

�4�N���D�W�O�N�Q�S���N�Q�C�D�Q���C�@�S�@���N�E���B�N�L�O�K�D�S�D�C���O�Q�H�M�S���I�N�A�R��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S�S�G�DCompleted �E�N�K�C�D�Q�H�M�S�G�DOrder Manager �R�H�C�D�L�D�M�T���4�G�H�R�V�H�K�K�R�G�N�V�S�G�D�N�Q�C�D�Q�R�B�N�M�S�@�H�M�D�C�A�X�S�G�H�R

�E�N�K�C�D�Q��

The completed orders overview

���� �3�D�K�D�B�S���N�M�D���N�E���S�G�D���O�Q�D�C�D�E�H�M�D�C���P�T�D�Q�H�D�R���N�M���S�G�D���K�D�E�S���R�H�C�D���N�E���S�G�D���/�Q�C�D�Q���N�U�D�Q�U�H�D�V�����4�G�D���@�U�@�H�K�@�A�K�D���N�O�S�H�N�M�R���@�Q�D��
�e �4�N�C�@�X
�e �9�D�R�S�D�Q�C�@�X
�e �4�G�H�R���V�D�D�J
�e �,�@�R�S���V�D�D�J
�e �4�G�H�R���L�N�M�S�G
�e �,�@�R�S���L�N�M�S�G
�e �9�D�@�Q���N�U�D�Q�U�H�D�V���V�H�S�G���R�T�A���R�D�K�D�B�S�H�N�M�R���O�D�Q���L�N�M�S�G

���� �#�K�H�B�J�S�G�DExport �A�T�S�S�N�M�H�M�S�G�DAction �A�@�Q�S�N�H�M�R�S�Q�T�B�S�X�N�T�Q�A�Q�N�V�R�D�Q�S�N�C�N�V�M�K�N�@�C�@�M�C�R�@�U�D�S�G�D�%�W�B�D�K�E�H�K�D
�B�N�M�S�@�H�M�H�M�F���S�G�D���Q�D�P�T�D�R�S�D�C���N�Q�C�D�Q���C�@�S�D��

���� �/�O�D�M���%�W�B�D�K���S�N���U�H�D�V���S�G�D���C�N�V�M�K�N�@�C�D�C���C�N�B�T�L�D�M�S��
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2.5.5 Print a document

�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���H�M�S�Q�N�C�T�B�D�R���U�@�Q�H�N�T�R���N�T�S�O�T�S���N�O�S�H�N�M�R�����4�G�DOutput �N�O�S�H�N�M�R���@�Q�D��

�] �0�Q�H�M�S
�] �0�Q�H�M�S���S�N���E�H�K�D
�] �#�Q�D�@�S�D���0�$�&
�] �0�Q�D�E�K�H�F�G�S
�] �3�D�M�C���S�N���0�K�@�M�D�S���0�Q�D�R�R���7�@�S�B�G��

�)�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �H�S�H�R�O�N�R�R�H�A�K�D�S�N�O�Q�H�M�S�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R���R�S�@�S�H�B�0�$�&�E�H�K�D�R�@�M�C�&�H�K�D�T�O�K�N�@�C
�C�N�B�T�L�D�M�S�R�����N�M�K�X���0�$�&���C�N�B�T�L�D�M�S�R�	���S�N���@���R�D�K�D�B�S�D�C���O�Q�H�M�S�D�Q��

�)�M�N�Q�C�D�Q�S�N�B�Q�D�@�S�D�N�T�S�O�T�S�S�G�D�R�S�@�S�T�R�N�E�S�G�D�N�Q�C�D�Q�R�G�N�T�K�C�A�D�B�G�@�M�F�D�C�S�NIn-plant �� �4�N�O�Q�H�M�S�@�C�N�B�T�L�D�M�S�H�M�S�G�DIn-
plant �E�N�K�C�D�Q��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�@�M�C�R�G�N�V�R�I�N�A

�C�D�S�@�H�K�R��

The Job Properties page
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���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��

The Output options dialog with information sheet

���� �3�D�K�D�B�SPrint �H�M���S�G�DMethod �O�T�K�K��C�N�V�M��L�D�M�T�����)�M���S�G�DOutput dialog �S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���A�D�B�N�L�D�R���U�H�R�H�A�K�D��
�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K

�H�M�E�N�Q�L�@�S�H�N�M�����D���F�����S�G�D���U�D�Q�R�H�N�M���N�E���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���@�O�O�K�H�B�@�S�H�N�M���V�G�H�B�G���H�R���T�R�D�C���S�N���B�Q�D�@�S�D���S�G�D
�C�N�B�T�L�D�M�S�����T�R�D�C���S�D�B�G�M�N�K�N�F�X�����C�N�B�T�L�D�M�S���R���O�Q�H�M�S�D�Q���@�M�C���N�O�D�Q�@�S�N�Q���H�M�R�S�Q�T�B�S�H�N�M�R�	�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R
�R�G�N�V�M���A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S�����$�D�E�@�T�K�S���S�G�D���H�M�E�N�Q�L�@�S�H�N�M���R�G�D�D�S���H�R���G�H�C�C�D�M��

�e General:
�e Method: �3�D�K�D�B�S���S�G�DOutput Method �G�D�Q�D��
�e Printer: �3�D�K�D�B�S���S�G�DOutput Printer �H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���O�Q�H�M�S�D�Q�R���R�G�N�V�M���H�M���S�G�D���O�T�K�K�

�C�N�V�M��L�D�M�T���@�Q�D���R�D�S���A�X���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q�����3�S�N�O�O�H�M�F���@�M�C���R�S�@�Q�S�H�M�F���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���V�H�K�K���Q�D�E�Q�D�R�G
�S�G�D���@�B�S�T�@�K���O�Q�H�M�S�D�Q���K�H�R�S�����!�M���N�U�D�Q�U�H�D�V���N�E���@�U�@�H�K�@�A�K�D���O�Q�H�M�S�D�Q�R���H�R���@�K�R�N���U�H�R�H�A�K�D���H�M���S�G�DSettings �R�D�B�S�H�N�M��
�"�K�@�B�J�K�H�R�S�D�C���O�Q�H�M�S�D�Q�R���@�Q�D���M�N�S���R�G�N�V�M�����0�Q�H�M�S�D�Q�R���B�@�M���A�D���A�K�@�B�J�K�H�R�S�D�C���C�H�R�@�A�K�D�C���H�M���S�G�DPrinters �R�D�B�S�H�N�M
�N�E���S�G�DSettings �R�D�B�S�H�N�M��

�e Copies and Range:
�e Copies: �$�D�E�H�M�D���S�G�D���M�T�L�A�D�Q���N�ECopies �S�N���A�D���O�Q�H�M�S�D�C��
�e Range method: �4�G�DRange method �C�D�S�D�Q�L�H�M�D�R���S�G�D���Q�@�M�F�D���N�E���Q�D�B�N�Q�C�R���S�G�@�S���R�G�N�T�K�C���A�D���O�Q�H�M�S�D�C��

�$�D�E�@�T�K�SAll �H�R���R�D�K�D�B�S�D�C�����)�M���B�@�R�D���N�E���@���C�N�B�T�L�D�M�S���V�H�S�G���T�R�D�Q���H�M�O�T�S���S�G�DSelection �N�O�S�H�N�M���B�@�M���A�D
�T�R�D�C���S�N���O�Q�N�U�H�C�D���D�W�S�Q�@���Q�D�B�N�Q�C�R���E�N�Q���S�G�D���Q�D�O�D�S�H�S�H�N�M���N�O�S�H�N�M����Preference �C�H�@�K�N�F���H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K�	��
�&�N�Q���D�W�@�L�O�K�D�����D�M�S�D�Q�������S�N���������S�N���O�N�O�T�K�@�S�D���@���R�H�M�F�K�D���R�G�D�D�S���N�E���A�T�R�H�M�D�R�R���B�@�Q�C�R���V�H�S�G���������B�@�Q�C�R��

�e Range: �3�O�D�B�H�E�X���S�G�DRange �H�E���M�D�D�C�D�C��

���� �#�K�H�B�JOK �S�N���R�S�@�Q�S���O�Q�H�M�S�H�M�F��

Output History

�&�N�Q�D�@�B�G�O�Q�H�M�S�Q�D�P�T�D�R�S�@�M�D�M�S�Q�X�H�R�@�C�C�D�C�S�N�S�G�D�N�T�S�O�T�S�G�H�R�S�N�Q�X�N�E�S�G�D�I�N�A���4�G�DOutput History �N�U�D�Q�U�H�D�V�H�R
�R�G�N�V�M�N�M�S�G�DJob Properties �O�@�F�D���%�U�D�Q�X�R�T�B�B�D�R�R�E�T�K�K�X�N�T�S�O�T�S�S�D�C�C�N�B�T�L�D�M�S�R�G�N�V�R�@�F�Q�D�D�M�E�K�@�F�R�X�L�A�N�K�H�M�S�G�D
Print Status �B�N�K�T�L�M�����)�E���O�Q�N�A�K�D�L�R���@�Q�D���D�M�B�N�T�M�S�D�Q�D�C���C�T�Q�H�M�F���S�G�D���N�T�S�O�T�S���O�Q�N�B�D�R�R���@���V�@�Q�M�H�M�F���H�B�N�M���H�R���R�G�N�V�M��

�4�G�DDestination �B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�H�M�S�D�Q���4�G�D����B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�M�T�L�A�D�Q�N�E�Q�D�B�N�Q�C�R�N�T�S�O�T�S�S�D�C
���M�N�S���S�G�D���M�T�L�A�D�Q���N�E���B�N�O�H�D�R�	��
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The Output history overview
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2.5.6 Print to file

�4�G�DPrint to File �N�O�S�H�N�M�F�D�M�D�Q�@�S�D�R�@�M�N�O�S�H�L�H�Y�D�C�N�T�S�O�T�S�E�H�K�D�@�B�B�N�Q�C�H�M�F�S�N�S�G�D�O�Q�H�M�S�S�D�B�G�M�N�K�N�F�X�R�D�S�H�M�S�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�S�D�L�O�K�@�S�D�C�N�B�T�L�D�M�S���4�G�D�N�O�D�Q�@�S�N�Q�B�@�M�C�N�V�M�K�N�@�C�S�G�D�Q�D�R�T�K�S�H�M�F�N�T�S�O�T�S�E�H�K�D�N�M�S�G�DJob Properties
�O�@�F�D�@�M�C�R�D�M�S�S�G�D�C�N�B�T�L�D�M�S�S�N�S�G�D�O�Q�H�M�S�D�Q�N�M�S�G�D�K�N�B�@�K�M�D�S�V�N�Q�J�N�E�S�G�D�O�Q�H�M�S�R�G�N�O���4�G�D�O�Q�H�M�S�S�N�E�H�K�D�L�D�S�G�N�C
�O�Q�H�M�S�R���S�G�D���I�N�A���S�N���@���O�Q�H�M�S�D�Q���E�H�K�D���H�M���@���R�D�K�D�S�D�COutput folder �@�M�C���H�R���N�M�K�X���@�U�@�H�K�@�A�K�D���E�N�Q���0�Q�H�M�S�3�G�N�O���-�@�H�K���$�N�B�T�L�D�M�S�R��

�)�M�N�Q�C�D�Q�S�N�O�Q�H�M�S�S�N�E�H�K�D�S�G�D�R�S�@�S�T�R�N�E�S�G�D�N�Q�C�D�Q�R�G�N�T�K�C�A�D�B�G�@�M�F�D�C�S�NIn-plant �� �4�N�O�Q�H�M�S�S�N�E�H�K�D�H�M�S�G�DIn-plant
�E�N�K�C�D�Q��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�R�G�N�V�H�M�F�I�N�A

�C�D�S�@�H�K�R���@�M�C���@�MOutput history �N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��

The Output options dialog with information sheet

���� �3�D�K�D�B�SPrint to File �H�M�S�G�DMethod �O�T�K�K��C�N�V�M��L�D�M�T���)�M�S�G�DOutput dialog �S�G�D�E�N�K�K�N�V�H�M�F�R�D�B�S�H�N�M�R�A�D�B�N�L�D
�U�H�R�H�A�K�D��

�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K
�H�M�E�N�Q�L�@�S�H�N�M�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���R�G�N�V�M���A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S�����$�D�E�@�T�K�S���S�G�D���H�M�E�N�Q�L�@�S�H�N�M
�R�G�D�D�S���H�R���G�H�C�C�D�M��

�e General:
�e Method: �3�D�K�D�B�S���S�G�DOutput Method �G�D�Q�D��
�e Printer: �3�D�K�D�B�S���S�G�DOutput Printer �H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���O�Q�H�M�S�D�Q�R���R�G�N�V�M���H�M���S�G�D���O�T�K�K�

�C�N�V�M��L�D�M�T���@�Q�D���R�D�S���A�X���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q�����3�S�N�O�O�H�M�F���@�M�C���R�S�@�Q�S�H�M�F���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���V�H�K�K���Q�D�E�Q�D�R�G
�S�G�D���@�B�S�T�@�K���O�Q�H�M�S�D�Q���K�H�R�S�����!�M���N�U�D�Q�U�H�D�V���N�E���@�U�@�H�K�@�A�K�D���O�Q�H�M�S�D�Q�R���H�R���@�K�R�N���U�H�R�H�A�K�D���H�M���S�G�DSettings �R�D�B�S�H�N�M��
�"�K�@�B�J�K�H�R�S�D�C���O�Q�H�M�S�D�Q�R���@�Q�D���M�N�S���R�G�N�V�M�����0�Q�H�M�S�D�Q�R���B�@�M���A�D���A�K�@�B�J�K�H�R�S�D�C���C�H�R�@�A�K�D�C���H�M���S�G�DPrinters �R�D�B�S�H�N�M
�N�E���S�G�DSettings �R�D�B�S�H�N�M��

�e Output folder: �3�D�K�D�B�S���@���S�@�Q�F�D�S���E�N�K�C�D�Q���H�M���S�G�DOutput Folder �O�T�K�K��C�N�V�M��L�D�M�T�����4�G�DOutput
folder �O�T�K�K��C�N�V�M��L�D�M�T���R�G�N�V�R���@���K�H�R�S���N�E���S�G�D���@�U�@�H�K�@�A�K�D���N�T�S�O�T�S���E�N�K�C�D�Q�R�����4�G�D���E�H�K�D���V�H�K�K���A�D���R�S�N�Q�D�C���H�M
�S�G�D���R�D�K�D�B�S�D�C���E�N�K�C�D�Q�����/�T�S�O�T�S���E�N�K�C�D�Q�R���@�Q�D���L�@�M�@�F�D�C���H�M���S�G�DSettings �R�D�B�S�H�N�M���N�E���S�G�D���R�X�R�S�D�L��

�e Copies and Range:
�e Range method: �4�G�DRange method �C�D�S�D�Q�L�H�M�D�R���S�G�D���Q�@�M�F�D���N�E���Q�D�B�N�Q�C�R���S�G�@�S���R�G�N�T�K�C���A�D���O�Q�H�M�S�D�C��

�$�D�E�@�T�K�S���S�G�DAll �N�O�S�H�N�M���H�R���R�D�K�D�B�S�D�C��
�e Range: �3�O�D�B�H�E�X���S�G�DRange �H�E���M�D�D�C�D�C��

���� �#�K�H�B�JOK �S�N���R�S�@�Q�S���O�Q�H�M�S�H�M�F���S�N���E�H�K�D��

How to - Order Manager Tasks

Objectif Lune Inc. © 2010 63



Output History

�&�N�Q�D�@�B�G�O�Q�H�M�S�Q�D�P�T�D�R�S�@�M�D�M�S�Q�X�H�R�@�C�C�D�C�S�N�S�G�D�N�T�S�O�T�S�G�H�R�S�N�Q�X�N�E�S�G�D�I�N�A���4�G�DOutput History �N�U�D�Q�U�H�D�V�H�R
�R�G�N�V�M�N�M�S�G�DJob Properties �O�@�F�D���%�U�D�Q�X�R�T�B�B�D�R�R�E�T�K�K�X�N�T�S�O�T�S�S�D�C�C�N�B�T�L�D�M�S�R�G�N�V�R�@�F�Q�D�D�M�E�K�@�F�R�X�L�A�N�K�H�M�S�G�D
Print Status �B�N�K�T�L�M�����)�E���O�Q�N�A�K�D�L�R���@�Q�D���D�M�B�N�T�M�S�D�Q�D�C���C�T�Q�H�M�F���S�G�D���N�T�S�O�T�S���O�Q�N�B�D�R�R���@���V�@�Q�M�H�M�F���H�B�N�M���H�R���R�G�N�V�M��

�4�G�DOutput history �N�U�D�Q�U�H�D�V�R�G�N�V�R�S�G�D�� �L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�@�R�J�R���4�G�DDestination �B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�O�@�S�G�S�N
�S�G�D�N�T�S�O�T�S�S�D�C�E�H�K�D���4�G�D�L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�D�C�E�H�K�D�R�G�N�V�R�@�C�N�V�M�K�N�@�C�H�B�N�M�@�M�C�G�@�R�@�G�X�O�D�Q�K�H�M�J�@�K�K�N�V�H�M�F�S�G�D
�N�O�D�Q�@�S�N�Q�S�N�C�N�V�M�K�N�@�C�S�G�D�E�H�K�D���4�G�D����B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�M�T�L�A�D�Q�N�E�Q�D�B�N�Q�C�R�N�T�S�O�T�S�S�D�C���M�N�S�S�G�D�M�T�L�A�D�Q�N�E
�B�N�O�H�D�R�	��

Note: �"�X �C�D�E�@�T�K�S�S�G�D�C�N�V�M�K�N�@�C�K�H�M�J�V�H�K�K�N�M�K�X�V�N�Q�J�N�M�S�G�D�K�N�B�@�K�G�N�R�S���S�G�H�R�H�R�C�T�D�S�N�S�G�D�S�H�F�G�S�R�D�B�T�Q�H�S�X
�R�D�S�S�H�M�F�R�N�E�O�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�S�G�DOutput Folders �H�M�E�N�Q�L�@�S�H�N�M�H�M�S�G�D
Settings �R�D�B�S�H�N�M��
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2.5.7 Create PDF output

�4�G�D�M�D�V�O�Q�H�M�S�N�O�S�H�N�M�E�N�Q�R�S�@�S�H�B�0�$�&�C�N�B�T�L�D�M�S�R�@�K�K�N�V�R�S�G�D�N�O�D�Q�@�S�N�Q�S�N�O�Q�H�M�S�S�G�D�(�H�F�G�2�D�R�N�K�T�S�H�N�M�0�$�&�C�N�B�T�L�D�M�S
�U�H�@�N�M�D�N�E�S�G�D�O�Q�H�M�S�D�Q�R�N�M�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�D�Q�U�D�Q���)�M�N�Q�C�D�Q�S�N�B�Q�D�@�S�D�0�$�&�N�T�S�O�T�S�S�G�D�R�S�@�S�T�R�N�E�S�G�D�N�Q�C�D�Q
�R�G�N�T�K�C�A�D�B�G�@�M�F�D�C�S�NIn-plant �� �0�$�&�N�T�S�O�T�S�B�@�M�A�D�B�Q�D�@�S�D�C�E�N�Q�0�Q�H�M�S�3�G�N�O�-�@�H�K�I�N�A�R���R�S�@�S�H�B�0�$�&�I�N�A�R�@�M�C�&�H�K�D
�T�O�K�N�@�C���C�N�B�T�L�D�M�S�R�����0�$�&���C�N�B�T�L�D�M�S�R���N�M�K�X�	��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�R�G�N�V�H�M�F�I�N�A

�C�D�S�@�H�K�R���@�M�C���@�MOutput history �N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��
���� �3�D�K�D�B�SCreate PDF �H�M���S�G�DMethod �O�T�K�K��C�N�V�M��L�D�M�T��

The Output dialog with Create PDF options

���� �)�M���S�G�DOutput dialog �S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���A�D�B�N�L�D�R���U�H�R�H�A�K�D��
�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K

�H�M�E�N�Q�L�@�S�H�N�M�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���R�G�N�V�M���A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S�����$�D�E�@�T�K�S���S�G�D���H�M�E�N�Q�L�@�S�H�N�M
�R�G�D�D�S���H�R���G�H�C�C�D�M��

�e General:
�e Method: �3�D�K�D�B�S���S�G�DOutput Method �G�D�Q�D��
�e Printer: �3�D�K�D�B�S���S�G�DOutput Printer �H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���O�Q�H�M�S�D�Q�R���R�G�N�V�M���H�M���S�G�D���O�T�K�K�

�C�N�V�M��L�D�M�T���@�Q�D���R�D�S���A�X���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q�����3�S�N�O�O�H�M�F���@�M�C���R�S�@�Q�S�H�M�F���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���V�H�K�K���Q�D�E�Q�D�R�G
�S�G�D���@�B�S�T�@�K���O�Q�H�M�S�D�Q���K�H�R�S�����!�M���N�U�D�Q�U�H�D�V���N�E���@�U�@�H�K�@�A�K�D���O�Q�H�M�S�D�Q�R���H�R���@�K�R�N���U�H�R�H�A�K�D���H�M���S�G�DSettings �R�D�B�S�H�N�M��
�"�K�@�B�J�K�H�R�S�D�C���O�Q�H�M�S�D�Q�R���@�Q�D���M�N�S���R�G�N�V�M�����0�Q�H�M�S�D�Q�R���B�@�M���A�D���A�K�@�B�J�K�H�R�S�D�C���C�H�R�@�A�K�D�C���H�M���S�G�DPrinters �R�D�B�S�H�N�M
�N�E���S�G�DSettings �R�D�B�S�H�N�M�����4�G�D���N�T�S�O�T�S���O�Q�H�M�S�D�Q���H�R���T�R�D�C���S�N���F�D�M�D�Q�@�S�D���S�G�D���0�N�R�S�3�B�Q�H�O�S���S�G�@�S���V�H�K�K���A�D
�B�N�M�U�D�Q�S�D�C���H�M�S�N���0�$�&��

�e Job Option File: �3�D�K�D�B�S���@Job Option File �����4�G�D���R�D�K�D�B�S�D�C���E�H�K�D���H�R���T�R�D�C���H�M���S�G�D���B�N�M�U�D�Q�R�H�N�M���E�Q�N�L
�0�N�R�S�3�B�Q�H�O�S���S�N���0�$�&��

�e Output folder: �3�D�K�D�B�S���@���S�@�Q�F�D�S���E�N�K�C�D�Q���H�M���S�G�DOutput Folder �O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���E�H�K�D���V�H�K�K���A�D
�R�S�N�Q�D�C���N�M���S�G�H�R���K�N�B�@�S�H�N�M�����/�T�S�O�T�S���E�N�K�C�D�Q�R���@�Q�D���L�@�M�@�F�D�C���H�M���S�G�DSettings �R�D�B�S�H�N�M���N�E���S�G�D���R�X�R�S�D�L��

�e Copies and Range:
�e Range methode: �4�G�DRange methode �C�D�S�D�Q�L�H�M�D�R���S�G�D���Q�@�M�F�D���N�E���Q�D�B�N�Q�C�R���S�G�@�S���R�G�N�T�K�C���A�D

�O�Q�H�M�S�D�C�����$�D�E�@�T�K�SAll �H�R���R�D�K�D�B�S�D�C��
�e Range: �3�O�D�B�H�E�X���S�G�DRange �H�E���M�D�D�C�D�C��

���� �#�K�H�B�JOK �S�N���B�Q�D�@�S�D���0�$�&���N�T�S�O�T�S�����/�M�B�D���B�N�L�O�K�D�S�D�C���S�G�D���0�$�&���V�H�K�K���A�D���B�Q�D�@�S�D�C���H�M���S�G�D���R�D�K�D�B�S�D�C���N�T�S�O�T�S���E�N�K�C�D�Q���@�M�C
�@���M�D�V���D�M�S�Q�X���H�R���@�C�C�D�C���S�N���S�G�DOutput History �N�U�D�Q�U�H�D�V���N�E���S�G�D���I�N�A��
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Output History

�&�N�Q�D�@�B�G�O�Q�H�M�S�Q�D�P�T�D�R�S�@�M�D�M�S�Q�X�H�R�@�C�C�D�C�S�N�S�G�D�N�T�S�O�T�S�G�H�R�S�N�Q�X�N�E�S�G�D�I�N�A���4�G�DOutput History �N�U�D�Q�U�H�D�V�H�R
�R�G�N�V�M�N�M�S�G�DJob Properties �O�@�F�D���%�U�D�Q�X�R�T�B�B�D�R�R�E�T�K�K�X�N�T�S�O�T�S�S�D�C�C�N�B�T�L�D�M�S�R�G�N�V�R�@�F�Q�D�D�M�E�K�@�F�R�X�L�A�N�K�H�M�S�G�D
Print Status �B�N�K�T�L�M�����)�E���O�Q�N�A�K�D�L�R���@�Q�D���D�M�B�N�T�M�S�D�Q�D�C���C�T�Q�H�M�F���S�G�D���N�T�S�O�T�S���O�Q�N�B�D�R�R���@���V�@�Q�M�H�M�F���H�B�N�M���H�R���R�G�N�V�M��

�4�G�DOutput history �N�U�D�Q�U�H�D�V�R�G�N�V�R�S�G�D�� �L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�@�R�J�R���4�G�DDestination �B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�O�@�S�G�S�N
�S�G�D�N�T�S�O�T�S�S�D�C�E�H�K�D���4�G�D�L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�D�C�E�H�K�D�R�G�N�V�R�@�C�N�V�M�K�N�@�C�H�B�N�M�@�M�C�G�@�R�@�G�X�O�D�Q�K�H�M�J�@�K�K�N�V�H�M�F�S�G�D
�N�O�D�Q�@�S�N�Q�S�N�C�N�V�M�K�N�@�C�S�G�D�E�H�K�D���4�G�D����B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�M�T�L�A�D�Q�N�E�Q�D�B�N�Q�C�R�N�T�S�O�T�S�S�D�C���M�N�S�S�G�D�M�T�L�A�D�Q�N�E
�B�N�O�H�D�R�	��

Note: �"�X �C�D�E�@�T�K�S�S�G�D�C�N�V�M�K�N�@�C�K�H�M�J�V�H�K�K�N�M�K�X�V�N�Q�J�N�M�S�G�D�K�N�B�@�K�G�N�R�S���S�G�H�R�H�R�C�T�D�S�N�S�G�D�S�H�F�G�S�R�D�B�T�Q�H�S�X
�R�D�S�S�H�M�F�R�N�E�O�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�S�G�DOutput Folders �H�M�E�N�Q�L�@�S�H�M�H�M�S�G�D
Settings �R�D�B�S�H�N�M��
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2.5.8 Send to folder

�4�G�DSend to Folder �N�O�S�H�N�M�H�R�N�M�K�X�@�U�@�H�K�@�A�K�D�E�N�Q�R�S�@�S�H�B�0�$�&�C�N�B�T�L�D�M�S�R�@�M�C�E�H�K�D�T�O�K�N�@�C�C�N�B�T�L�D�M�S�R���4�G�H�R�L�D�S�G�N�C
�B�Q�D�@�S�D�R�@�B�N�O�X�N�E�S�G�D�(�H�F�G�2�D�R�N�K�T�S�H�N�M�U�D�Q�R�H�N�M�N�E�S�G�D�0�$�&�C�N�B�T�L�D�M�S�H�M�S�G�D�R�D�K�D�B�S�D�COutput folder �� �)�M�N�Q�C�D�Q�S�N
�R�D�M�C���@���0�$�&���S�N���E�N�K�C�D�Q���S�G�D���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q���R�G�N�T�K�C���A�D���B�G�@�M�F�D�C���S�NIn-plant �����4�N���R�D�M�C���@���C�N�B�T�L�D�M�S���S�N���E�N�K�C�D�Q��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�R�G�N�V�H�M�F�I�N�A

�C�D�S�@�H�K�R���@�M�C���@�MOutput history �N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��
���� �3�D�K�D�B�SSend to Folder �H�M���S�G�DMethod �O�T�K�K��C�N�V�M��L�D�M�T��

The Output dialog with Send to Folder options

���� �)�M���S�G�DOutput dialog �S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���A�D�B�N�L�D�R���U�H�R�H�A�K�D��
�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K

�H�M�E�N�Q�L�@�S�H�N�M�����D���F�����C�N�B�T�L�D�M�S���M�@�L�D�����E�H�K�D���M�@�L�D���@�M�C���N�O�D�Q�@�S�N�Q���H�M�R�S�Q�T�B�S�H�N�M�R�	�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���R�G�N�V�M
�A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S��

�e General:
�e Method: �3�D�K�D�B�S���S�G�DOutput Method �G�D�Q�D��
�e Output folder: �3�D�K�D�B�S���@���S�@�Q�F�D�S���E�N�K�C�D�Q���H�M���S�G�DOutput Folder �O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���E�H�K�D���V�H�K�K���A�D

�R�S�N�Q�D�C���N�M���S�G�H�R���K�N�B�@�S�H�N�M�����/�T�S�O�T�S���E�N�K�C�D�Q�R���@�Q�D���L�@�M�@�F�D�C���H�M���S�G�DSettings �R�D�B�S�H�N�M���N�E���S�G�D���R�X�R�S�D�L��

���� �#�K�H�B�JOK�����/�M�B�D���B�N�L�O�K�D�S�D�C���S�G�D���0�$�&���V�H�K�K���A�D���B�Q�D�@�S�D�C���H�M���S�G�D���R�D�K�D�B�S�D�C���N�T�S�O�T�S���E�N�K�C�D�Q���@�M�C���@���M�D�V���D�M�S�Q�X���H�R���@�C�C�D�C
�S�N���S�G�DOutput History �N�U�D�Q�U�H�D�V���N�E���S�G�D���I�N�A��

Output History

�&�N�Q�D�@�B�G�Q�D�P�T�D�R�S�@�M�D�M�S�Q�X�H�R�@�C�C�D�C�S�N�S�G�D�N�T�S�O�T�S�G�H�R�S�N�Q�X�N�E�S�G�D�I�N�A���4�G�DOutput History �N�U�D�Q�U�H�D�V�H�R�R�G�N�V�M�N�M
�S�G�DJob Properties �O�@�F�D���%�U�D�Q�X�R�T�B�B�D�R�R�E�T�K�K�X�N�T�S�O�T�S�S�D�C�C�N�B�T�L�D�M�S�R�G�N�V�R�@�F�Q�D�D�M�E�K�@�F�R�X�L�A�N�K�H�M�S�G�DPrint Status
�B�N�K�T�L�M�����)�E���O�Q�N�A�K�D�L�R���@�Q�D���D�M�B�N�T�M�S�D�Q�D�C���C�T�Q�H�M�F���S�G�D���N�T�S�O�T�S���O�Q�N�B�D�R�R���@���V�@�Q�M�H�M�F���H�B�N�M���H�R���R�G�N�V�M��

�4�G�DOutput history �N�U�D�Q�U�H�D�V�R�G�N�V�R�S�G�D�� �L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�@�R�J�R���4�G�DDestination �B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�O�@�S�G�S�N
�S�G�D�N�T�S�O�T�S�S�D�C�E�H�K�D���4�G�D�L�N�R�S�Q�D�B�D�M�S�N�T�S�O�T�S�S�D�C�E�H�K�D�R�G�N�V�R�@�C�N�V�M�K�N�@�C�H�B�N�M�@�M�C�G�@�R�@�G�X�O�D�Q�K�H�M�J�@�K�K�N�V�H�M�F�S�G�D
�N�O�D�Q�@�S�N�Q�S�N�C�N�V�M�K�N�@�C�S�G�D�E�H�K�D���4�G�D����B�N�K�T�L�M�R�S�@�S�D�R�S�G�D�M�T�L�A�D�Q�N�E�Q�D�B�N�Q�C�R�N�T�S�O�T�S�S�D�C���7�G�D�M�0�Q�H�M�S�3�G�N�O�-�@�H�K
�7�D�A���C�N�D�R�M���S���G�@�U�D���H�M�E�N�Q�L�@�S�H�N�M���Q�D�F�@�Q�C�H�M�F���S�G�D���M�T�L�A�D�Q���N�E���O�@�F�D�R���H�M���S�G�D���C�N�B�L�D�M�S���@���C�@�R�G���H�R���R�G�N�V�M���H�M���S�G�H�R���B�N�K�T�L�M��
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Note: �"�X �C�D�E�@�T�K�S�S�G�D�C�N�V�M�K�N�@�C�K�H�M�J�V�H�K�K�N�M�K�X�V�N�Q�J�N�M�S�G�D�K�N�B�@�K�G�N�R�S���S�G�H�R�H�R�C�T�D�S�N�S�G�D�S�H�F�G�S�R�D�B�T�Q�H�S�X
�R�D�S�S�H�M�F�R�N�E�O�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�S�G�DOutput Folders �H�M�E�N�Q�L�@�S�H�M�H�M�S�G�D
Settings �R�D�B�S�H�N�M��
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2.5.9 Preflight a PrintShop Mail document

�4�G�DPreflight �L�D�S�G�N�C�H�R�N�M�K�X�@�U�@�H�K�@�A�K�D�E�N�Q�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�@�M�C�V�H�K�K�U�D�Q�H�E�X�S�G�D�C�@�S�@�A�@�R�D�@�M�C�S�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S���4�G�H�R�O�Q�N�B�D�R�R�B�G�D�B�J�R�E�N�Q�O�N�R�R�H�A�K�D�D�Q�Q�N�Q�R�N�M�S�G�D�K�@�X�N�T�S�R���D���F���S�D�W�S�S�G�@�S�C�N�D�R�M���S�E�H�S�H�S�R
�A�N�T�M�C�H�M�F���A�N�W�	�����4�N���O�Q�D�E�K�H�F�G�S���@���O�Q�H�M�S���I�N�A���A�D�E�N�Q�D���O�Q�H�M�S�H�M�F���S�G�D���I�N�A�R��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�R�G�N�V�H�M�F�I�N�A

�C�D�S�@�H�K�R���@�M�C���@�MOutput history �N�U�D�Q�U�H�D�V��
���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��
���� �3�D�K�D�B�SPreflight �H�M���S�G�DMethod �O�T�K�K��C�N�V�M��L�D�M�T��

Preflight dialog

���� �)�M���S�G�DOutput dialog �S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���A�D�B�N�L�D�R���U�H�R�H�A�K�D��
�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K

�H�M�E�N�Q�L�@�S�H�N�M�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���R�G�N�V�M���A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S��
�e General:

�e Method: �3�D�K�D�B�S���S�G�DOutput Method �G�D�Q�D��
�e Printer: �3�D�K�D�B�S���S�G�DOutput Printer �H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T�����4�G�D���O�Q�H�M�S�D�Q�R���R�G�N�V�M���H�M���S�G�D���O�T�K�K�

�C�N�V�M��L�D�M�T���@�Q�D���R�D�S���A�X���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q�����3�S�N�O�O�H�M�F���@�M�C���R�S�@�Q�S�H�M�F���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���V�H�K�K���Q�D�E�Q�D�R�G
�S�G�D���@�B�S�T�@�K���O�Q�H�M�S�D�Q���K�H�R�S�����!�M���N�U�D�Q�U�H�D�V���N�E���@�U�@�H�K�@�A�K�D���O�Q�H�M�S�D�Q�R���H�R���@�K�R�N���U�H�R�H�A�K�D���H�M���S�G�DSettings �R�D�B�S�H�N�M��
�"�K�@�B�J�K�H�R�S�D�C���O�Q�H�M�S�D�Q�R���@�Q�D���M�N�S���R�G�N�V�M�����0�Q�H�M�S�D�Q�R���B�@�M���A�D���A�K�@�B�J�K�H�R�S�D�C���C�H�R�@�A�K�D�C���H�M���S�G�DPrinters �R�D�B�S�H�N�M
�N�E���S�G�DSettings �R�D�B�S�H�N�M��

�e Copies and Range:
�e Range method: �4�G�DRange method �C�D�S�D�Q�L�H�M�D�R���S�G�D���Q�@�M�F�D���N�E���Q�D�B�N�Q�C�R���S�G�@�S���R�G�N�T�K�C���A�D

�B�G�D�B�J�D�C�����$�D�E�@�T�K�SAll �H�R���R�D�K�D�B�S�D�C��
�e Range: �3�O�D�B�H�E�X���S�G�DRange �H�E���M�D�D�C�D�C��

���� �#�K�H�B�JOK �S�N���R�S�@�Q�S���O�Q�D�E�K�H�F�G�S�H�M�F���S�G�D���E�H�K�D�����/�M�B�D���S�G�D���O�Q�N�B�D�R�R���H�R���B�N�L�O�K�D�S�D�C���S�G�DPreflight Result �C�H�@�K�N�F���H�R���R�G�N�V�M��
�!�M�X���O�Q�N�A�K�D�L�R���V�H�S�G���S�G�D���O�Q�H�M�S���I�N�A���V�H�K�K���A�D���R�G�N�V�M���G�D�Q�D��

Important: �)�E�H�L�@�F�D�R�@�Q�D�T�R�D�C�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�A�@�R�D�C�T�O�N�M�B�N�M�C�H�S�H�N�M�R���@�M�C�S�G�D�R�D�B�N�M�C�H�S�H�N�M�R
�C�D�S�D�Q�L�H�M�D�S�G�@�S�S�G�D�H�L�@�F�D�R�G�N�T�K�C�M�N�S�A�D�C�H�R�O�K�@�X�D�C���D�L�O�S�X�E�H�K�D�M�@�L�D�@�R�@�Q�D�R�T�K�S�	���@�M�N�S�H�E�H�B�@�S�H�N�M
�V�H�K�K�A�D�H�M�B�K�T�C�D�C�H�M�S�G�D�O�Q�D�E�K�H�F�G�S�H�M�F�C�@�S�@�E�N�Q�D�@�B�G�D�L�O�S�X�H�L�@�F�D���4�G�D�M�N�S�H�E�H�B�@�S�H�N�M�C�H�R�O�K�@�X�D�C�H�R��No
image specified ���� �)�M�N�Q�C�D�Q�S�N�@�U�N�H�C�S�G�H�R�M�N�S�H�E�H�B�@�S�H�N�M�X�N�T�L�@�X�V�@�M�S�S�N�T�R�D�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�@
�S�Q�@�M�R�O�@�Q�D�M�S���H�L�@�F�D���@�R���@�M���@�K�S�D�Q�M�@�S�H�U�D���E�N�Q���S�G�D���D�L�O�S�X���E�H�K�D���M�@�L�D��
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2.5.10 Send a document to PlanetPres Watch

�4�G�D�M�D�VSend to PlanetPress Watch �N�O�S�H�N�M�@�K�K�N�V�R�S�G�D�N�O�D�Q�@�S�N�Q�S�N�R�D�M�C�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�I�N�A�S�N�0�K�@�M�D�S�0�Q�D�R�R
�7�@�S�B�G�@�M�C�K�D�S�0�K�@�M�S�D�S�0�Q�D�R�R�7�@�S�B�G�G�@�M�C�K�D�S�G�D�O�Q�H�M�S�H�M�F�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R���0�K�@�M�D�S�0�Q�D�R�R�7�@�S�B�G�V�H�K�K
�G�@�U�D�@�M�D�V�G�D�K�O�D�Q�R�D�Q�U�H�B�D�S�G�@�S�V�H�K�K�P�T�D�Q�X�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�S�N�J�M�N�V�H�E�S�G�D�Q�D�@�Q�D�I�N�A�R�E�N�Q�H�S���0�Q�H�M�S�3�G�N�O�-�@�H�K
�7�D�A�O�Q�N�U�H�C�D�R�S�G�D�O�@�S�G�R�S�N�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�S�D�L�O�K�@�S�D�@�M�C�S�G�D�C�@�S�@�A�@�R�D�E�H�K�D�S�N�0�K�@�M�D�S�0�Q�D�R�R�7�@�S�B�G�T�R�H�M�F�@�M
�8�-�,���L�D�R�R�@�F�D��

�)�M�S�G�D�0�K�@�M�D�S�0�Q�D�R�R�7�@�S�B�G�O�Q�N�B�D�R�R�S�G�D�T�R�D�Q�B�@�M�S�G�D�M�D�H�S�G�D�Q�T�R�D�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�O�K�T�F��H�M���R�D�M�C�S�G�D�I�N�A�S�N
�@�M�N�S�G�D�Q�R�T�A�O�Q�N�B�D�R�R�T�O�N�M�B�N�M�C�H�S�H�N�M�R�S�N�R�O�Q�D�@�C�S�G�D�K�N�@�C�N�Q�D�U�D�M�B�N�M�B�@�S�D�M�@�S�D�S�G�D�C�@�S�@�E�H�K�D�O�D�Q�T�M�H�P�T�D
�C�N�B�T�L�D�M�S�S�N�K�@�S�D�Q�C�N�A�@�S�B�G�O�Q�H�M�S�H�M�F�@�S�R�B�G�D�C�T�K�D�C�H�S�D�L���4�N�B�N�M�B�@�S�D�M�@�S�D�S�G�D�C�@�S�@�@�T�R�D�Q�B�@�M�T�R�D�S�G�D�8�3�,�4�O�K�T�F�
�H�M��

�4�G�DSend to PlanetPress Wacht �N�O�S�H�N�M�H�R�N�M�K�X�@�U�@�H�K�@�A�K�D�E�N�Q�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R���)�M�N�Q�C�D�Q�S�N�R�D�M�S�@�I�N�A�S�N
�0�K�@�M�D�S�0�Q�D�R�R���7�@�S�B�G���@�M�C���O�Q�D�O�@�Q�D���@�M���N�T�S�O�T�S���Q�D�P�T�D�R�S���E�N�Q���0�K�@�M�D�S�0�Q�D�R�R���7�@�S�B�G��

���� �#�K�H�B�JOrder Manager �H�M���S�G�DMenu �A�@�Q�����4�G�DOrder Manager �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JIn-plant �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���M�D�W�S���S�N���S�G�D���N�Q�C�D�Q���)�$���S�N���U�H�D�V���S�G�D���I�N�A�R���N�E���S�G�H�R���N�Q�C�D�Q��
���� �3�D�K�D�B�S�@�I�N�A�A�X�B�K�H�B�J�H�M�F�H�S�R�)�$ �N�Q�C�N�B�T�L�D�M�S�M�@�L�D���4�G�DJob Properties �O�@�F�D�H�R�C�H�R�O�K�@�X�D�C�R�G�N�V�H�M�F�I�N�A

�C�D�S�@�H�K�R��
���� �#�K�H�B�JGenerate Output �H�M���S�G�DAction �A�@�Q�����4�G�DOutput dialog �H�R���R�G�N�V�M��
���� �3�D�K�D�B�SSent to PlanetPress �H�M���S�G�DMethod �O�T�K�K��C�N�V�M���L�D�M�T��

The Output options dialog with Sent to PlanetPress Watch options

���� �)�M���S�G�DOutput dialog �S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���A�D�B�N�L�D�R���U�H�R�H�A�K�D��
�e Information Sheet: �!�K�N�M�F���S�G�D���S�N�O���N�E���S�G�D���C�H�@�K�N�F���@Sheet �H�R���@�C�C�D�C�����4�G�D���R�G�D�D�S���B�N�M�S�@�H�M�R���@�C�C�H�S�H�N�M�@�K

�H�M�E�N�Q�L�@�S�H�N�M�����4�G�D���H�M�E�N�Q�L�@�S�H�N�M�R���H�R���R�G�N�V�M���A�X���B�K�H�B�J�H�M�F���S�G�D���G�@�M�C�K�D���N�E���S�G�D���R�G�D�D�S��
�e General: �3�D�K�D�B�S���S�G�DOutput Methode �G�D�Q�D��
�e Copies and Range: �$�D�E�H�M�D���S�G�D���M�T�L�A�D�Q���N�ECopies �S�N���A�D���R�D�M�S���S�N���0�K�@�M�D�S�0�Q�D�R�R���7�@�S�B�G��

���� �#�K�H�B�JOK �S�N���R�D�M�S���S�G�D���I�N�A���S�N���0�K�@�M�D�S�0�Q�D�R�R���7�@�S�B�G��

Output History

�&�N�Q�D�@�B�G�0�K�@�M�D�S�0�Q�D�R�R�7�@�S�B�G�Q�D�P�T�D�R�S�@�M�D�M�S�Q�X�H�R�@�C�C�D�C�S�N�S�G�D�N�T�S�O�T�S�G�H�R�S�N�Q�X�N�E�S�G�D�I�N�A���4�G�DOutput History
overview �H�R���R�G�N�V�M���N�M���S�G�DJob Properties �O�@�F�D�����4�G�DDestination �B�N�K�T�L�M���R�S�@�S�D�RPlanetPress Watch.

How to - Order Manager Tasks

Objectif Lune Inc. © 2010 70



2.5.11 Context menus

�! Context menu ���@�K�R�N�B�@�K�K�D�C�R�G�N�Q�S�B�T�S�	�H�R�@�L�D�M�T�H�M�@�F�Q�@�O�G�H�B�@�K�T�R�D�Q�H�M�S�D�Q�E�@�B�D���'�5�)�	 �S�G�@�S�@�O�O�D�@�Q�R�T�O�N�M�T�R�D�Q
�H�M�S�D�Q�@�B�S�H�N�M���R�T�B�G�@�R�@�Q�H�F�G�S�L�N�T�R�D�B�K�H�B�J���! �B�N�M�S�D�W�S�L�D�M�T�N�E�E�D�Q�R�@�K�H�L�H�S�D�C�R�D�S�N�E�H�S�D�L�R�S�G�@�S�@�Q�D�@�U�@�H�K�@�A�K�D�H�M�S�G�D
�B�T�Q�Q�D�M�S�R�S�@�S�D���N�Q�B�N�M�S�D�W�S���N�E�S�G�D�@�O�O�K�H�B�@�S�H�N�M���! �B�N�M�S�D�W�S�L�D�M�T�B�@�M�G�D�K�O�X�N�T�R�@�U�D�S�H�L�D�V�G�H�K�D�V�N�Q�J�H�M�F�V�H�S�G
�C�N�B�T�L�D�M�S�R���A�D�B�@�T�R�D�H�S�Q�D�P�T�H�Q�D�R�K�D�R�R�L�N�T�R�D�L�N�U�D�L�D�M�S�@�M�C�L�D�M�T�R�D�@�Q�B�G�H�M�F���4�G�H�R�B�G�@�O�S�D�Q�D�W�O�K�@�H�M�R�G�N�V�S�N
�@�R�B�D�R�R�B�N�M�S�D�W�S�L�D�M�T�R�@�M�C�V�G�@�S�S�X�O�D�R�N�E�N�O�S�H�N�M�R�@�Q�D�@�U�@�H�K�@�A�K�D�H�M�C�H�E�E�D�Q�D�M�S�B�N�M�S�D�W�S�L�D�M�T�R���#�N�M�S�D�W�S�L�D�M�T�R
�C�Q�N�O��C�N�V�M���V�G�D�M���T�R�D�Q�R���Q�H�F�G�S��B�K�H�B�J���N�M���@�M���N�A�I�D�B�S���S�G�@�S���R�T�O�O�N�Q�S�R���@���B�N�M�S�D�W�S���L�D�M�T��

�4�N���C�H�R�O�K�@�X���@���B�N�M�S�D�W�S���L�D�M�T���Q�H�F�G�S���B�K�H�B�J���S�G�D���N�A�I�D�B�S���X�N�T���V�@�M�S���S�N���@�E�E�D�B�S��

Order Manager Overview

�2�H�B�G�S�B�K�H�B�J�@�M�N�Q�C�D�Q�S�N�H�M�U�N�J�D�S�G�DOrder Context �L�D�M�T���4�G�D�@�U�@�H�K�@�A�K�D�K�H�M�J�R�H�M�S�G�D�B�N�M�S�D�W�S�L�D�M�T�C�D�O�D�M�C�N�M�S�G�D
�T�R�D�Q�R�����Q�N�K�D���@�M�C���S�G�D���B�T�Q�Q�D�M�S���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q�����4�G�DOrder context �L�D�M�T���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] Send To: �4�G�DSend to... �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���R�S�@�S�T�R���S�G�D���M�@�L�D���N�E���S�G�D���M�D�W�S���N�Q�C�D�Q���R�S�@�S�T�R���H�M���S�G�D���V�N�Q�J�E�K�N�V
���D���F��Send to Shipping �E�N�Q���N�Q�C�D�Q�R���H�M���S�G�DIn-plant �E�N�K�C�D�Q�	��

�] Edit: �#�K�H�B�J���S�G�DEdit �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�DOrder Edit �O�@�F�D���N�E���S�G�D���R�D�K�D�B�S�D�C���N�Q�C�D�Q�����"�X���C�D�E�@�T�K�S���@�K�K
�Q�N�K�D�R���G�@�U�D���S�G�H�R���Q�H�F�G�S���E�N�Q���S�G�DOrdered �R�S�@�S�T�R��

�] Delete: �#�K�H�B�J���S�G�DDelete �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�DDelete confirmation dialog �����"�X���C�D�E�@�T�K�S���@�K�K���Q�N�K�D�R
�G�@�U�D���S�G�H�R���@�B�B�D�R�R���Q�H�F�G�S��

�#�K�H�B�J�S�G�D�O�K�T�R��R�X�L�A�N�K�M�D�W�S�S�N�@�M�N�Q�C�D�Q���4�G�D�I�N�A�R�N�E�S�G�H�R�N�Q�C�D�Q�@�Q�D�R�G�N�V�M���2�H�F�G�S�B�K�H�B�J�@�I�N�A�S�N�H�M�U�N�J�D�S�G�DJob
Context �L�D�M�T���4�G�D�@�U�@�H�K�@�A�K�D�K�H�M�J�R�H�M�S�G�D�B�N�M�S�D�W�S�L�D�M�T�C�D�O�D�M�C�N�M�S�G�D�T�R�D�Q�R���Q�N�K�D�@�M�C�S�G�D�B�T�Q�Q�D�M�S�R�S�@�S�T�R�N�E�S�G�D
�N�Q�C�D�Q�����4�G�DJob context �L�D�M�T���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] Generate Output: �4�G�DGenerate output �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���V�H�K�K���C�H�R�O�K�@�X���S�G�DGenerate Output �C�H�@�K�N�F�����4�G�D
Generate Output �C�H�@�K�N�F���K�D�S�R���S�G�D���N�O�D�Q�@�S�N�Q���N�T�S�O�T�S���O�Q�H�M�S���S�G�D���R�D�K�D�B�S�D�C���I�N�A�����4�G�DGenerate Output �B�N�M�S�D�W�S
�L�D�M�T���A�X��O�@�R�R�D�R���U�@�Q�H�N�T�R���O�@�F�D�R���H�M���N�Q�C�D�Q���S�N���H�M�U�N�J�D���S�G�DGenerate Output dialog ��

�] View Softproof: �#�K�H�B�J���S�G�DSoftproof �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�D���K�N�V���Q�D�R�N�K�T�S�H�N�M���0�$�&���N�Q���R�N�E�S�O�Q�N�N�E���H�M
�@���M�D�V���V�H�M�C�N�V�����4�G�H�R���B�N�M�S�D�W�S���L�D�M�T���H�R���N�M�K�X���@�O�O�K�H�B�@�A�K�D���E�N�Q���0�Q�H�M�S�3�G�N�O���-�@�H�K���@�M�C���R�S�@�S�H�B���0�$�&���C�N�B�T�L�D�M�S�R���@�M�C���H�R
�M�N�S���@�U�@�H�K�@�A�K�D���E�N�Q���&�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R���@�R���S�G�H�R���C�N�B�T�L�D�M�S���S�X�O�D���C�N�D�R�M���S���G�@�U�D���@���R�N�E�S�O�Q�N�N�E���C�N�B�T�L�D�M�S��

Order Properties page

�#�K�H�B�J�@�M�N�Q�C�D�Q���4�G�DOrder properties �O�@�F�D�@�O�O�D�@�Q�R���2�H�F�G�S�B�K�H�B�J�@�I�N�A�N�M�S�G�DOrder Properties �O�@�F�D�H�M�S�G�DJob
overview �S�N�H�M�U�N�J�D�S�G�DJob Context �L�D�M�T���4�G�D�@�U�@�H�K�@�A�K�D�K�H�M�J�R�H�M�S�G�D�B�N�M�S�D�W�S�L�D�M�T�C�D�O�D�M�C�N�M�S�G�D�T�R�D�Q�R���Q�N�K�D
�@�M�C���S�G�D���B�T�Q�Q�D�M�S���R�S�@�S�T�R���N�E���S�G�D���N�Q�C�D�Q�����4�G�DJob context �L�D�M�T���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] Generate Output: �4�G�DGenerate output �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���V�H�K�K���C�H�R�O�K�@�X���S�G�DGenerate Output �C�H�@�K�N�F�����4�G�D
Generate Output �C�H�@�K�N�F���K�D�S�R���S�G�D���N�O�D�Q�@�S�N�Q���N�T�S�O�T�S���O�Q�H�M�S���S�G�D���R�D�K�D�B�S�D�C���I�N�A�����4�G�DGenerate Output �B�N�M�S�D�W�S
�L�D�M�T���A�X��O�@�R�R�D�R���U�@�Q�H�N�T�R���O�@�F�D�R���H�M���N�Q�C�D�Q���S�N���H�M�U�N�J�D���S�G�DGenerate Output dialog ��

�] View Softproof: �#�K�H�B�J���S�G�DSoftproof �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�D���K�N�V���Q�D�R�N�K�T�S�H�N�M���0�$�&���N�Q���R�N�E�S�O�Q�N�N�E���H�M
�@���M�D�V���V�H�M�C�N�V�����4�G�H�R���B�N�M�S�D�W�S���L�D�M�T���H�R���N�M�K�X���@�O�O�K�H�B�@�A�K�D���E�N�Q���0�Q�H�M�S�3�G�N�O���-�@�H�K���@�M�C���R�S�@�S�H�B���0�$�&���C�N�B�T�L�D�M�S�R���@�M�C���H�R
�M�N�S�@�U�@�H�K�@�A�K�D���E�N�Q���&�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R���@�R���S�G�H�R���C�N�B�T�L�D�M�S���S�X�O�D���C�N�D�R�M���S���G�@�U�D���@���R�N�E�S�O�Q�N�N�E���C�N�B�T�L�D�M�S��

Order Manager Completed Overview

�2�H�F�G�S�B�K�H�B�J�@�M�N�Q�C�D�Q�H�M�S�G�DOrder Manager Completed overview �S�N�H�M�U�N�J�D�S�G�DOrder Context �L�D�M�T���4�G�DOrder
context �L�D�M�T���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] Delete: �#�K�H�B�J���S�G�DDelete �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�DDelete confirmation dialog �����"�X���C�D�E�@�T�K�S���@�K�K���Q�N�K�D�R
�G�@�U�D���S�G�H�R���@�B�B�D�R�R���Q�H�F�G�S��
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�2�H�F�G�S�B�K�H�B�J�@�I�N�A�H�M�S�G�DOrder Manager Completed overview �S�N�H�M�U�N�J�D�S�G�DJob Context �L�D�M�T���4�G�DJob context
�L�D�M�T���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] View Softproof: �#�K�H�B�J���S�G�DSoftproof �B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���S�N���C�H�R�O�K�@�X���S�G�D���K�N�V���Q�D�R�N�K�T�S�H�N�M���0�$�&���N�Q���R�N�E�S�O�Q�N�N�E���H�M
�@���M�D�V���V�H�M�C�N�V�����4�G�H�R���B�N�M�S�D�W�S���L�D�M�T���H�R���N�M�K�X���@�O�O�K�H�B�@�A�K�D���E�N�Q���0�Q�H�M�S�3�G�N�O���-�@�H�K���@�M�C���R�S�@�S�H�B���0�$�&���C�N�B�T�L�D�M�S�R���@�M�C���H�R
�M�N�S�@�U�@�H�K�@�A�K�D���E�N�Q���&�H�K�D���T�O�K�N�@�C���C�N�B�T�L�D�M�S�R���@�R���S�G�H�R���C�N�B�T�L�D�M�S���S�X�O�D���C�N�D�R�M���S���G�@�U�D���@���R�N�E�S�O�Q�N�N�E���C�N�B�T�L�D�M�S��

�] Re-order: �#�K�H�B�J���S�G�DRe-order �K�H�M�J���S�N���O�K�@�B�D���@���B�N�O�X���N�E���S�G�D���N�Q�C�D�Q���H�M���S�G�D���B�T�Q�Q�D�M�S���B�G�D�B�J�N�T�S�����)�M���S�G�D���B�G�D�B�J�N�T�S
�S�G�D���T�R�D�Q���B�@�M���B�G�N�N�R�D���S�N���D�C�H�S���S�G�D���I�N�A���B�N�M�S�D�M�S�����4�G�D���Q�D��N�Q�C�D�Q���B�N�M�S�D�W�S���L�D�M�T���H�S�D�L���H�R���@�U�@�H�K�@�A�K�D���S�N���@�K�K���C�N�B�T�L�D�M�S
�S�X�O�D�R��

How to - Order Manager Tasks

Objectif Lune Inc. © 2010 72



3 Ordering workflow

�4�G�H�R�B�G�@�O�S�D�Q�D�W�O�K�@�H�M�R�S�G�D�U�@�Q�H�N�T�R�N�Q�C�D�Q�H�M�F�V�N�Q�J�E�K�N�V�R�@�M�C�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�L�D�S�G�N�C�R�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���4�G�D
�N�Q�C�D�Q�H�M�F���V�N�Q�J�E�K�N�V���H�M�B�N�Q�O�N�Q�@�S�D�R���@���R�G�N�O�O�H�M�F���B�@�Q�S���@�R���R�D�D�M���H�M���B�N�L�L�N�M���D�B�N�L�L�D�Q�B�D���)�M�S�D�Q�M�D�S���R�H�S�D�R��

�4�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R���R�S�D�O���A�X���R�S�D�O��

���� Document Creation: �4�G�DNew Document �R�D�B�S�H�N�M�H�R�@�R�S�N�Q�D�E�Q�N�M�S�K�H�R�S�H�M�F�S�G�D�C�N�B�T�L�D�M�S�R�@�U�@�H�K�@�A�K�D�S�N�S�G�D
�B�T�R�S�N�L�D�Q���"�@�R�D�C�N�M�S�G�D�R�D�K�D�B�S�D�C�C�N�B�T�L�D�M�S�S�G�D�R�X�R�S�D�L�H�M�U�N�J�D�R�@�V�H�Y�@�Q�C�K�H�J�D�H�M�S�D�Q�E�@�B�D�F�T�H�C�H�M�F�S�G�D
�B�T�R�S�N�L�D�Q�S�G�Q�N�T�F�G�S�G�D�R�S�D�O�R�N�E�S�G�D�C�N�B�T�L�D�M�S�B�Q�D�@�S�H�N�M�O�Q�N�B�D�R�R���!�S�S�G�D�D�M�C�N�E�S�G�H�R�O�Q�N�B�D�R�R�S�G�D�B�T�R�S�N�L�D�Q�H�R
�R�G�N�V�M�@�0�$�&�R�N�E�S�O�Q�N�N�E���)�E�S�G�D�B�T�R�S�N�L�D�Q�H�R�R�@�S�H�R�E�H�D�C�V�H�S�G�S�G�H�R�C�N�B�T�L�D�M�S�H�S�B�@�M�A�D�@�C�C�D�C�S�N�S�G�D�R�G�N�O�O�H�M�F
�B�@�Q�S�����4�G�D���B�T�R�S�N�L�D�Q���B�@�M���B�N�M�S�H�M�T�D���B�Q�D�@�S�H�M�F���L�N�Q�D���C�N�B�T�L�D�M�S�R���@�M�C���@�C�C���S�G�N�R�D���C�N�B�T�L�D�M�S�R���S�N���S�G�D���B�@�Q�S��

���� Shopping Cart: �4�G�D�R�G�N�O�O�H�M�F�B�@�Q�S���N�Q�A�@�R�J�D�S�	�@�K�K�N�V�R�B�T�R�S�N�L�D�Q�R�S�N�B�N�K�K�D�B�S�C�N�B�T�L�D�M�S�R�B�Q�D�@�S�D�C�U�H�@�N�Q
�R�D�K�D�B�S�D�C�E�Q�N�L�S�G�DNew Document �R�D�B�S�H�N�M���4�G�D�O�Q�H�B�H�M�F�B�N�M�E�H�F�T�Q�@�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�S�G�D�B�T�R�S�N�L�D�Q�L�@�X
�D�M�S�D�Q�@�T�R�D�Q�C�D�E�H�M�@�A�K�D�P�T�@�M�S�H�S�X���O�H�B�J�@�P�T�@�M�S�H�S�X�E�Q�N�L�@�O�Q�D�C�D�E�H�M�D�C�K�H�R�S�N�Q�V�G�D�S�G�D�Q�S�G�D�T�O�K�N�@�C�D�C�C�@�S�@�A�@�R�D
�C�D�S�D�Q�L�H�M�D�R���S�G�D���P�T�@�M�S�H�S�X��
�4�G�D�N�Q�C�D�Q�R�S�G�@�S�@�Q�D�@�O�O�Q�N�U�D�C�E�Q�N�L�S�G�DOrdered �E�N�K�C�D�Q�H�M�S�G�DOrder Manager �R�D�B�S�H�N�M���@�Q�D�@�K�R�N�O�K�@�B�D�C�H�M
�S�G�DShopping Cart �� �5�R�D�Q�R�B�@�M�U�D�Q�H�E�X�S�G�D�P�T�@�M�S�H�S�H�D�R���S�G�D�B�N�M�S�D�M�S�N�E�S�G�D�I�N�A�@�M�C�S�G�D�R�G�H�O�O�H�M�F�C�D�S�@�H�K�R�N�E�S�G�D
�N�Q�C�D�Q��

���� Shipping Options: �4�G�H�R�R�S�D�O�@�K�K�N�V�R�S�G�D�B�T�R�S�N�L�D�Q�S�N�R�D�K�D�B�S�N�M�D�N�E�S�G�D�@�U�@�H�K�@�A�K�D�R�G�H�O�O�H�M�F�L�D�S�G�N�C�R���H�E
�@�O�O�K�H�B�@�A�K�D�	�����R�D�K�D�B�S���@���O�Q�D�E�D�Q�Q�D�C���R�G�H�O�O�H�M�F���C�@�S�D�����U�D�Q�H�E�X���S�G�D���R�G�H�O�O�H�M�F���@�C�C�Q�D�R�R���H�M�E�N�Q�L�@�S�H�N�M���@�M�C���@�C�C���B�N�L�L�D�M�S�R��

���� Payment Options: �4�G�DPayment Options �O�@�F�D�Q�D�P�T�H�Q�D�R�S�G�D�B�T�R�S�N�L�D�Q�S�N�R�D�K�D�B�S�@�O�@�X�L�D�M�S�L�D�S�G�N�C���H�E
�@�O�O�K�H�B�@�A�K�D�	�����@�C�C���@���N�Q�C�D�Q���Q�D�E�D�Q�D�M�B�D���M�T�L�A�D�Q���@�M�C���U�D�Q�H�E�X���S�G�D���A�H�K�K�H�M�F���@�C�C�Q�D�R�R��

���� Order Summary: �4�G�H�R�O�@�F�D�R�T�L�L�@�Q�H�Y�D�R�S�G�D�N�Q�C�D�Q���4�G�D�C�N�B�T�L�D�M�S�R�H�M�S�G�D�B�@�Q�S���S�G�D�@�C�C�Q�D�R�R�S�G�D�N�Q�C�D�Q
�V�H�K�K���A�D���R�G�H�O�O�D�C���S�N�����@�M�C���S�G�D���O�@�X�L�D�M�S���H�M�E�N�Q�L�@�S�H�N�M���@�Q�D���R�G�N�V�M��

���� Order Confirmation: �)�E�S�G�D�N�Q�C�D�Q�G�@�R�A�D�D�M�O�Q�N�B�D�R�R�D�C�R�T�B�B�D�R�R�E�T�K�K�X���S�G�D�N�Q�C�D�Q�B�N�M�E�H�Q�L�@�S�H�N�M�O�@�F�D�H�R
�R�G�N�V�M���4�G�H�R�O�@�F�D�H�M�B�K�T�C�D�R�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �N�Q�C�D�Q�M�T�L�A�D�Q�@�M�C�S�Q�@�M�R�@�B�S�H�N�M�H�M�E�N�Q�L�@�S�H�N�M�H�E
�@�O�O�K�H�B�@�A�K�D��

�0�Q�H�B�H�M�F�O�@�Q�@�L�D�S�D�Q�R�@�Q�D�R�D�S�O�D�Q�C�N�B�T�L�D�M�S�N�Q�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D���4�G�D�R�D�O�@�Q�@�L�D�S�D�Q�R�C�D�E�H�M�D�S�G�D�P�T�@�M�S�H�S�X�D�M�S�Q�X
�L�D�S�G�N�C�S�G�D�B�T�R�S�N�L�D�Q�R�D�D�R�@�M�C�V�G�D�S�G�D�Q�@�T�S�N�L�@�S�H�B�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�H�R�O�D�Q�E�N�Q�L�D�C���)�M�N�Q�C�D�Q�S�N�B�@�K�B�T�K�@�S�D�O�Q�H�B�D�R�@
�U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D���M�D�D�C�R���S�N���A�D���R�O�D�B�H�E�H�D�C���O�D�Q���C�N�B�T�L�D�M�S���N�Q���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D��

�4�@�W�2�@�S�D�O�Q�N�E�H�K�D�R�B�@�M�A�D�R�D�S�T�O�O�D�Q�S�@�W�Q�@�S�D�R�X�R�S�D�L�@�M�C�@�Q�D�B�Q�D�@�S�D�C�H�M�S�G�DSettings �R�D�B�S�H�N�M���4�G�D�R�D�O�Q�N�E�H�K�D�R�B�@�M
�A�D�@�R�R�H�F�M�D�C�S�N�C�N�B�T�L�D�M�S�R���B�N�L�O�@�M�H�D�R�@�M�C�C�D�O�@�Q�S�L�D�M�S�R���0�Q�N�E�H�K�D�R�@�R�R�H�F�M�D�C�S�N�@�C�N�B�T�L�D�M�S�G�@�U�D�S�G�D�G�H�F�G�D�R�S
�O�Q�H�N�Q�H�S�X���)�E�M�N�S�@�W�Q�@�S�D�H�R�R�O�D�B�H�E�H�D�C�E�N�Q�@�C�N�B�T�L�D�M�S���S�G�D�R�X�R�S�D�L�V�H�K�K�T�R�D�S�G�D�S�@�W�Q�@�S�D�@�R�R�H�F�M�D�C�S�N�S�G�D�B�N�L�O�@�M�X�N�Q
�C�D�O�@�Q�S�L�D�M�S�����)�E���M�N���S�@�W���Q�@�S�D���H�R���R�O�D�B�H�E�H�D�C���@�S���@�K�K���S�G�D���R�X�R�S�D�L���V�H�K�K���T�R�D���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��

�0�Q�H�B�D���B�@�K�B�T�K�@�S�H�N�M���B�@�M���@�K�R�N���H�M�B�K�T�C�D���S�G�D���E�N�K�K�N�V�H�M�F���H�S�D�L�R��

�] �3�G�H�O�O�H�M�F���B�G�@�Q�F�D�R
�] �2�T�R�G���Q�@�S�D���B�G�@�Q�F�D�R

Note: �#�G�@�M�F�D�R�S�N�S�G�D�O�Q�H�B�H�M�F�O�@�Q�@�L�D�S�D�Q�R�N�E�@�C�N�B�T�L�D�M�S���N�Q�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�	�C�N�M�N�S�D�E�E�D�B�S�S�G�D�H�S�D�L�R
�R�S�N�Q�D�C���H�M���S�G�D���R�G�N�O�O�H�M�F���B�@�Q�S���N�E���K�N�F�F�D�C���N�M���B�T�R�S�N�L�D�Q�R��
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3.1 The shopping cart

�4�G�D�R�G�N�O�O�H�M�F�B�@�Q�S�@�K�K�N�V�R�B�T�R�S�N�L�D�Q�R�S�N�B�N�K�K�D�B�S�L�T�K�S�H�O�K�D�C�N�B�T�L�D�M�S�R�H�M�S�G�D�B�@�Q�S�A�D�E�N�Q�D�O�K�@�B�H�M�F�@�M�N�Q�C�D�Q��
�$�N�B�T�L�D�M�S�R�B�Q�D�@�S�D�C�A�X�@�B�T�R�S�N�L�D�Q�R�S�@�X�H�M�S�G�D�R�G�N�O�O�H�M�F�B�@�Q�S�D�U�D�M�H�E�S�G�D�B�T�R�S�N�L�D�Q�K�D�@�U�D�R�S�G�D�V�D�A�R�H�S�D���4�G�D�Q�D�H�R
�M�N�M�D�D�C�E�N�Q�S�G�D�B�T�R�S�N�L�D�Q�S�N�B�N�L�O�K�D�S�D�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R���4�G�D�M�D�W�S�S�H�L�D�S�G�D�B�T�R�S�N�L�D�Q�K�N�F�R�N�M�S�G�D�R�G�N�O�O�O�H�M�F
�B�@�Q�S�V�H�K�K�K�H�R�S�S�G�D�C�N�B�T�L�D�M�S�R�B�Q�D�@�S�D�C�H�M�@�O�Q�D�U�H�N�T�R�R�D�R�R�H�N�M���4�G�D�B�N�M�S�D�M�S�R�N�E�S�G�D�C�N�B�T�L�D�M�S�R�B�@�M�A�D�B�G�@�M�F�D�C��Edit
job content �	�����S�G�D���C�N�B�T�L�D�M�S�R���B�@�M���A�D���Q�D�L�N�U�D�C���E�Q�N�L���S�G�D���B�@�Q�S���@�M�C���M�D�V���C�N�B�T�L�D�M�S�R���B�@�M���@�C�C�D�C��

�)�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�S�H�R�O�N�R�R�H�A�K�D�S�N�D�C�H�S�S�G�D�B�N�M�S�D�M�S�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�H�M�S�G�DCheckout �N�Q
Shopping cart �� �4�G�D�R�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R�L�T�R�S�B�N�M�S�@�H�M�C�@�S�@�E�H�D�K�C�R�@�M�C���N�Q�U�@�Q�H�@�A�K�D�R���)�M�S�G�D�R�G�N�O�O�H�M�F
�B�@�Q�S���M�D�W�S�S�N�S�G�D�C�N�B�T�L�D�M�S�R�M�@�L�D�@�O�D�M�B�H�K�H�B�N�M�H�R�R�G�N�V�M���#�T�R�S�N�L�D�Q�R�B�@�M�B�K�H�B�J�S�G�D�O�D�M�B�H�K�H�B�N�M�S�N�D�C�H�S�S�G�D
�B�N�M�S�D�M�S�N�E�S�G�D�I�N�A���)�S�H�R�O�N�R�R�H�A�K�D�M�N�V�S�N�B�G�@�M�F�D�S�G�D�C�@�S�@�D�M�S�D�Q�D�C�E�N�Q�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R���B�G�@�M�F�D�S�G�D�E�H�D�K�C
�L�@�O�O�H�M�F���N�E���@�M���T�O�K�N�@�C�D�C���C�@�S�@�A�@�D���E�H�K�D���N�Q���Q�D�O�K�@�B�D���S�G�D���C�@�S�@�A�@�R�D���E�H�K�D��

�%�@�B�G�H�S�D�L�H�M�S�G�D�B�@�Q�S�B�@�M�G�@�U�D�@�C�H�E�E�D�Q�D�M�S�O�Q�H�B�H�M�F�R�D�S�T�O�@�M�C�P�T�@�M�S�H�S�X�D�M�S�Q�X�L�D�S�G�N�C���4�G�D�@�O�O�D�@�Q�@�M�B�D�N�E�S�G�D
�P�T�@�M�S�H�S�X�E�H�D�K�C�C�D�O�D�M�C�R�N�M�S�G�D�D�M�S�Q�X�L�D�S�G�N�C�R�D�S�E�N�Q�S�G�D�C�N�B�T�L�D�M�S�N�Q�H�R�C�D�E�H�M�D�C�A�X�S�G�D�C�N�B�T�L�D�M�S�S�X�O�D��
�$�N�B�T�L�D�M�S�R�S�G�@�S�Q�D�P�T�H�Q�D�@�C�@�S�@�A�@�R�D�E�H�K�D�T�O�K�N�@�C�G�@�U�D�P�T�@�M�S�H�S�X���V�G�H�B�G�H�R�C�D�S�D�Q�L�H�M�D�C�A�X�S�G�D�M�T�L�A�D�Q�N�E�Q�D�B�N�Q�C�R�H�M
�S�G�D���C�@�S�@�A�@�R�D���E�H�K�D�����$�N�B�T�L�D�M�S�R���S�G�@�S���Q�D�P�T�H�Q�D���@���E�H�K�D���T�O�K�N�@�C���@�Q�D���O�K�@�B�D�C���H�M���S�G�D���R�G�N�O�O�H�M�F���B�@�Q�S���@�R���@���P�T�N�S�D���N�Q�C�D�Q��

The shopping cart containing multiple documents with different quantity entry methods

�4�G�D���P�T�@�M�S�H�S�X���D�M�S�Q�X���L�D�S�G�N�C���B�N�T�K�C���A�D���N�M�D���N�E���S�G�D���E�N�K�K�N�V�H�M�F��

�] Free entry field: �4�G�D�B�T�R�S�N�L�D�Q�B�@�M�D�M�S�D�Q�@�B�T�R�S�N�L�P�T�@�M�S�H�S�X�V�H�S�G�H�M�S�G�D�L�H�M�H�L�T�L�@�M�C�L�@�W�H�L�T�L
�P�T�@�M�S�H�S�X���Q�@�M�F�D����Pricing Options �O�@�F�D�	��

�] Predefined list: �4�G�D�B�T�R�S�N�L�D�Q�B�@�M�R�D�K�D�B�S�@�P�T�@�M�S�H�S�X�E�Q�N�L�@�O�Q�D�C�D�E�H�M�D�C�K�H�R�S���4�G�H�R�K�H�R�S�H�R�C�D�Q�H�U�D�C�E�Q�N�L�S�G�D
�U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D��
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3.1.1 Automatic price calculation

�)�M�N�Q�C�D�Q�S�N�@�T�S�N�L�@�S�H�B�@�K�K�X�B�@�K�B�T�K�@�S�D�S�G�D�O�Q�H�B�D�N�E�@�I�N�A�@�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�R�G�N�T�K�C�A�D�@�U�@�H�K�@�A�K�D�@�M�C�S�G�D
�O�Q�H�B�H�M�F���B�@�K�B�T�K�@�S�H�N�M���N�O�S�H�N�M���L�T�R�S���A�D���D�M�@�A�K�D�C����Edit Pricing �O�@�F�D�	��

The shopping cart with documents that have price calculation enabled

�4�G�D���O�Q�H�B�D�R���R�G�N�V�M���H�M���S�G�D���R�G�N�O�O�H�M�F���B�@�Q�S���H�M�B�K�T�C�D���R�D�S�T�O���B�N�R�S�R�����N�O�S�H�N�M�@�K�	�����S�G�D�R�D���B�N�R�S�R���@�Q�D���C�D�E�H�M�D�C���R�D�O�@�Q�@�S�D�K�X��

�7�G�D�M�S�G�D�P�T�@�M�S�H�S�X�D�M�S�Q�X�H�R�R�D�S�S�NFree Entry �� �@�B�T�R�S�N�L�P�T�@�M�S�H�S�X�B�@�M�A�D�D�M�S�D�Q�D�C���4�G�D�D�M�S�D�Q�D�C�U�@�K�T�D�R�G�N�T�K�C�A�D
�A�D�S�V�D�D�M�S�G�D�L�H�M�H�L�T�L�@�M�C�L�@�W�H�L�T�L�P�T�@�M�S�H�S�X�Q�@�M�F�D���7�G�D�M�D�U�D�Q�S�G�D�T�R�D�Q�B�G�@�M�F�D�R�S�G�D�P�T�@�M�S�H�S�X�H�M�S�G�D�R�G�N�O�O�H�M�F
�A�@�R�J�D�S�S�G�D�O�Q�H�B�D�N�E�S�G�@�S�C�N�B�T�L�D�M�S�@�M�C�S�G�D�R�T�A�S�N�S�@�K�V�H�K�K�A�D�T�O�C�@�S�D�C�@�T�S�N�L�@�S�H�B�@�K�K�X���)�E�S�G�D�D�M�S�D�Q�D�C�P�T�@�M�S�H�S�X�C�N�D�R
�M�N�S���L�D�D�S���S�G�D���L�H�M�H�L�T�L���@�M�C���L�@�W�H�L�T�L���Q�D�P�T�H�Q�D�L�D�M�S�R���@���V�@�Q�M�H�M�F���V�H�K�K���A�D���R�G�N�V�M��

Prerequisites

�0�Q�D�Q�D�P�T�H�R�H�S�D�R���E�N�Q���@�T�S�N�L�@�S�H�B���O�Q�H�B�D���B�@�K�B�T�K�@�S�H�N�M��

�] �%�M�@�A�K�D���O�Q�H�B�H�M�F���E�N�Q���S�G�D���C�N�B�T�L�D�M�S
�] �#�Q�D�@�S�D���@���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D���E�N�Q���S�G�D���C�N�B�T�L�D�M�S

3.1.2 No price calculation

�!�T�S�N�L�@�S�H�B�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�H�R�C�D�E�H�M�D�C�O�D�Q�C�N�B�T�L�D�M�S�@�M�C�H�R�C�H�R�@�A�K�D�C�A�X�C�D�E�@�T�K�S���4�G�D�H�M�H�S�H�@�K�D�M�S�Q�X�L�D�S�G�N�C�E�N�Q
�S�G�D�R�D�C�N�B�T�L�D�M�S�H�RFree Entry �@�M�C�M�N�P�T�@�M�S�H�S�X�Q�D�R�S�Q�H�B�S�H�N�M�R�@�Q�D�R�D�S���)�M�S�G�H�R�B�@�R�D�S�G�D�O�Q�H�B�H�M�F�B�N�K�T�L�M�R�G�N�V�R�S�G�D
Not Applicable ���.�� �!�	 �L�D�R�R�@�F�D���4�G�DQuantities �N�O�S�H�N�M�R�N�M�S�G�DEdit Pricing �O�@�F�D�B�N�M�S�Q�N�K�S�G�D�D�M�S�Q�X�L�D�S�G�N�C�@�M�C
�P�T�@�M�S�H�S�X���Q�D�R�S�Q�H�B�S�H�N�M�R���N�E���S�G�D���C�N�B�T�L�D�M�S��

Ordering workflow - The shopping cart
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The shopping cart containing multiple documents without pricing

�7�G�D�M�S�G�D�P�T�@�M�S�H�S�X�D�M�S�Q�X�L�D�S�G�N�C�H�R�R�D�S�S�NPredefined List �S�G�D�B�T�R�S�N�L�D�Q�V�H�K�K�B�G�N�N�R�D�S�G�D�P�T�@�M�S�H�S�X�E�Q�N�L�@�O�N�O��T�O�
�L�D�M�T���4�G�D�@�U�@�H�K�@�A�K�D�P�T�@�M�S�H�S�H�D�R�@�Q�D�Q�D�S�Q�H�D�U�D�C�E�Q�N�L�S�G�D�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�N�E�S�G�@�S�C�N�B�T�L�D�M�S���)�E�S�G�D�Q�D�H�R�N�M�K�X
�N�M�D�D�M�S�Q�X�H�M�S�G�D�C�H�R�B�N�T�M�S�S�@�A�K�D�S�G�H�R�U�@�K�T�D�H�R�T�R�D�C�@�R�S�G�D�P�T�@�M�S�H�S�X�E�N�Q�S�G�D�C�N�B�T�L�D�M�S���S�G�D�B�T�R�S�N�L�D�Q�V�H�K�K�M�N�S�A�D
�@�A�K�D�S�N�B�G�@�M�F�D�S�G�H�R�U�@�K�T�D���)�E�@�T�S�N�L�@�S�H�B�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�H�R�C�H�R�@�A�K�D�C�S�G�D�O�Q�H�B�D�R�H�M�S�G�D�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D�@�Q�D
�H�F�M�N�Q�D�C���A�T�S���R�S�H�K�K���C�D�E�H�M�D���S�G�D���P�T�@�M�S�H�S�H�D�R���S�G�D���T�R�D�Q���V�H�K�K���A�D���@�A�K�D���S�N���B�G�N�N�R�D���E�Q�N�L��

The shopping cart containing multiple documents with different quantity entry methods

Prerequisites

�4�N���C�H�R�@�A�K�D���@�T�S�N�L�@�S�H�B���O�Q�H�B�D���B�@�K�B�T�K�@�S�H�N�M��

�] �$�H�R�@�A�K�D���O�Q�H�B�H�M�F���E�N�Q���S�G�D���S�D�L�O�K�@�S�D
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3.1.3 Price Quotes

�! �C�N�B�T�L�D�M�S�V�H�K�K�Q�D�P�T�H�Q�D�@�O�Q�H�B�D�P�T�N�S�D�V�G�D�M�O�Q�H�B�H�M�F�H�R�D�M�@�A�K�D�C�E�N�Q�S�G�D�C�N�B�T�L�D�M�S�A�T�S�M�N�D�M�S�Q�H�D�R�@�Q�D�E�N�T�M�C�H�M�S�G�D
�U�N�K�T�L�D�C�H�R�B�N�T�M�S�S�@�A�K�D���)�M�S�G�H�R�B�@�R�D�M�N�R�T�A�S�N�S�@�K�R�@�M�C�S�N�S�@�K�R�V�H�K�K�A�D�R�G�N�V�M�H�M�S�G�D�R�G�N�O�O�H�M�F�A�@�R�J�D�S���!�E�S�D�Q�O�K�@�B�H�M�F
�S�G�D�N�Q�C�D�Q�S�G�D�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�M�D�D�C�R�S�N�D�M�S�D�Q�@�O�Q�H�B�D�P�T�N�S�D���4�G�D�B�T�R�S�N�L�D�Q�V�H�K�K�M�N�S�A�D�@�A�K�D�S�N�@�O�O�Q�N�U�D�S�G�D
�N�Q�C�D�Q���T�M�S�H�K���@���O�Q�H�B�D���P�T�N�S�D���H�R���F�H�U�D�M��

Prerequisites

�0�Q�D�Q�D�P�T�H�R�H�S�D�R���S�N���D�M�@�A�K�D���O�Q�H�B�D���P�T�N�S�D�R��

�] �%�M�@�A�K�D���O�Q�H�B�H�M�F���E�N�Q���S�G�D���C�N�B�T�L�D�M�S
�] �$�N���M�N�S���B�Q�D�@�S�D���@���U�N�K�T�L�D���C�H�R�B�N�T�M�S���S�@�A�K�D
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3.2 Shipping Options

�4�G�DShipping �O�@�F�D�K�D�S�R�S�G�D�B�T�R�S�N�L�D�Q�D�C�H�S�S�G�D�R�G�H�O�O�H�M�F�@�C�C�Q�D�R�R�@�M�C�R�O�D�B�H�E�X�R�G�H�O�O�H�M�F�Q�D�K�@�S�D�C�H�S�D�L�R�K�H�J�D�S�G�D
�R�G�H�O�O�H�M�F�L�D�S�G�N�C���H�E�@�O�O�K�H�B�@�A�K�D�	�@�M�C�S�G�D�O�Q�D�E�D�Q�Q�D�C�R�G�H�O�O�H�M�F�C�@�S�D���3�G�H�O�O�H�M�F�L�D�S�G�N�C�R�@�Q�D�L�@�M�@�F�D�C�H�M�S�G�D
Settings �R�D�B�S�H�N�M�N�E�S�G�D�R�X�R�S�D�L���4�G�D�B�@�K�B�T�K�@�S�H�N�M�N�E�R�G�H�O�O�H�M�F�B�G�@�Q�F�D�R�B�@�M�A�D�D�M�@�A�K�D�C�@�M�C�C�H�R�@�A�K�D�C�O�D�Q�B�N�L�O�@�M�X��
�0�Q�N�E�H�K�D�R�M�D�D�C�S�N�A�D�@�R�R�H�F�M�D�C�S�N�B�N�L�O�@�M�H�D�R�@�M�C�C�D�O�@�Q�S�L�D�M�S�R�S�N�D�M�@�A�K�D�S�G�D�B�T�R�S�N�L�D�Q�S�N�R�D�K�D�B�S�@�R�G�H�O�O�H�M�F
�L�D�S�G�N�C���H�M���S�G�D���N�Q�C�D�Q�H�M�F���V�N�Q�J�E�K�N�V��

The Shipping Options page

�4�G�DShipping �O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��

�] Address: �4�G�DAddress �S�G�D���N�Q�C�D�Q���V�H�K�K���A�D���R�G�H�O�O�D�C���S�N�����4�G�H�R���H�M�E�N�Q�L�@�S�H�N�M���H�R���@�T�S�N�L�@�S�H�B�@�K�K�X���Q�D�S�Q�H�D�U�D�C���E�Q�N�L���S�G�D
�B�N�L�O�@�M�X���N�Q���C�D�O�@�Q�S�L�D�M�S���S�G�D���B�T�R�S�N�L�D�Q���A�D�K�N�M�F�R���S�N�����)�M���B�@�R�D���S�G�D���B�T�R�S�N�L�D�Q���A�D�K�N�M�F�R���S�N���L�T�K�S�H�O�K�D���C�D�O�@�Q�S�L�D�M�S�R
�N�Q���B�N�L�O�@�M�H�D�R���S�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�R���A�@�R�D�C���N�M���S�G�D���B�N�L�O�@�M�X���C�D�O�@�Q�S�L�D�M�S���N�E���S�G�D���E�H�Q�R�S���C�N�B�T�L�D�M�S���H�M���S�G�D���B�@�Q�S��
�4�G�D���R�D�K�D�B�S�D�C���B�N�T�M�S�Q�X���H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T���C�D�E�H�M�D�R���S�G�D���B�G�D�B�J�R���N�E���S�G�D���Y�H�O���B�N�C�D���@�M�C���C�D�E�H�M�D�R���S�G�D
�O�Q�D�R�D�M�S�@�S�H�N�M���@�M�C���U�@�K�T�D�R���N�E���S�G�D���R�S�@�S�D���E�H�D�K�C��

�] Options:
�e Shipping Methode: �4�G�D���O�Q�D�E�D�Q�Q�D�C���R�G�H�O�O�H�M�F���L�D�S�G�N�C��
�e Shipping Date: �4�G�D���O�Q�D�E�D�Q�Q�D�C���N�Q���D�R�S�H�L�@�S�D�C���R�G�H�O�O�H�M�F���C�@�S�D��
�e Comment Field: �)�M���S�G�H�R���E�H�D�K�C���S�G�D���B�T�R�S�N�L�D�Q���B�@�M���D�M�S�D�Q���@���C�D�R�B�Q�H�O�S�H�U�D���S�D�W�S���N�Q���M�N�S�D��
�e Reference Field: �4�G�DReference �E�H�D�K�C���B�@�M���A�D���T�R�D�C���A�X���D�M�C���T�R�D�Q�R���S�N���D�M�S�D�Q���@���B�N�L�O�@�M�X���Q�D�E�D�Q�D�M�B�D��

�4�G�H�R���Q�D�E�D�Q�D�M�B�D���B�@�M���A�D���T�R�D�C���S�G�@�M���H�M���B�N�Q�Q�D�R�O�N�M�C�D�M�B�D���V�H�S�G���S�G�D���O�Q�H�M�S���R�T�O�O�K�H�D�Q��

�] Terms and Conditions: �4�G�D���N�Q�C�D�Q�H�M�F���V�N�Q�J�E�K�N�V���Q�D�P�T�H�Q�D�R���S�G�D���B�T�R�S�N�L�D�Q���S�N���U�H�D�V���@�M�C���@�B�B�D�O�S���S�G�DTerms
and Conditions �N�E���S�G�D���O�Q�H�M�S���R�G�N�O�����4�G�D���S�D�W�S���E�N�Q���S�G�D���S�D�Q�L�R���@�M�C���B�N�M�C�H�S�H�N�M�R���B�@�M���B�G�@�M�F�D�C���A�X���S�G�D���O�Q�H�M�S���R�G�N�O��
�4�G�D���S�D�Q�L�R���@�M�C���B�N�M�C�H�S�H�N�M�R���@�Q�D���Q�D�P�T�H�Q�D�C�����&�H�Q�R�S���@�E�S�D�Q���B�G�D�B�J�H�M�F���S�G�D���S�D�Q�L�R���@�M�C���B�N�M�C�H�S�H�N�M�R���B�G�D�B�J�A�N�W���S�G�D
Proceed �A�T�S�S�N�M���H�R���D�M�@�A�K�D�C��
�#�K�H�B�J���S�G�DTerms and Conditions �K�H�M�J���S�N���N�O�D�M���S�G�DTerms and Conditions �C�H�@�K�N�F�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D
�-�@�M�@�F�H�M�F���S�G�D���4�D�Q�L�R���@�M�C���#�N�M�C�H�S�H�N�M�R��
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3.2.1 Restore address

�#�K�H�B�J�S�G�DRestore address �A�T�S�S�N�M�H�E�S�G�D�@�C�C�Q�D�R�R�H�M�E�N�Q�L�@�S�H�N�M�V�@�R�L�N�C�H�E�H�D�C�N�M�S�G�DShipping �O�@�F�D���4�G�D�@�C�C�Q�D�R�R
�H�M�E�N�Q�L�@�S�H�N�M���H�R���Q�D�R�S�N�Q�D�C���E�Q�N�L���S�G�D���@�C�C�Q�D�R�R���H�M�E�N�Q�L�@�S�H�N�M���R�D�B�S�H�N�M���E�Q�N�L���S�G�D���B�N�L�O�@�M�X���C�D�O�@�Q�S�L�D�M�S��

3.2.2 Shipping Date and Rush Rate handling

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �@�T�S�N�L�@�S�H�B�@�K�K�X�B�@�K�B�T�K�@�S�D�R�@�M�D�R�S�H�L�@�S�D�C�R�G�H�O�O�H�M�F�C�@�S�D�A�@�R�D�C�N�M�S�G�D�K�N�M�F�D�R�SStandard
Production Time �R�D�S�E�N�Q�S�G�D�C�N�B�T�L�D�M�S�R�H�M�S�G�D�B�@�Q�S���4�G�D�B�T�R�S�N�L�D�Q�B�@�M�R�D�K�D�B�S�@�C�H�E�E�D�Q�D�M�S�C�@�S�D�A�X�B�K�H�B�J�H�M�F�S�G�D
�B�@�K�D�M�C�@�Q�H�B�N�M���4�G�D�B�@�K�D�M�C�@�Q�L�@�Q�J�R�S�G�D�B�T�Q�Q�D�M�S�C�@�S�D���O�Q�N�C�T�B�S�H�N�M�C�@�S�D�R�@�M�C�M�N�M�V�N�Q�J�H�M�F�C�@�X�R���.�N�M�D�N�E�S�G�D
�C�@�S�D�R���L�@�Q�J�D�C���@�R���O�Q�N�C�T�B�S�H�N�M���C�@�X���N�Q���M�N�M���V�N�Q�J�H�M�F���C�@�X���B�@�M���A�D���R�D�K�D�B�S�D�C��

�4�G�D�R�X�R�S�D�L�V�H�K�K�B�G�D�B�J�H�ERush Order Production Time �H�R�@�O�O�K�H�B�@�A�K�D���3�G�H�O�O�H�M�F�C�@�S�D�R�S�G�@�S�Q�D�P�T�H�Q�D�@�Q�T�R�G�N�Q�C�D�Q
�@�Q�D�L�@�Q�J�D�C�A�D�G�H�M�C�S�G�D�B�@�K�D�M�C�@�Q�H�B�N�M���4�G�D�Q�T�R�G�Q�@�S�D�B�G�@�Q�F�D�R�E�N�Q�S�G�N�R�D�C�N�B�T�L�D�M�S�R�S�G�@�S�Q�D�P�T�H�Q�D�@�Q�T�R�G�N�Q�C�D�Q�@�Q�D
�@�C�C�D�C���S�N���S�G�D���E�H�M�@�K���O�Q�H�B�D���B�@�K�B�T�K�@�S�H�N�M��

The Shipping Date calendar

�4�G�DStandard Production Time �� Rush Order Production Time �@�M�CRush Rate �@�Q�D�R�D�S�H�M�S�G�DSettings �O�@�F�D�E�Q�N�L
�S�G�DProduction �R�D�B�S�H�N�M���N�E���@���C�N�B�T�L�D�M�S��

Prerequisites

�0�Q�D�Q�D�P�T�H�R�H�S�D�R���E�N�Q���@�T�S�N�L�@�S�H�B���Q�T�R�G���Q�@�S�D���B�@�K�B�T�K�@�S�H�N�M��

�] �3�D�S�T�O���V�N�Q�J�H�M�F���C�@�X�R���@�M�C���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R���H�M���S�G�DSettings �R�D�B�S�H�N�M��
�] �3�D�S�S�G�DStandard Production Time �@�M�CRush Production Time �N�E�S�G�D�S�D�L�O�K�@�S�D�R���4�N�@�B�B�D�O�S�Q�T�R�G�N�Q�C�D�Q�R�S�G�D

Rush Production Time �R�G�N�T�K�C���A�D���R�D�S���S�N���@���K�N�V�D�Q���U�@�K�T�D���S�G�@�M���S�G�DStandard Production Time.
�] �%�M�S�D�Q���@Rush Rate �N�M���S�G�DSettings �O�@�F�D���E�Q�N�L���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���C�N�B�T�L�D�M�S��

Ordering workflow - Shipping Options
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3.2.3 Shipping Methods

�4�N�@�K�K�N�V�@�B�T�R�S�N�L�D�Q�S�N�R�D�K�D�B�S�@�R�G�H�O�O�H�M�F�L�D�S�G�N�C�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�G�N�T�K�C�D�M�@�A�K�D�S�G�D�B�@�K�B�T�K�@�S�H�N�M�N�E�R�G�H�O�O�H�M�F
�B�G�@�Q�F�D�R�E�N�Q�S�G�D�B�N�L�O�@�M�X���N�Q�C�D�O�@�Q�S�L�D�M�S�	���7�G�D�M�S�G�D�B�T�R�S�N�L�D�Q�G�@�R�@�B�B�D�R�R�S�N�L�T�K�S�H�O�K�D�B�N�L�O�@�M�H�D�R�N�Q
�C�D�O�@�Q�S�L�D�M�S�R�S�G�D�D�M�S�Q�H�D�R�N�E�S�G�D�R�G�H�O�O�H�M�F�L�D�S�G�N�C�K�H�R�S�H�R�C�D�E�H�M�D�C�A�X�S�G�D�R�D�K�D�B�S�D�C�B�N�L�O�@�M�X�N�Q�C�D�O�@�Q�S�L�D�M�S�N�M�S�G�D
Shipping �O�@�F�D��

The Shipping Options page

�7�G�D�M�@�R�G�H�O�O�H�M�F�Q�@�S�D�R�S�@�A�K�D�H�R�@�U�@�H�K�@�A�K�D���S�G�D�R�G�H�O�O�H�M�F�Q�@�S�D�H�R�B�@�K�B�T�K�@�S�D�C�A�@�R�D�C�N�M�S�G�D�S�N�S�@�K�V�D�H�F�G�S�N�E�S�G�D�H�S�D�L�R
�H�M�S�G�D�B�@�Q�S���)�E�M�N�Q�@�S�D�R�S�@�A�K�D�H�R�R�O�D�B�H�E�H�D�C�S�G�D�A�@�R�D�E�D�D�N�E�S�G�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�H�R�T�R�D�C�@�R�@�E�K�@�S�E�D�D�E�N�Q�@�K�K
�H�S�D�L�R�H�M�S�G�D�B�@�Q�S���)�M�B�@�R�D�A�N�S�G�@�A�@�R�D�Q�@�S�D�@�M�C�@�Q�@�S�D�R�S�@�A�K�D�@�Q�D�@�U�@�H�K�@�A�K�D���S�G�D�A�@�R�D�Q�@�S�D�V�H�K�K�A�D�@�C�C�D�C�S�N�S�G�D
�O�Q�H�B�D���S�G�@�S���H�R���B�@�K�B�T�K�@�S�D�C���A�@�R�D�C���N�M���S�G�D���S�N�S�@�K���V�D�H�F�G�S��

�4�G�D���@�B�S�T�@�K���R�G�H�O�O�H�M�F���Q�@�S�D���H�R���R�G�N�V�M���N�M���S�G�DOrder Summary �O�@�F�D��

Prerequisites

�0�Q�D�Q�D�P�T�H�R�H�S�D�R���E�N�Q���B�G�@�Q�F�H�M�F���R�G�H�O�O�H�M�F���Q�@�S�D�R��

�] �#�Q�D�@�S�D���N�M�D���N�Q���L�T�K�S�H�O�K�D���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D�R��
�e �3�D�S���@���A�@�R�D���Q�@�S�D���@�M�C���N�Q���B�Q�D�@�S�D���@���Q�@�S�D�R���S�@�A�K�D���E�N�Q���S�G�D���O�Q�N�E�H�K�D��

�] �%�M�@�A�K�D�S�G�DCalculate Shipping Charges �N�O�S�H�N�M�H�M�S�G�DPricing and Ordering �O�@�F�D�N�E�B�N�L�O�@�M�H�D�R�N�Q
�C�D�O�@�Q�S�L�D�M�S�R��

�] �%�M�@�A�K�D���S�G�DCalculate Shipping Charges �N�O�S�H�N�M���H�M���S�G�DPricing and Ordering �O�@�F�D���N�E���S�D�L�O�K�@�S�D�R��
�e �4�N���T�R�D���@���Q�@�S�D�R���S�@�A�K�D���@���U�@�K�T�D���M�D�D�C�R���S�N���A�D���D�M�S�D�Q�D�C���H�M���S�G�DWeight Per Unit �E�H�D�K�C���N�E���S�G�D���S�D�L�O�K�@�S�D��

Ordering workflow - Shipping Options

Objectif Lune Inc. © 2010 80



3.3 Order summary

�/�M�B�D�@�K�K�N�Q�C�D�Q�H�M�E�N�Q�L�@�S�H�N�M�H�R�B�N�K�K�D�B�S�D�C�S�G�D�R�T�L�L�@�Q�X�O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�T�L�L�@�Q�H�Y�D�R�S�G�D�N�Q�C�D�Q
�H�M�E�N�Q�L�@�S�H�N�M�@�M�C�R�G�N�V�R�S�G�D�E�H�M�@�K�O�Q�H�B�H�M�F�H�M�B�K�T�C�H�M�F�R�G�H�O�O�H�M�F�B�G�@�Q�F�D�R���Q�T�R�G�Q�@�S�D�R�@�M�C�S�@�W���"�@�R�D�C�N�M�S�G�D
�B�T�R�S�N�L�D�Q�R���Q�N�K�D���S�G�DPlace Order �@�M�CApprove �A�T�S�S�N�M�R���@�Q�D���R�G�N�V�M��

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�U�N�J�D�R�@�V�N�Q�J�E�K�N�V�R�O�D�B�H�E�H�B�S�N�S�G�D�R�D�K�D�B�S�D�C�O�@�X�L�D�M�S�B�N�M�M�D�B�S�N�Q���4�G�D�C�D�E�@�T�K�S�O�@�X�L�D�M�S
�B�N�M�M�D�B�S�N�Q��Purchase Order �	�� �O�N�O�R�T�O�@�O�Q�N�B�D�R�R�H�M�F�C�H�@�K�N�F�@�M�C�M�N�T�R�D�Q�H�M�S�D�Q�@�B�S�H�N�M�H�R�Q�D�P�T�H�Q�D�C�S�N�O�K�@�B�D�S�G�D
�N�Q�C�D�Q�����/�M�B�D���S�G�D���N�Q�C�D�Q���H�R���O�K�@�B�D�C���@���B�N�M�E�H�Q�L�@�S�H�N�M���O�@�F�D���H�R���R�G�N�V�M���@�M�C���@���D��L�@�H�K���M�N�S�H�E�H�B�@�S�H�N�M���L�D�R�R�@�F�D���H�R���R�D�M�S��

The Order Summary page
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3.4 Manage the Terms and Conditions

�4�G�DTerms and Conditions �S�D�L�O�K�@�S�D�H�R�@�(�4�-�, �C�N�B�T�L�D�M�S�@�M�C�H�R�R�S�N�Q�D�C�N�M�S�G�D�E�H�K�D�R�X�R�S�D�L�N�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K
�7�D�A�V�D�A�R�D�Q�U�D�Q���4�G�D�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�C�N�B�T�L�D�M�S�B�@�M�A�D�@�K�S�D�Q�D�C�T�R�H�M�F�@�O�K�@�H�M�S�D�W�S�D�C�H�S�N�Q���D���F���.�N�S�D
�0�@�C�����	���4�G�D�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�C�N�B�T�L�D�M�S�B�@�M�A�D�@�C�C�O�D�Q�K�@�M�F�T�@�F�D�@�M�C���N�Q�O�D�Q�R�J�H�M�@�K�K�N�V�H�M�F�S�G�D�K�N�N�J�@�M�C
�E�D�D�K���N�E���S�G�D���L�D�R�R�@�F�D���S�N���A�D���B�G�@�M�F�D�C���@�B�B�N�Q�C�H�M�F���S�N���S�G�@�S���R�J�H�M��
�)�M�N�Q�C�D�Q�S�N�B�Q�D�@�S�D�K�@�M�F�T�@�F�D�R�O�D�B�H�E�H�B�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�C�N�B�T�L�D�M�S�R���H�M�S�G�D�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�E�N�K�C�D�Q�	�S�G�D
�M�@�L�D�N�E�S�G�D�R�D�K�@�M�F�T�@�F�D�R�O�D�B�H�E�H�B�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�C�N�B�T�L�D�M�S�R�R�G�N�T�K�C�L�@�S�B�G�S�G�D�H�R�N�B�N�C�D�@�R�R�O�D�B�H�E�H�D�C�H�M�S�G�D
Language �R�D�B�S�H�N�M���N�E���S�G�DSettings �R�D�B�S�H�N�M��

�4�G�D�C�N�B�T�L�D�M�S�H�R�Q�D�@�C�E�Q�N�L�S�G�D�E�N�K�K�N�V�H�M�F�K�N�B�@�S�H�N�M���R�N�Q�S�D�C�A�X�O�Q�H�N�Q�H�S�X�@�M�C�K�@�M�F�T�@�F�D�N�E�S�G�D�B�T�Q�Q�D�M�S�K�N�F�F�D�C�H�M
�T�R�D�Q��

�] �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O
�7�D�A�<�7�D�A�R�H�S�D�<�S�D�L�O�K�@�S�D�R�<���R�J�H�M�M�@�L�D���<�L�H�R�B�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�<���K�@�M�F�T�@�F�D�H�R�N���<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R���O�G�O

�] �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O
�7�D�A�<�7�D�A�R�H�S�D�<�S�D�L�O�K�@�S�D�R�<���R�J�H�M�M�@�L�D���<�L�H�R�B�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R���O�G�O

�] �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O
�7�D�A�<�7�D�A�R�H�S�D�<�L�H�R�B�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�<���K�@�M�F�T�@�F�D�H�R�N���<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R���O�G�O

�] �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���7�D�A�<�7�D�A�R�H�S�D�<�L�H�R�B�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R���O�G�O

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�R�H�L�O�K�X�O�K�@�B�D�@�B�N�O�X�N�E�S�G�D�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�C�N�B�T�L�D�M�S�H�M�S�G�D�E�N�K�C�D�Q�N�E�S�G�D�R�J�H�M�@�M�C
�R�S�@�Q�S���B�T�R�S�N�L�H�Y�H�M�F���S�G�D���E�H�K�D�����4�G�D���H�R�N�B�N�C�D���T�R�D�C���H�M���S�G�D���E�N�K�C�D�Q���O�@�S�G���H�R���H�M���K�N�V�D�Q�B�@�R�D��

�4�N���D�C�H�S���S�G�D���C�D�E�@�T�K�STerms and Conditions �C�N�B�T�L�D�M�S��

���� �3�D�K�D�B�S���S�G�DTerms and Conditions �C�N�B�T�L�D�M�S���N�M���S�G�D���E�N�K�K�N�V�H�M�F���K�N�B�@�S�H�N�M��
�#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���7�D�A�<�7�D�A�R�H�S�D�<�L�H�R�B�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R�<�S�D�Q�L�R�@�M�C�B�N�M�C�H�S�H�N�M�R���O�G�O���@�M�C���N�O�D�M
�S�G�D���C�N�B�T�L�D�M�S���H�M���@���O�K�@�H�M���S�D�W�S���D�C�H�S�N�Q��

���� �!�C�C���X�N�T�Q���S�D�Q�L�R���@�M�C���B�N�M�C�H�S�H�N�M�R���S�N���S�G�D���C�N�B�T�L�D�M�S��
�)�S���H�R���O�N�R�R�H�A�K�D���S�N���T�R�D���0�(�0���R�S�@�S�D�L�D�M�S�R���H�M���S�G�D���S�D�Q�L�R���@�M�C���B�N�M�C�H�S�H�N�M�R���C�N�B�T�L�D�M�S�����4�G�D���A�T�H�K�S�H�M���E�T�M�B�S�H�N�MgetString
�H�R���@�U�@�H�K�@�A�K�D���@�M�C���Q�D�S�T�Q�M�R���S�G�D���F�H�U�D�M���R�S�Q�H�M�F���E�Q�N�L���S�G�D���K�@�M�F�T�@�F�D���R�S�Q�H�M�F�R���H�M���S�G�DLanguage �R�D�B�S�H�N�M���E�Q�N�L���S�G�D
Settings �R�D�B�S�H�N�M��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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4 Settings

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�H�R�S�G�D�N�M�K�X�T�R�D�Q�S�G�@�S�B�@�M�L�N�C�H�E�X�S�G�D�R�X�R�S�D�L�R�D�S�S�H�M�F�R���4�G�DSettings �R�D�B�S�H�N�M�B�@�M�A�D�@�B�B�D�R�R�D�C
�E�Q�N�L���S�G�DMenu �A�@�Q�����#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

�)�M�S�G�DGeneral �R�D�B�S�H�N�M�N�E�S�G�DSettings �L�D�M�T�F�D�M�D�Q�@�K�R�X�R�S�D�L�R�D�S�S�H�M�F�R�B�@�M�A�D�C�D�E�H�M�D�C���4�G�H�R�R�D�B�S�H�N�M�B�N�U�D�Q�R�S�G�D
�E�N�K�K�N�V�H�M�F���S�N�O�H�B�R��
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5.1 About

�4�G�DAbout �V�H�M�C�N�V�H�R�S�G�D�V�H�M�C�N�V�S�G�@�S�N�O�D�M�R�V�G�D�M�S�G�DSettings �S�@�A�H�M�S�G�DMenu �A�@�Q�H�R�R�D�K�D�B�S�D�C���4�G�DSummary
�V�H�M�C�N�V���R�G�N�V�R���S�G�D���E�N�K�K�N�V�H�M�F���H�M�E�N�Q�L�@�S�H�N�M��

�] General: �4�G�DGeneral �R�D�B�S�H�N�M���R�G�N�V�R���H�M�E�N�Q�L�@�S�H�N�M���Q�D�F�@�Q�C�H�M�F���S�G�D���U�D�Q�R�H�N�M���N�E���S�G�D���R�N�E�S�V�@�Q�D��
�] System Information: �4�G�DSystem Information �R�D�B�S�H�N�M�R�G�N�V�R�H�M�E�N�Q�L�@�S�H�N�M�@�A�N�T�S�S�G�D�S�D�B�G�M�H�B�@�K

�B�N�L�O�N�M�D�M�S�R�N�E�S�G�D�R�X�R�S�D�L���D���F���S�G�D�)�0��@�C�C�Q�D�R�R�N�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A��R�D�Q�U�D�Q���U�D�Q�R�H�N�M�H�M�E�N�Q�L�@�S�H�N�M�N�E
�S�G�D���V�D�A���R�D�Q�U�D�Q���R�N�E�S�V�@�Q�D���@�M�C���H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S���S�G�D���C�@�S�@�A�@�R�D���R�D�Q�U�D�Q���R�N�E�S�V�@�Q�D��

�] PHP Info: �4�G�DPHP-info �A�T�S�S�N�M�R�G�N�V�R�@�K�K�0�(�0��R�D�S�S�H�M�F�R�V�G�H�B�G�@�Q�D�H�L�O�N�Q�S�@�M�S�H�M�B�@�R�D�S�D�B�G�M�H�B�@�K�R�T�O�O�N�Q�S�H�R
�Q�D�P�T�H�Q�D�C��

�] Backup Database: �4�G�D�"�@�B�J�T�O�$�@�S�@�A�@�R�D�A�T�S�S�N�M�@�K�K�N�V�R�@�M�@�C�L�H�M�H�R�S�Q�@�S�N�Q�S�N�F�D�S�@�A�@�B�J�T�O�N�E�S�G�D
�C�@�S�@�A�@�R�D���T�R�D�C���A�X���0�3�-���7�D�A���N�U�D�Q���S�G�D���H�M�S�D�Q�M�D�S��

�#�K�H�B�J�H�M�F�N�M�S�G�D�R�L�@�K�K�F�Q�D�X�A�@�Q�@�R�K�H�C�H�M�F�R�G�D�D�S�R�G�N�V�R�S�G�D�R�S�@�S�H�R�S�H�B�H�M�E�N�Q�L�@�S�H�N�M�@�A�N�T�S�S�G�D�M�T�L�A�D�Q�N�E�K�N�F�F�D�C�N�M
�T�R�D�Q�R���T�R�D�Q�@�B�B�N�T�M�S�R���B�N�L�O�@�M�H�D�R���S�D�L�O�K�@�S�D�R���N�Q�C�D�Q�R�@�M�C�O�Q�H�M�S�D�Q�R���)�E�M�N�O�Q�H�M�S�D�Q�R�@�Q�D�E�N�T�M�C�@�V�@�Q�M�H�M�F�H�R�R�G�N�V�M
�S�D�K�K�H�M�F���X�N�T���S�N���Q�D�R�S�@�Q�S���S�G�D���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q��

The About page with slide sheet
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5.2 License

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�B�K�T�C�D�R�N�O�S�H�N�M�R�S�N�H�M�U�N�J�D�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�O�D�B�H�E�H�B�T�O�F�Q�@�C�D�Q�D�P�T�D�R�S�O�@�F�D�@�M�C�@
�C�H�@�K�N�F���S�N���@�B�S�H�U�@�S�D���@�M���T�O�F�Q�@�C�D���B�N�C�D��

�&�T�Q�S�G�D�Q�L�N�Q�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�N�Q�J�R�H�M�C�D�L�N�L�N�C�D�V�G�D�M�M�N�C�N�M�F�K�D���H�M�U�@�K�H�C�C�N�M�F�K�D�H�R�E�N�T�M�C���7�H�S�G�S�G�D�C�D�L�N
�U�D�Q�R�H�N�M�N�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�N�E�S�V�@�Q�D���N�M�K�Xtwo �Q�D�B�N�Q�C�R�O�D�Q�O�Q�H�M�S�I�N�A�B�@�M�A�D�O�Q�H�M�S�D�C���%�@�B�G�O�Q�H�M�S�V�H�K�K�G�@�U�D
�@�V�@�S�D�Q�L�@�Q�J�O�Q�H�M�S�D�C���)�. �C�D�L�N�L�N�C�D�@�B�B�D�R�R�S�N�S�G�D�R�X�R�S�D�L�H�R�K�H�L�H�S�D�C�S�N�S�G�D�K�N�B�@�K�M�D�S�V�N�Q�J���&�N�Q�@�M�T�M�K�H�L�H�S�D�C��
�O�Q�N�C�T�B�S�H�N�M�U�D�Q�R�H�N�M�N�E�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�N�E�S�V�@�Q�D���@�R�N�E�S�V�@�Q�D�K�H�B�D�M�R�D�V�H�S�G�@�G�@�Q�C�V�@�Q�D�J�D�X���C�N�M�F�K�D�	�H�R
�Q�D�P�T�H�Q�D�C��

�4�G�DLicense information �O�@�F�D�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�C�N�M�F�K�D���K�H�B�D�M�R�D�H�M�E�N�Q�L�@�S�H�N�M���7�G�D�M�M�N�C�N�M�F�K�D�N�Q�@�M
�H�M�U�@�K�H�C���H�R���E�N�T�M�C���@���V�@�Q�M�H�M�F���H�R���R�G�N�V�M���N�M���S�G�DLicense Information �O�@�F�D��

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

5.2.1 Activate Upgrade

�4�G�DLicense information �O�@�F�D�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�@�B�S�H�U�D�C�N�M�F�K�D���K�H�B�D�M�R�D�H�M�E�N�Q�L�@�S�H�N�M���4�N�@�B�S�H�U�@�S�D�@�M
�T�O�F�Q�@�C�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JLicense �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�DActivate Upgrade �A�T�S�S�N�M�����4�G�DActivate Upgrade �C�H�@�K�N�F���@�O�O�D�@�Q�R��
���� �4�G�DActivate Upgrade �C�H�@�K�N�F���@�K�K�N�V�R���S�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q���S�N���T�O�F�Q�@�C�D���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���C�N�M�F�K�D���T�R�H�M�F

�S�G�D���T�O�F�Q�@�C�D���B�N�C�D���O�Q�N�U�H�C�D�C���A�X���/�,�����%�M�S�D�Q�����N�Q���B�N�O�X���@�M�C���O�@�R�S�D�	���S�G�DActivation code �H�M���S�G�DActivation code
�D�M�S�Q�X���E�H�D�K�C��

���� �#�K�H�B�JActivate. �/�M�B�D���S�G�D���T�O�F�Q�@�C�D���O�Q�N�B�D�R�R���H�R���B�N�L�O�K�D�S�D�C���S�G�D���C�H�@�K�N�F���H�R���B�K�N�R�D�C���@�M�C���S�G�D���K�H�B�D�M�R�D���O�@�F�D���H�R
�Q�D�E�Q�D�R�G�D�C���S�N���Q�D�E�K�D�B�S���S�G�D���M�D�V���C�N�M�F�K�D���H�M�E�N�Q�L�@�S�H�N�M��

5.2.2 License information

�4�G�DLicense information �O�@�F�D�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�C�N�M�F�K�D���K�H�B�D�M�R�D�H�M�E�N�Q�L�@�S�H�N�M���3�D�Q�H�@�K�M�T�L�A�D�Q���#�Q�D�C�H�S�R���/�,
�#�@�Q�D�K�H�B�D�M�R�D���D�S�B���	�H�M�B�K�T�C�H�M�F�S�G�D�K�H�B�D�M�R�D�C�O�K�T�F��H�M�R���4�G�DLicense Information �O�@�F�D�H�M�B�K�T�C�D�R�N�O�S�H�N�M�R�S�N�H�M�U�N�J�D�S�G�D
�N�M�K�H�M�D�T�O�C�@�S�D�Q�D�P�T�D�R�S�O�@�F�D�@�K�K�N�V�H�M�F�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�S�N�Q�D�M�D�V�S�G�D�/�, �B�@�Q�D�L�@�H�M�S�D�M�@�M�B�D�@�F�Q�D�D�L�D�M�S�@�M�C���N�Q
�@�B�P�T�H�Q�D���@�C�C�H�S�H�N�M�@�K���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���L�N�C�T�K�D�R���O�K�T�F��H�M�R�����4�N���R�G�N�V���S�G�DLicense information �O�@�F�D��

���� �!�S�S�@�B�G���S�G�D���G�@�Q�C�V�@�Q�D���J�D�X���S�N���@�M���5�3�"��O�N�Q�S��
���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JLicense �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��
���� �7�G�D�M���S�G�DLicense information �O�@�F�D���H�R���R�G�N�V�M���S�G�D���K�H�B�D�M�R�D���H�M�E�N�Q�L�@�S�H�N�M���E�Q�N�L���S�G�D���L�D�L�N�Q�X���H�R���Q�D�@�C�����4�G�D

License information �H�R���Q�D�@�C���D�U�D�Q�X���G�N�T�Q�����@�T�S�N�L�H�S�H�B�@�K�K�X�	�����4�N���L�@�M�T�@�K�K�X���Q�D�E�Q�D�R�G���S�G�D���C�N�M�F�K�D���H�M�E�N�Q�L�@�S�H�N�M���B�K�H�B�J
�S�G�DLicense Information �A�T�S�S�N�M�����7�G�D�M���M�N���C�N�M�F�K�D���H�M�U�@�K�H�C���C�N�M�F�K�D���H�R���E�N�T�M�C���S�G�D���R�X�R�S�D�L���H�R���E�@�K�K�H�M�F���A�@�B�J���S�N���S�G�D
�C�D�L�N���L�N�C�T�R��
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5.2.3 Redeem Voucher

�4�G�DLicense information �O�@�F�D�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�@�B�S�H�U�D�C�N�M�F�K�D���K�H�B�D�M�R�D�H�M�E�N�Q�L�@�S�H�N�M���4�N�Q�D�C�D�D�L�X�N�T�Q
�U�N�T�B�G�D�Q��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JLicense �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�DVoucher �A�T�S�S�N�M�����4�G�DVoucher �C�H�@�K�N�F���@�O�O�D�@�Q�R��
���� �3�D�K�D�B�S�����)���V�N�T�K�C���K�H�J�D���S�N���Q�D�C�D�D�L���L�X���U�N�T�B�G�D�Q��
���� �%�M�S�D�Q���S�G�D���6�N�T�B�G�D�Q���#�N�C�D���O�Q�N�U�H�C�D�C���@�M�C���B�K�H�B�J���N�MRedeem my voucher �@�M�C���E�N�K�K�N�V���S�G�D���H�M�R�S�Q�T�B�S�H�N�M�R���S�N

�Q�D�B�D�H�U�D���S�G�D���@�B�S�H�U�@�S�H�N�M���B�N�C�D��

5.2.4 Upgrade Request

�4�G�DLicense information �O�@�F�D�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�@�B�S�H�U�D�C�N�M�F�K�D���K�H�B�D�M�R�D�H�M�E�N�Q�L�@�S�H�N�M���7�G�D�M�M�N�C�N�M�F�K�D��
�H�M�U�@�K�H�C���C�N�M�F�K�D���H�R���E�N�T�M�C���S�G�DUpgrade Request �A�T�S�S�N�M���H�R���C�H�R�@�A�K�D�C�����4�N���C�N���@�M���T�O�F�Q�@�C�D���Q�D�P�T�D�R�S��

���� �!�S�S�@�B�G���S�G�D���G�@�Q�C�V�@�Q�D���J�D�X���S�N���@�M���5�3�0��O�N�Q�S��
���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JLicense �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�DUpgrade Request �A�T�S�S�N�M�����4�G�DUpgrade Request �C�H�@�K�N�F���@�O�O�D�@�Q�R��
���� �4�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���T�O�F�Q�@�C�D���Q�D�P�T�D�R�S���O�@�F�D�R���Q�D�R�H�C�D�R���N�M���S�G�D���/�A�I�D�B�S�H�E���,�T�M�D���V�D�A���R�D�Q�U�D�Q���@�M�C���@�K�K�N�V�R���S�G�D

�0�Q�H�M�S�3�G�N�O���7�D�A���N�V�M�D�Q���S�N���Q�D�M�D�V���S�G�D���/�,���#�@�Q�D���K�H�B�D�M�R�D���@�M�C���N�A�S�@�H�M���K�H�B�D�M�R�D�R���E�N�Q���B�N�L�L�D�Q�B�H�@�K���L�N�C�T�K�D�R�����%�M�S�D�Q
�M�@�L�D���@�M�C���@�C�C�Q�D�R�R���H�M�E�N�Q�L�@�S�H�N�M���A�D�E�N�Q�D���R�T�A�L�H�S�S�H�M�F���S�G�D���E�N�Q�L�����!Thank you page �H�R���R�G�N�V�M���@�M�C���H�S���H�R���O�N�R�R�H�A�K�D
�S�N���O�Q�H�M�S���S�G�D���B�N�M�E�H�Q�L�@�S�H�N�M���N�E���S�G�D���T�O�F�Q�@�C�D���Q�D�P�T�D�R�S��
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5.3 Roles

�2�N�K�D�R�@�Q�D�@�R�R�H�F�M�D�C�S�N�T�R�D�Q�@�B�B�N�T�M�S�R�@�M�C�C�D�E�H�M�D�V�G�H�B�G�R�D�B�S�H�N�M�R�@�M�C�Q�D�R�N�T�Q�B�D�R�T�R�D�Q�R�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�@�Q�D
�@�K�K�N�V�D�C�S�N�@�B�B�D�R�R���0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�G�@�R�M�H�M�D�O�Q�D�C�D�E�H�M�D�C�Q�N�K�D�R�V�G�H�B�G�B�@�M�A�D�L�N�C�H�E�H�D�C�A�X�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q
���M�N�S�C�D�K�D�S�D�C�	���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�L�@�X�@�C�C�@�M�C�C�D�K�D�S�D�B�T�R�S�N�L�Q�N�K�D�R���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�Q�N�K�D�H�S�R�D�K�E�B�@�M�M�N�S�A�D
�L�N�C�H�E�H�D�C���N�Q���C�D�K�D�S�D�C��

5.3.1 Create a new role

�4�N���@�C�C���@���M�D�V���Q�N�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�JRoles �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DRoles overview �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M�����4�G�H�R���V�H�K�K���R�G�N�V���S�G�DAdd �C�H�@�K�N�F��

The Add role dialog

���� �%�M�S�D�Q�@Name �E�N�Q�S�G�D�M�D�V�Q�N�K�D���3�D�K�D�B�S�N�M�V�G�H�B�G�Q�N�K�D�S�G�D�M�D�V�Q�N�K�D�V�H�K�K�A�D�A�@�R�D�C���4�G�D�M�D�V�Q�N�K�D�V�H�K�K�Q�D�B�D�H�U�D
�@�K�K���R�D�S�S�H�M�F�R���N�E���S�G�D���R�D�K�D�B�S�D�C���Q�N�K�D��

���� �#�K�H�B�JSave �S�N���B�Q�D�@�S�D���S�G�D���M�D�V���Q�N�K�D���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F�����4�G�D���M�D�V���Q�N�K�D���H�R���@�C�C�D�C���S�N���S�G�DRoles overview ��

5.3.2 Delete a role
���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�JRoles �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���T�R�D�Q���C�D�E�H�M�D�C���Q�N�K�D�R���A�X���B�K�H�B�J�H�M�F���S�G�D���B�G�D�B�J�A�N�W���H�M���E�Q�N�M�S���N�E���@���Q�N�K�D��
���� �#�K�H�B�J���S�G�DDelete �A�T�S�S�N�M�����4�G�DDelete �C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Delete role dialog

���� �4�G�D�@�O�O�K�H�B�@�S�H�N�M�V�H�K�K�@�R�J�X�N�T�S�N�R�D�K�D�B�S�@�Q�D�O�K�@�B�D�L�D�M�S�Q�N�K�D�E�N�Q�S�G�D�T�R�D�Q�@�B�B�N�T�M�S�R�S�G�@�S�G�@�U�D�N�M�D�N�E�S�G�D
�R�D�K�D�B�S�D�C���Q�N�K�D�R��

���� �#�K�H�B�J�S�G�DDelete �A�T�S�S�N�M�S�N�Q�D�L�N�U�D�S�G�D�Q�N�K�D�R�@�M�C�@�R�R�H�F�M�S�G�D�Q�D�O�K�@�B�D�L�D�M�S�Q�N�K�D�S�N�S�G�D�@�E�E�D�B�S�D�C�T�R�D�Q
�@�B�B�N�T�M�S�R��

Note: �4�G�D���R�X�R�S�D�L���C�D�E�H�M�D�C���Q�N�K�D�R���B�@�M�M�N�S���A�D���C�D�K�D�S�D�C��
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5.3.3 Modifying a role

Modifying a role

�4�N���L�N�C�H�E�X���@���Q�N�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JRoles �H�M���S�G�D���R�H�C�D���L�D�M�T�����!�M���N�U�D�Q�U�H�D�V���N�E���S�G�D���@�U�@�H�K�@�A�K�D���Q�N�K�D�R���H�R���R�G�N�V�M��

�4�G�D���T�R�D�Q�R���B�N�K�T�L�M���N�E���D�@�B�G���Q�N�V���Q�D�O�Q�D�R�D�M�S�R���S�G�D���M�T�L�A�D�Q�R���N�E���T�R�D�Q�R���V�H�S�G���S�G�@�S���O�@�Q�S�H�B�T�K�@�Q���Q�N�K�D��
���� �3�D�K�D�B�S���@���Q�N�K�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����4�G�DProperties �N�E���S�G�@�S���Q�N�K�D���@�Q�D���R�G�N�V�M��

The Role properties page with collapsible sections

�)�M�S�G�DRole Properties �R�B�Q�D�D�M�X�N�T�R�D�D�S�G�D�B�N�K�K�@�O�R�H�A�K�D�R�D�B�S�H�N�M�R�E�N�Q�V�G�H�B�G�X�N�T�B�@�M�C�D�E�H�M�D�T�R�D�Q�Q�H�F�G�S�R���)�M
�D�@�B�G�R�D�B�S�H�N�M�X�N�T�B�@�M�R�O�D�B�H�E�X�V�G�D�S�G�D�Q�@�T�R�D�Q�V�H�S�G�S�G�D�R�D�K�D�B�S�D�C�Q�N�K�D�L�@�X�O�D�Q�E�N�Q�L�@�F�H�U�D�M�E�T�M�B�S�H�N�M�N�Q�M�N�S��
�4�G�D���R�D�S�S�H�M�F�R���E�N�Q���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���B�@�M���A�D���L�N�C�H�E�H�D�C��

�e �'�D�M�D�Q�@�K
�e �.�D�V���$�N�B�T�L�D�M�S���R�D�B�S�H�N�M
�e �/�Q�C�D�Q���-�@�M�@�F�D�Q���R�D�B�S�H�N�M
�e �#�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M
�e �5�R�D�Q�R���R�D�B�S�H�N�M
�e �!�R�R�H�F�M���2�N�K�D�R���R�D�B�S�H�N�M
�e �0�T�A�K�H�B�@�S�H�N�M���4�X�O�D�R���R�D�B�S�H�N�M
�e �#�N�K�K�D�B�S�H�N�M�R���R�D�B�S�H�N�M
�e �0�Q�H�M�S�3�G�N�O���-�@�H�K���R�D�B�S�H�N�M��

�)�E���N�M�D���N�Q���@�K�K���R�D�B�S�H�N�M�R���@�Q�D���B�N�K�K�@�O�R�D�C���H�S���H�R���O�N�R�R�H�A�K�D���S�N���B�K�N�R�D���@�K�K���R�D�B�S�H�N�M�R���@�S���N�M�B�D���V�H�S�G���S�G�DCollapse all �A�T�S�S�N�M��
�4�G�D���Q�N�K�D���O�Q�N�O�D�Q�S�H�D�R���R�B�Q�D�D�M���V�H�S�G���S�G�D���B�N�K�K�@�O�R�H�A�K�D���R�D�B�S�H�N�M�R���H�R���U�H�R�H�A�K�D���S�G�@�M��
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General

�)�M���S�G�DGeneral �R�D�B�S�H�N�M���X�N�T���B�@�M���R�O�D�B�H�E�X���H�E���@���T�R�D�Q���L�@�X���R�D�D���S�G�D���N�O�S�H�N�MMy Account �H�M���S�G�DMenu �A�@�Q��

�] Edit My Account: �4�G�DMy Account �N�O�S�H�N�M�H�R���A�X�C�D�E�@�T�K�S���D�M�@�A�K�D�C�E�N�Q�D�@�B�G�Q�N�K�D���4�G�H�R�E�T�M�B�S�H�N�M�@�K�K�N�V�R
�T�R�D�Q�R���S�N���B�G�@�M�F�D���S�G�D�H�Q���N�V�M���T�R�D�Q���R�D�S�S�H�M�F�R�����4�G�DMy Account �N�O�S�H�N�M���@�O�O�D�@�Q�R���H�M���S�G�DMenu �A�@�Q��

New document

�4�G�DNew document �R�D�B�S�H�N�M�B�N�M�S�Q�N�K�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�@�Q�D�@�K�K�N�V�D�C�S�N�R�D�D�C�H�R�@�A�K�D�C�B�N�L�O�@�M�H�D�R���C�D�O�@�Q�S�L�D�M�S�R��
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���@�M�C���C�N�B�T�L�D�M�S�R���H�M���S�G�DNew document �R�D�B�S�H�N�M���N�E���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

New Document section

�] View disabled...: �4�G�D�R�D�B�G�D�B�J�A�N�W�D�R�@�Q�D�M�N�Q�L�@�K�K�X�R�V�H�S�B�G�D�C�N�E�E�E�N�Q�@�K�L�N�R�S�@�K�Q�N�K�D�R���4�G�D�R�D�N�O�S�H�N�M�R�@�K�K�N�V�R
�T�R�D�Q�R�S�N�R�D�D�C�H�R�@�A�K�D�C�B�N�L�O�@�M�H�D�R���C�D�O�@�Q�S�L�D�M�S�R���O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�@�M�C�C�N�B�T�L�D�M�S�R���4�G�D�R�D�N�O�S�H�N�M�R�@�Q�D
�T�R�D�E�T�K���E�N�Q���S�D�R�S�H�M�F���C�N�B�T�L�D�M�S�R���A�D�E�N�Q�D���L�@�J�H�M�F���S�G�D�L���@�U�@�H�K�@�A�K�D���E�N�Q���N�Q�C�D�Q�H�M�F��

�] View company wide publication types: �4�G�DView company wide publication types �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R
�S�N�U�H�D�V�@�K�K�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�N�E�@�B�N�L�O�@�M�X�V�G�H�B�G�B�N�M�S�@�H�M�R�C�D�O�@�Q�S�L�D�M�S�R���.�N�Q�L�@�K�X�A�N�S�G���S�G�D�T�R�D�Q�@�M�C
�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D���M�D�D�C�S�N�A�D �@�R�R�H�F�M�D�C�S�N�@ �C�D�O�@�Q�S�L�D�M�S���4�G�H�R�N�O�S�H�N�M�H�R�S�X�O�H�B�@�K�K�X�T�R�D�C�E�N�Q�S�G�D
�@�C�L�H�M�H�R�S�Q�@�S�N�Q�����O�Q�N�C�T�B�S���L�@�M�@�F�D�Q�����N�O�D�Q�@�S�N�Q�����C�D�R�H�F�M�D�Q���@�M�C���B�N�L�O�@�M�X���L�@�M�@�F�D�Q��

Order Manager

�)�M�S�G�DOrder Manager �R�D�B�S�H�N�M�D�@�B�G�N�O�S�H�N�M�F�Q�N�T�O�H�R�Q�D�K�@�S�D�C�S�N�@�O�@�Q�S�N�E�S�G�D�R�H�C�D�L�D�M�T�H�M�S�G�DOrder Manager ��
�7�G�D�M���S�G�DAccess �B�G�D�B�J�A�N�W���H�R���B�G�D�B�J�D�C���S�G�D���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���@�U�@�H�K�@�A�K�D��
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Order Manager section

�] Access: �4�G�DAccess �B�G�D�B�J�A�N�W�H�M�S�G�H�R�R�D�B�S�H�N�M�H�R�M�N�Q�L�@�K�K�X�N�M�E�N�Q�@�K�K�T�R�D�Q�Q�N�K�D�R�@�M�C�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R
�R�D�D�S�G�DOrder Manager �S�@�A�H�M�S�G�DMenu �A�@�Q�N�Q�M�N�S���4�G�DAccess all orders �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�U�H�D�V�@�M�C
�D�C�H�S�@�K�K�N�Q�C�D�Q�R���V�H�S�G�H�M�@�K�K�R�S�@�S�T�R�D�R�@�M�C�B�N�L�O�@�M�H�D�R�	�H�M�S�G�D�/�Q�C�D�Q�-�@�M�@�F�D�Q���4�G�DLimited access �B�G�D�B�J�A�N�W
�K�H�L�H�S�R�T�R�D�Q�R�@�B�B�D�R�R�S�N�S�G�D�H�Q�N�V�M�O�Q�H�M�S�N�Q�C�D�Q�R���)�E�S�G�H�R�B�G�D�B�J�A�N�W�H�R�M�N�S�R�D�K�D�B�S�D�C���T�R�D�Q�R�B�@�M�R�D�D�@�K�K�O�Q�H�M�S�I�N�A�R
�E�Q�N�L���S�G�D���C�D�O�@�Q�S�L�D�M�S�R���@�M�C���N�Q���B�N�L�O�@�M�H�D�R���S�G�@�S���S�G�D���T�R�D�Q���A�D�K�N�M�F�R���S�N��

�] Edit Order Reference: �4�G�DEdit order reference �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�D�C�H�S�S�G�D�Q�D�E�D�Q�D�M�B�D�E�H�D�K�C�H�M�S�G�D
�N�Q�C�D�Q�H�M�E�N�Q�L�@�S�H�N�M�V�H�M�C�N�V�N�E�S�G�D�M�D�V�C�N�B�T�L�D�M�S�R�D�B�S�H�N�M���4�G�D�B�T�R�S�N�L�D�Q�Q�N�K�D�R�G�@�U�D�S�G�H�R�B�G�D�B�J�A�N�W�R�V�H�S�B�G�D�C
�N�M��

�] �4�G�DOrder Manager �R�D�B�S�H�N�M���G�@�R���S�G�D���E�N�K�K�N�V�H�M�F���R�T�A���R�D�B�S�H�N�M�R��
�e �3�D�S���/�Q�C�D�Q���3�S�@�S�T�R
�e �6�H�D�V���3�S�@�S�T�R���&�N�K�C�D�Q�R
�e �6�H�D�V���0�D�Q�R�N�M�@�K���/�Q�C�D�Q���&�N�K�C�D�Q

Set Order Status

�4�G�DSet Order Status �R�D�B�S�H�N�M�C�D�E�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�G�@�U�D�@�B�B�D�R�R�S�N�@�E�N�K�C�D�Q�S�N�@�C�I�T�R�S�@�O�Q�H�M�S�I�N�A�S�N�S�G�D
�R�D�K�D�B�S�D�C���R�S�@�S�T�R�D�R��

�4�G�DSet Order Status �B�G�D�B�J�A�N�W�D�R�D�M�@�A�K�D�R�@�T�R�D�Q�S�N�R�D�S�S�G�D�R�S�@�S�T�R�N�E�@�O�Q�H�M�S�I�N�A�S�N�S�G�D�R�S�@�S�T�R�D�R�V�H�S�G�@�B�G�D�B�J�D�C
�B�G�D�B�J�A�N�W�����4�G�DQuote price �B�G�D�B�J�A�N�W���B�N�M�S�Q�N�K�R���S�G�D���Q�H�F�G�S���S�N���@�C�C���@���O�Q�H�B�D���S�N���@�M���N�Q�C�D�Q���V�H�S�G���@���P�T�N�S�D���Q�D�P�T�D�R�S��

Set order status section

View status folders

�4�G�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K�R���@���T�R�D�Q�R���Q�H�F�G�S���S�N���U�H�D�V���O�Q�H�M�S���I�N�A�R���H�M���@���F�H�U�D�M���R�S�@�S�T�R��
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View status folders section

�] Status folders: �4�G�D���_folders �B�G�D�B�J�A�N�W�D�R���B�N�M�S�Q�N�K�R���@���T�R�D�Q�R���Q�H�F�G�S���S�N���U�H�D�V���O�Q�H�M�S���I�N�A�R���H�M���@���F�H�U�D�M���R�S�@�S�T�R��
�] Edit options: �4�G�DEdit �������B�G�D�B�J�A�N�W�D�R�B�N�M�S�Q�N�K�R�S�G�D�T�R�D�Q�R�Q�H�F�G�S�S�N�D�C�H�S�O�Q�H�M�S�I�N�A�R�N�Q�S�G�D�O�Q�H�M�S�I�N�A���R�P�T�@�M�S�H�S�X

�H�M���@���R�O�D�B�H�E�H�B���E�N�K�C�D�Q��
�] Delete options: �4�G�DDelete �_ �B�G�D�B�J�A�N�W�D�R�B�N�M�S�Q�N�K�R�S�G�D�T�R�D�Q�R�Q�H�F�G�S�S�N�C�D�K�D�S�D�O�Q�H�M�S�I�N�A�R�H�M�@�R�O�D�B�H�E�H�B

�E�N�K�C�D�Q��
�] Print Orders: �4�G�DPrint orders �B�G�D�B�J�A�N�W���B�N�M�S�Q�N�K�R���S�G�D���T�R�D�Q�R���Q�H�F�G�S���S�N���O�Q�H�M�S���I�N�A�R���H�M���S�G�DIn-plant �E�N�K�C�D�Q�����"�X

�C�D�E�@�T�K�S���S�G�D���C�D�R�H�F�M�D�Q�����N�O�D�Q�@�S�N�Q���@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q���Q�N�K�D�R���G�@�U�D���S�G�H�R���N�O�S�H�N�M���B�G�D�B�J�D�C��
�] Export Report: �)�E�S�G�DExport report �E�T�M�B�S�H�N�M�H�M�S�G�DCompleted �E�N�K�C�D�Q�H�R�D�M�@�A�K�D�C���S�G�D�T�R�D�Q�B�@�M�R�N�Q�S�@�M�C

�D�W�O�N�Q�S���@���E�H�K�D���V�H�S�G���@�K�K���N�Q�C�D�Q���H�M�E�N�Q�L�@�S�H�N�M���E�Q�N�L���@���R�O�D�B�H�E�H�B���X�D�@�Q���@�M�C���N�Q���L�N�M�S�G��
�] Re-Order: �4�G�H�R�B�G�D�B�J�A�N�W�B�N�M�S�Q�N�K�R�S�G�D�T�R�D�Q�R�Q�H�F�G�S�S�N�Q�D��N�Q�C�D�Q�D�W�H�R�S�H�M�F�O�Q�H�M�S�I�N�A�R�E�Q�N�L�S�G�DCompleted

�E�N�K�C�D�Q��

View Personal Order Folder

�4�G�H�R���R�D�B�S�H�N�M���B�N�M�S�Q�N�K�R���V�G�D�S�G�D�Q���T�R�D�Q�R���G�@�U�D���Q�H�F�G�S���S�N���R�D�D���R�O�D�B�H�E�H�B���N�Q�C�D�Q���E�N�K�C�D�Q�R���@�M�C���S�G�D���I�N�A�R���H�M���S�G�D�R�D���E�N�K�C�D�Q�R��
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View personal order folders section

�] My Orders Folder: �4�G�Hs �N�O�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�B�@�M�F�D�S�@�M�N�U�D�Q�U�H�D�V�N�E�@�K�K�S�G�D�H�Q�N�Q�C�D�Q�R�S�G�@�S�G�@�U�D
�M�N�S�X�D�S�A�D�D�M�B�N�L�O�K�D�S�D�C���4�G�DMy Orders Folder �H�R�A�X�C�D�E�@�T�K�S�D�M�@�A�K�D�C�E�N�Q�D�U�D�Q�X�T�R�D�Q�@�K�K�N�V�H�M�F�S�G�D�T�R�D�Q�S�N
�R�D�D���G�H�R���N�V�M���N�Q�C�D�Q�R��

�] My Approved Order Folder: �4�G�H�R�N�O�S�H�N�M�D�M�@�A�K�D�R�T�R�D�Q�R�S�N�U�H�D�V�S�G�D�O�Q�H�M�S�I�N�A�R�S�G�D�X�G�@�U�D�@�O�O�Q�N�U�D�C��
�H�M�B�K�T�C�D�C�S�G�D�O�Q�H�M�S�I�N�A�R�S�G�@�S�S�G�D�X�@�O�O�Q�N�U�D�C�N�E�N�S�G�D�Q�T�R�D�Q�R���"�X �C�D�E�@�T�K�S�S�G�H�R�E�N�K�C�D�Q�H�R�U�H�R�H�A�K�D�E�N�Q�O�N�V�D�Q
�T�R�D�Q�R���A�D�B�@�T�R�D�S�G�D�X�B�@�M�@�O�O�Q�N�U�D�N�Q�C�D�Q�R�E�Q�N�L�N�S�G�D�Q�T�R�D�Q�R���!�K�K�@�O�O�Q�N�U�D�C�N�Q�C�D�Q�R�B�@�M�A�D�U�H�D�V�D�C�H�M�S�G�D
Approved �E�N�K�C�D�Q��

�] My Departments Folder: �4�G�H�R�N�O�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�B�@�M�U�H�D�V�@�K�K�O�Q�H�M�S�I�N�A�R�E�Q�N�L�S�G�D
�C�D�O�@�Q�S�L�D�M�S�R�S�G�D�X�G�@�U�D�@�B�B�D�R�R�Q�H�F�G�S�R�S�N���)�M�S�G�D�C�D�E�@�T�K�S�R�D�S�T�O�S�G�H�R�E�N�K�C�D�Q�H�R�U�H�R�H�A�K�D�E�N�Q�S�G�D�C�D�O�@�Q�S�L�D�M�S
�L�@�M�@�F�D�Q��

�] My Companies Folder: �4�G�H�R�N�O�S�H�N�M�D�M�@�A�K�D�R�T�R�D�Q�R�S�N�U�H�D�V�@�K�K�O�Q�H�M�S�I�N�A�R�E�Q�N�L�S�G�D�B�N�L�O�@�M�X�N�Q�B�N�L�O�@�M�H�D�R
�S�G�D�X�G�@�U�D�@�B�B�D�R�R�Q�H�F�G�S�R�S�N���)�M�S�G�D�C�D�E�@�T�K�S�R�D�S�T�O�B�N�L�O�@�M�X�L�@�M�@�F�D�Q�R�@�M�C�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�R�B�@�M�R�D�D
�S�G�H�R���E�N�K�C�D�Q��

Companies

�)�M�S�G�DCompanies �R�D�B�S�H�N�M�D�@�B�G�A�K�N�B�J�H�R�Q�D�K�@�S�D�C�S�N�@�M�H�S�D�L�N�E�S�G�D�R�H�C�D�L�D�M�T���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R
�B�G�D�B�J�D�C���S�G�D���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���@�U�@�H�K�@�A�K�D��
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Companies section

�] Access: �4�G�DAccess �B�G�D�B�J�A�N�W�H�M�S�G�DCompanies �R�D�B�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DCompanies �S�@�A
�H�M�S�G�DMenu �A�@�Q�N�Q�M�N�S�@�M�C�H�R�N�E�E�A�X�C�D�E�@�T�K�S�E�N�Q�@�K�K�T�R�D�Q�Q�N�K�D�R���D�W�B�D�O�S�S�G�D�C�D�O�@�Q�S�L�D�M�S�L�@�M�@�F�D�Q���B�N�L�O�@�M�X
�L�@�M�@�F�D�Q�����O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q���@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q��

�] View All Companies: �4�G�DView all companies �B�G�D�B�J�A�N�W�@�K�K�N�V�R�T�R�D�Q�R�S�N�U�H�D�V�@�K�K�B�N�L�O�@�M�X�@�M�C�B�N�L�O�@�M�X
�Q�D�K�@�S�D�C�H�S�D�L�R���T�R�D�Q�R�@�M�C�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�	���7�G�D�M�C�D�R�D�K�D�B�S�D�C�X�N�T���K�K�M�D�D�C�S�N�@�R�R�H�F�M�S�G�D�T�R�D�Q�S�N�@
�B�N�L�O�@�M�X���E�H�Q�R�S��

�] Web Design: �4�G�DWeb Design �B�G�D�B�J�A�N�W�F�H�U�D�T�R�D�Q�R�S�G�D�Q�H�F�G�S�S�N�B�G�@�M�F�D�S�G�D�7�D�A�C�D�R�H�F�M�E�N�Q�@�B�N�L�O�@�M�X��
�4�G�H�R�N�O�S�H�N�M�@�K�K�N�V�R�@�T�R�D�Q�S�N�B�G�@�M�F�D�S�G�D�B�N�K�N�Q�R�D�S�S�H�M�F�R���T�O�K�N�@�C�@�M�N�S�G�D�Q�B�T�R�S�N�L�K�N�F�N�N�Q�R�D�K�D�B�S�@�M�N�S�G�D�Q�R�J�H�M
�E�N�Q���S�G�D���B�N�L�O�@�M�X���S�G�D���T�R�D�Q���A�D�K�N�M�F�R���S�N��

�] Add and Delete: �4�G�DAdd and delete �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�B�N�L�O�@�M�H�D�R���4�G�D�N�O�S�H�N�M�R
Enable/disable �@�M�CEdit �@�Q�D���C�H�Q�D�B�S�K�X���Q�D�K�@�S�D�C���S�N���S�G�DAdd and delete �N�O�S�H�N�M��
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�] Enable/ disable: �7�G�D�M�S�G�DEnable/ disable �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�@�T�R�D�Q�B�@�M�B�N�M�S�Q�N�K�V�G�D�S�G�D�Q�@�B�N�L�O�@�M�X�H�R
�U�H�R�H�A�K�D���D�M�@�A�K�D�C�	�E�N�Q�N�S�G�D�Q�T�R�D�Q�R�N�Q�M�N�S���C�H�R�@�A�K�D�C�	���! �C�H�R�@�A�K�D�C�B�N�L�O�@�M�X�H�R�M�N�Q�L�@�K�K�X�M�N�S�U�H�R�H�A�K�D�E�N�Q�N�S�G�D�Q
�T�R�D�Q�R���D�W�B�D�O�S�V�G�D�M�S�G�DView disabled companies �H�R�R�D�K�D�B�S�D�C�H�M�S�G�DNew document section �@�A�N�U�D�	�E�Q�N�L
�S�G�H�R���K�H�R�S��

�] Edit: �4�G�DEdit �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���L�N�C�H�E�X���S�G�D���O�Q�N�O�D�Q�S�H�D�R���N�E���@���B�N�L�O�@�M�X��

�4�G�DCompanies �R�D�B�S�H�N�M���G�@�R���E�N�T�Q���R�T�A���R�D�B�S�H�N�M�R��

���� �5�R�D�Q�R
���� �0�T�A�K�H�B�@�S�H�N�M���4�X�O�D�R
���� �0�Q�H�B�H�M�F���@�M�C���/�Q�C�D�Q�H�M�F
���� �$�D�O�@�Q�S�L�D�M�S�R

Users

�4�G�DUsers �R�D�B�S�H�N�M�C�D�E�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DUsers �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�B�N�L�O�@�M�H�D�R�R�D�B�S�H�N�M���! �T�R�D�Q
�B�@�M���N�M�K�X���B�N�M�S�Q�N�K���S�G�N�R�D���T�R�D�Q�R���V�G�N���G�@�U�D���N�M�D���N�E���S�G�D���Q�N�K�D�R���S�G�@�S���S�G�D���T�R�D�Q���L�@�X���@�R�R�H�F�M���S�N���@�M�N�S�G�D�Q���T�R�D�Q��

Companies section - Users

�] Access: �4�G�DAccess �B�G�D�B�J�A�N�W�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DUsers �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D
�B�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M�����7�G�D�M���S�G�DAccess �B�G�D�B�J�A�N�W���H�R���T�M�B�G�D�B�J�D�C���@�K�K���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���M�N�S���@�U�@�H�K�@�A�K�D��

�] Assign: �4�G�DAssign �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���@�R�R�H�F�M���T�R�D�Q�R���S�N���@���B�N�L�O�@�M�X��
�] Add and Delete: �4�G�DAdd and delete �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�T�R�D�Q�R���4�G�D�N�O�S�H�N�M�REnable/

disable �@�M�CEdit �@�Q�D���C�H�Q�D�B�S�K�X���Q�D�K�@�S�D�C���S�N���S�G�DAdd and delete �N�O�S�H�N�M��
�] Enable/disable: �4�G�DEnable/disable �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���B�N�M�S�Q�N�K���N�S�G�D�Q���T�R�D�Q�R���@�B�B�D�R�R���S�N���S�G�D���R�X�R�S�D�L��
�] Edit: �4�G�DEdit �E�T�M�B�S�H�N�M���B�N�M�S�Q�N�K�R���V�G�D�S�G�D�Q���@���T�R�D�Q���B�@�M���D�C�H�S���S�G�D���T�R�D�Q���H�M�E�N�Q�L�@�S�H�N�M���N�E���N�S�G�D�Q���T�R�D�Q�R��

Publication Types

�)�M�S�G�H�RPublication Types �R�D�B�S�H�N�M�H�R�C�D�E�H�M�D�C�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPublication Types �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E
�S�G�D���B�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M��

Companies section - Publication types

�] Access: �4�G�DAccess �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPublication Types �H�S�D�L�H�M�S�G�D�R�H�C�D
�L�D�M�T�N�E�S�G�D�B�N�L�O�@�M�H�D�R�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�S�G�DEnable/ disable �N�O�S�H�N�M�H�R
�M�N�S���@�U�@�H�K�@�A�K�D��

�] Enable/ disable: �7�G�D�M�S�G�DEnable/ disable �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�T�R�D�Q�R�B�@�M�D�M�@�A�K�D���C�H�R�@�A�K�D�C�N�B�T�L�D�M�S�R��
�$�H�R�@�A�K�D�C�C�N�B�T�L�D�M�S�R�B�@�M�N�M�K�X�A�D�U�H�D�V�D�C�A�X�T�R�D�Q�R�V�G�N�R�D�Q�N�K�D�G�@�U�D�S�G�DView disabled documents �N�O�S�H�N�M
�D�M�@�A�K�D�C��
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Pricing and Ordering

�)�M�S�G�H�RPricing and Ordering �R�D�B�S�H�N�M�H�R�C�D�E�H�M�D�C�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPricing and Ordering �H�S�D�L�H�M�S�G�D�R�H�C�D
�L�D�M�T���N�E���S�G�D���B�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M��

Companies section - Pricing and Ordering

�] Edit Tax: �4�G�DEdit Tax �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPricing and Ordering �H�S�D�L�H�M�S�G�D�R�H�C�D
�L�D�M�T�N�E�S�G�D�B�N�L�O�@�M�H�D�R�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�S�G�DTax �N�O�S�H�N�M�H�R�M�N�S�@�U�@�H�K�@�A�K�D��
�"�X���C�D�E�@�T�K�S���N�M�K�X���S�G�D���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q���@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q���G�@�U�D���@�B�B�D�R�R���Q�H�F�G�S��

�] Edit Shipping Rates: �4�G�DEdit Shipping Rates �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPricing and
Ordering �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�B�N�L�O�@�M�H�D�R�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�S�G�D
Shipping Rates �N�O�S�H�N�M�H�R�M�N�S�@�U�@�H�K�@�A�K�D���"�X �C�D�E�@�T�K�S�N�M�K�X�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�R�@�M�C�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�G�@�U�D
�@�B�B�D�R�R���Q�H�F�G�S��

�] Edit Payment Modules: �4�G�DEdit Payment Modules �B�G�D�B�J�A�N�W���C�D�S�D�Q�L�H�M�D�R���V�G�D�S�G�D�Q���T�R�D�Q�R���R�D�D���S�G�DPricing
and Ordering �H�S�D�L���H�M���S�G�D���R�H�C�D���L�D�M�T���N�E���S�G�D���B�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M�����7�G�D�M���S�G�DAccess �B�G�D�B�J�A�N�W���H�R���T�M�B�G�D�B�J�D�C
�S�G�DPayment modules �N�O�S�H�N�M���H�R���M�N�S���@�U�@�H�K�@�A�K�D�����"�X���C�D�E�@�T�K�S���N�M�K�X���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q�R���@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q�R
�G�@�U�D���@�B�B�D�R�R���Q�H�F�G�S��

Departments

�4�G�DDepartment �R�D�B�S�H�N�M�C�D�E�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DDepartments �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�B�N�L�O�@�M�H�D�R
�R�D�B�S�H�N�M��
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Companies section - Departments

�] Access: �4�G�DAccess �B�G�D�B�J�A�N�W�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DDepartments �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D
�B�N�L�O�@�M�H�D�R���R�D�B�S�H�N�M�����/�M�K�X���V�G�D�M���S�G�DAccess �B�G�D�B�J�A�N�W���H�R���B�G�D�B�J�D�C���@�Q�D���S�G�D���N�S�G�D�Q���N�O�S�H�N�M�R���@�U�@�H�K�@�A�K�D��

�] Access all Departments: �4�G�DAccess all departments �N�O�S�H�N�M�F�H�U�D�R�T�R�D�Q�R�S�G�D�Q�H�F�G�S�S�N�U�H�D�V�@�K�K
�C�D�O�@�Q�S�L�D�M�S�R��

�] Add and Delete: �4�G�DAdd and delete �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�@�C�D�O�@�Q�S�L�D�M�S���4�G�D�N�O�S�H�N�M�R
Enable/ disable �@�M�CEdit �@�Q�D�C�H�Q�D�B�S�K�X�Q�D�K�@�S�D�C�S�N�S�G�DAdd and delete �N�O�S�H�N�M���! �C�H�R�@�A�K�D�C�B�N�L�O�@�M�X�H�R�U�H�R�H�A�K�D
�H�M�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�N�U�D�Q�U�H�D�V���A�T�S�T�R�D�Q�R�G�@�U�D�M�N�@�B�B�D�R�R�S�N�S�G�D�C�H�R�@�A�K�D�C�C�D�O�@�Q�S�L�D�M�S�R�D�W�B�D�O�S�V�G�D�M�S�G�D�H�Q
�Q�N�K�D���G�@�R���S�G�D���N�O�S�H�N�MView disabled departments �B�G�D�B�J�D�C��

�] Users: �4�G�DUsers �R�T�A�R�D�B�S�H�N�M�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�D�S�O�Q�H�U�H�K�D�F�D�R�Q�D�F�@�Q�C�H�M�F�T�R�D�Q�@�B�B�N�T�M�S�R�V�H�S�G�H�M�S�G�D
Department �R�D�B�S�H�N�M���N�E���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

�e Access: �4�G�DAccess �B�G�D�B�J�A�N�W�H�M�S�G�H�R�T�R�D�Q�R�D�B�S�H�N�M�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DUsers �H�S�D�L�H�M
�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�@�K�K�N�S�G�D�Q
�N�O�S�H�N�M�R���@�Q�D���M�N�S���@�U�@�H�K�@�A�K�D��

�e Assign: �4�G�DAssign �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���@�R�R�H�F�M���T�R�D�Q�R���S�N���@���C�D�O�@�Q�S�L�D�M�S��
�e Add and Delete: �4�G�DAdd and delete �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�T�R�D�Q�R���4�G�D�N�O�S�H�N�M�R

Enable/disable �@�M�CEdit �@�Q�D���C�H�Q�D�B�S���Q�D�K�@�S�D�C���S�N���S�G�DAdd and delete �N�O�S�H�N�M��
�e Enable/ disable: �7�G�D�M�S�G�DEnable/ disable �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�T�R�D�Q�R�B�@�M�B�N�M�S�Q�N�K�N�S�G�D�Q�T�R�D�Q�R�@�B�B�D�R�R

�S�N���S�G�D���R�X�R�S�D�L��
�e Edit: �4�G�DEdit �N�O�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�S�G�D�T�R�D�Q�H�M�E�N�Q�L�@�S�H�N�M�N�E�T�R�D�Q�R�H�M�S�G�D�C�D�O�@�Q�S�L�D�M�S�B�@�M�A�D

�D�C�H�S�D�C��

�] Publication Types: �4�G�DPublication Types �R�T�A�R�D�B�S�H�N�M�H�R�T�R�D�C�S�N�R�D�S�O�Q�H�U�H�K�D�F�D�R�Q�D�F�@�Q�C�H�M�F�S�G�D�O�T�A�K�H�B�@�S�H�N�M
�S�X�O�D�R���N�E���@���C�D�O�@�Q�S�L�D�M�S��

�e Access: �4�G�DAccess �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPublication Types �H�S�D�L�H�M�S�G�D�R�H�C�D
�L�D�M�T�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�@�K�K�N�S�G�D�Q�N�O�S�H�N�M�R�@�Q�D�M�N�S
�@�U�@�H�K�@�A�K�D��

�e Assign: �4�G�DAssign �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���@�R�R�H�F�M���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R���S�N���@���C�D�O�@�Q�S�L�D�M�S��
�e Enable/ Disable: �7�G�D�M�S�G�DEnable/ disable �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�T�R�D�Q�R�B�@�M�D�M�@�A�K�D���C�H�R�@�A�K�D�C�N�B�T�L�D�M�S�R��

�$�H�R�@�A�K�D�C�C�N�B�T�L�D�M�S�R�@�Q�D�M�N�S�U�H�R�H�A�K�D�E�N�Q�T�R�D�Q�R�D�W�B�D�O�S�V�G�D�M�S�G�DView disabled documents �N�O�S�H�N�M�H�R
�R�D�K�D�B�S�D�C���H�M���S�G�D�H�Q���Q�N�K�D��

�] Pricing and Ordering: �4�G�DPricing and Ordering �R�T�A�R�D�B�S�H�N�M�H�R�T�R�D�C�S�N�R�D�S�O�Q�H�U�H�K�D�F�D�R�Q�D�F�@�Q�C�H�M�F�S�G�D
Pricing and Ordering �R�D�B�S�H�N�M�N�E�@�C�D�O�@�Q�S�L�D�M�S���"�X �D�W�@�L�O�K�D�V�G�D�M�S�G�DEdit Shipping Rates �B�G�D�B�J�A�N�W�H�M�S�G�D
�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M�H�R�B�G�D�B�J�D�C�E�N�Q�S�G�D�B�N�L�O�@�M�X�L�@�M�@�F�D�Q���S�G�D�B�N�L�O�@�M�X�L�@�M�@�F�D�Q�G�@�R�@�B�B�D�R�R�Q�H�F�G�S�R�N�M
�C�D�O�@�Q�S�L�D�M�S�K�D�U�D�K�S�N�S�G�DPricing and Ordering �R�D�B�S�H�N�M�@�M�C�B�@�M�R�D�K�D�B�S�S�G�D�3�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�E�N�Q�D�@�B�G�N�E
�G�H�R���C�D�O�@�Q�S�L�D�M�S�R��

�e Edit Tax: �4�G�DEdit Tax �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPricing and Ordering �H�S�D�L�H�M
�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C�S�G�DTax �N�O�S�H�N�M
�H�R���M�N�S���@�U�@�H�K�@�A�K�D�����"�X���C�D�E�@�T�K�S���N�M�K�X���S�G�D���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q���@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q���G�@�U�D���@�B�B�D�R�R���Q�H�F�G�S��

�e Edit Shipping Rates: �4�G�DEdit Shipping Rates �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DPricing
and Ordering �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R
�T�M�B�G�D�B�J�D�C�S�G�DShipping Rates �N�O�S�H�N�M�H�R�M�N�S�@�U�@�H�K�@�A�K�D���"�X �C�D�E�@�T�K�S�N�M�K�X�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�R�@�M�C
�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R���G�@�U�D���@�B�B�D�R�R���Q�H�F�G�S��

�e Edit Payment Modules: �4�G�DEdit Payment Modules �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�D
Pricing and Ordering �H�S�D�L�H�M�S�G�D�R�H�C�D�L�D�M�T�N�E�S�G�D�C�D�O�@�Q�S�L�D�M�S�R�D�B�S�H�N�M���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W
�H�R�T�M�B�G�D�B�J�D�C�S�G�DPayment modules �N�O�S�H�N�M�H�R�M�N�S�@�U�@�H�K�@�A�K�D���"�X �C�D�E�@�T�K�S�N�M�K�X�O�Q�N�C�T�B�S�H�N�M�L�@�M�@�F�D�Q�R
�@�M�C���@�C�L�H�M�H�R�S�Q�@�S�N�Q�R���G�@�U�D���@�B�B�D�R�R���Q�H�F�G�S��

�e Access: �4�G�DAccess �B�G�D�B�J�A�N�W�H�M�S�G�DUsers �R�D�B�S�H�N�M�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�R�D�D�S�G�DUsers �S�@�A�H�M�S�G�D
Menu �A�@�Q���@�M�C���H�R���A�X���C�D�E�@�T�K�S���C�H�R�@�A�K�D�C���E�N�Q���@�K�K���T�R�D�Q���Q�N�K�D�R��

�e Add and Delete: �4�G�DAdd and delete �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�T�R�D�Q�R���4�G�D�N�O�S�H�N�M�R
Enable/disable �@�M�CEdit �@�Q�D���C�H�Q�D�B�S�K�X���Q�D�K�@�S�D�C���S�N���S�G�DAdd and delete �N�O�S�H�N�M�R��

�e Enable/ Disable: �4�G�DEnable/ disable �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�D�M�@�A�K�D�N�S�G�D�Q�T�R�D�Q�R�@�B�B�D�R�R�S�N�S�G�D
�R�X�R�S�D�L�����$�H�R�@�A�K�D�C���T�R�D�Q�R���Q�D�L�@�H�M���U�H�R�H�A�K�D���H�M���S�G�D���T�R�D�Q�R���N�U�D�Q�U�H�D�V��

�e Edit: �4�G�DEdit �N�O�S�H�N�M���@�K�K�N�V�R���T�R�D�Q�R���S�N���L�N�C�H�E�X���N�S�G�D�Q���T�R�D�Q�R�c���H�M�E�N�Q�L�@�S�H�N�M��
�e Roles: �4�N�R�D�K�D�B�S�L�T�K�S�H�O�K�D�B�N�M�S�H�F�T�N�T�R�H�S�D�L�R�O�Q�D�R�R�S�G�DShift �J�D�X�@�M�C�R�D�K�D�B�S�S�G�D�E�H�Q�R�S�@�M�C�K�@�R�S�D�M�S�Q�X

�E�N�Q�X�N�T�Q�R�D�K�D�B�S�H�N�M���4�N�R�D�K�D�B�S�L�T�K�S�H�O�K�D�M�N�M�B�N�M�S�H�F�T�N�T�R�H�S�D�L�R�O�Q�D�R�R�S�G�DAlt �J�D�X�@�M�C�R�D�K�D�B�S�S�G�D
�@�O�O�Q�N�O�Q�H�@�S�D���Q�N�K�D�R��
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�e Access: �4�G�DAccess �B�G�D�B�J�A�N�W�D�M�@�A�K�D�R�T�R�D�Q�R�S�N�R�D�D�S�G�DPublication Types �S�@�A�H�M�S�G�DMenu �A�@�Q�@�M�C
�H�R���M�N�S���A�X���C�D�E�@�T�K�S���D�M�@�A�K�D�C���E�N�Q���@�K�K���T�R�D�Q���Q�N�K�D�R��

�e Add and Delete: �4�G�DAdd and Delete �B�G�D�B�J�A�N�W���@�K�K�N�V�R���T�R�D�Q�R���S�N���@�C�C���@�M�C���C�D�K�D�S�D���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R��
�e Enable/ Disable: �7�G�D�M�S�G�DEnable/ disable �B�G�D�B�J�A�N�W�H�R�R�D�K�D�B�S�D�C�T�R�D�Q�R�B�@�M�D�M�@�A�K�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D

�E�N�K�C�D�Q�R���$�H�R�@�A�K�D�C�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�R�@�Q�D�M�N�S�U�H�R�H�A�K�D�E�N�Q�T�R�D�Q�R���D�W�B�D�O�S�V�G�D�M�S�G�DView disabled
publication types �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�H�M�S�G�DNew document �R�D�B�S�H�N�M�	���)�S�H�R�T�R�D�E�T�K�S�N�C�H�R�@�A�K�D�@
�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�V�G�H�K�D�C�N�B�T�L�D�M�S�R�@�M�C�O�Q�H�B�H�M�F�H�M�E�N�Q�L�@�S�H�N�M�@�Q�D�A�D�H�M�F�@�C�C�D�C���7�G�D�M�@�K�K
�H�M�E�N�Q�L�@�S�H�N�M�H�R�@�C�C�D�C�X�N�T�B�@�M�D�@�R�H�K�X�D�M�@�A�K�D�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�@�K�K�N�V�H�M�F�T�R�D�Q�R�S�N�R�D�D�S�G�D
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

�e Edit: �4�G�DEdit �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�L�N�C�H�E�X�S�G�D�O�Q�N�O�D�Q�S�H�D�R�N�E�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�R���7�G�D�M�S�G�D
Edit �B�G�D�B�J�A�N�W���H�R���T�M�B�G�D�B�J�D�C���S�G�D���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���M�N�S���@�U�@�H�K�@�A�K�D��

�e Edit Production Code: �4�G�DEdit Production Code �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�B�G�@�M�F�D�O�Q�N�C�T�B�S�B�N�C�D�R�E�N�Q
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q�R��

�e Change Company: �4�G�DChange company �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�B�G�@�M�F�D�S�G�D�B�N�L�O�@�M�X�S�N�V�G�H�B�G�@
�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�H�R�@�R�R�H�F�M�D�C���0�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�B�@�M�A�D�Q�D�@�R�R�H�F�M�D�C�E�Q�N�L�S�G�D�O�Q�N�O�D�Q�S�H�D�R�O�@�F�D�N�E�S�G�@�S
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

�e Edit Pricing: �4�G�DEdit Pricing �B�G�D�B�J�A�N�W�C�D�S�D�Q�L�H�M�D�R�V�G�D�S�G�D�Q�T�R�D�Q�R�G�@�U�D�@�B�B�D�R�R�S�N�S�G�D�O�Q�H�B�H�M�F
�H�M�E�N�Q�L�@�S�H�N�M�H�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�R�D�B�S�H�N�M���)�E�S�G�D�B�G�D�B�J�A�N�W�H�R�B�G�D�B�J�D�C�H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�C�C�@�M�C
�C�D�K�D�S�D���@�K�K���O�Q�H�B�H�M�F���H�M�E�N�Q�L�@�S�H�N�M��

�e Add and Delete: �4�G�DAdd and delete �B�G�D�B�J�A�N�W�@�K�K�N�V�R�T�R�D�Q�R�S�N�@�C�C�@�M�C�C�D�K�D�S�D�C�N�B�T�L�D�M�S�R�S�N�@
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���E�N�K�C�D�Q��

�e Enable/ Disable: �4�G�DEnable/ disable �B�G�D�B�J�A�N�W�B�N�M�S�Q�N�K�R�V�G�D�S�G�D�Q�T�R�D�Q�R�B�@�M�D�M�@�A�K�D�N�Q�C�H�R�@�A�K�D
�C�N�B�T�L�D�M�S�R�H�M�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�R���$�H�R�@�A�K�D�C�C�N�B�T�L�D�M�S�R�@�Q�D�M�N�S�U�H�R�H�A�K�D�E�N�Q�T�R�D�Q�R���D�W�B�D�O�S
�V�G�D�M�S�G�DView disabled documents �N�O�S�H�N�M�H�R�R�D�K�D�B�S�D�C�H�M�S�G�DNew document �R�D�B�S�H�N�M�	���)�S�H�R�T�R�D�E�T�K�S�N
�C�H�R�@�A�K�D�@�C�N�B�T�L�D�M�S�V�G�H�K�D�O�Q�H�B�H�M�F�H�M�E�N�Q�L�@�S�H�N�M�H�R�@�C�C�D�C���/�M�B�D�@�K�K�H�M�E�N�Q�L�@�S�H�N�M�H�R�@�C�C�D�C�X�N�T�B�@�M
�D�@�R�H�K�X�D�M�@�A�K�D�S�G�D�C�N�B�T�L�D�M�S�@�M�C�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�E�N�K�C�D�Q�R�N�T�R�D�Q�R�B�@�M�R�D�D�S�G�D�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D
�E�N�K�C�D�Q���@�M�C���D�M�B�K�N�R�D�C���C�N�B�T�L�D�M�S�R��

�e Edit: �4�G�DEdit �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�L�N�C�H�E�X�S�G�D�O�Q�N�O�D�Q�S�H�D�R�N�E�C�N�B�T�L�D�M�S�R�H�M�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D
�E�N�K�C�D�Q�R�����7�G�D�M���S�G�DEdit �B�G�D�B�J�A�N�W���H�R���T�M�B�G�D�B�J�D�C���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���M�N�S���@�U�@�H�K�@�A�K�D��

�e Edit Production Code: �4�G�DEdit Production Code �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�B�G�@�M�F�D�O�Q�N�C�T�B�S�B�N�C�D�R�E�N�Q
�C�N�B�T�L�D�M�S�R��

�e Edit Operator Instructions: �4�G�DEdit operator instructions �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�L�N�C�H�E�X�S�G�D
�N�O�D�Q�@�S�N�Q���H�M�R�S�Q�T�B�S�H�N�M�R�����V�G�H�B�G���L�@�X���G�@�U�D���A�D�D�M���R�D�S���E�N�Q���@���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S�	��

�e Edit Printer: �4�G�DEdit printer �B�G�D�B�J�A�N�W�D�M�@�A�K�D�R�T�R�D�Q�R�S�N�R�D�K�D�B�S�@�M�N�S�G�D�Q�O�Q�H�M�S�D�Q�S�G�@�M�S�G�D
�C�N�B�T�L�D�M�S���O�Q�H�M�S�D�Q�����%�U�D�Q�X���0�Q�H�M�S�3�G�N�O���-�@�H�K���C�N�B�T�L�D�M�S���G�@�R���@���C�N�B�T�L�D�M�S���O�Q�H�M�S�D�Q���A�X���C�D�E�@�T�K�S��

�e Change Publication Type: �4�G�DChange Publication Type �N�O�S�H�N�M�@�K�K�N�V�R�T�R�D�Q�R�S�N�B�G�@�M�F�D�S�G�D
�O�T�A�K�H�B�@�S�H�N�M���S�X�O�D���S�N���V�G�H�B�G���@���C�N�B�T�L�D�M�S���H�R���@�R�R�H�F�M�D�C��

�e Edit Pricing: �4�G�DEdit Pricing �B�G�D�B�J�A�N�W�B�N�M�S�Q�N�K�R�@�B�B�D�R�R�S�N�S�G�D�O�Q�H�B�H�M�F�H�M�E�N�Q�L�@�S�H�N�M�H�M�S�G�D
�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�R�D�B�S�H�N�M�N�M�@�C�N�B�T�L�D�M�S�K�D�U�D�K���)�E�S�G�D�B�G�D�B�J�A�N�W�H�R�B�G�D�B�J�D�C�H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�C�C�@�M�C
�C�D�K�D�S�D���@�K�K���O�Q�H�B�H�M�F���H�M�E�N�Q�L�@�S�H�N�M��

�e Access: �)�E�B�G�D�B�J�D�C�S�G�D�T�R�D�Q�V�H�S�G�S�G�H�R�Q�N�K�D�H�R�F�Q�@�M�S�D�C�@�B�B�D�R�R�S�N�S�G�DCollection �R�D�B�S�H�N�M���! �T�R�D�Q�S�G�@�S
�G�@�R���@�B�B�D�R�R���S�N���S�G�DCollection �R�D�B�S�H�N�M���B�@�M���B�Q�D�@�S�D�����D�C�H�S���@�M�C���C�D�K�D�S�D���B�N�K�K�D�B�S�H�N�M�R��

�e Publish Document: �5�R�D�Q�R�V�H�S�G�S�G�DPublish document �B�G�D�B�J�A�N�W�B�G�D�B�J�D�C�G�@�U�D�Q�H�F�G�S�R�S�N�O�T�A�K�H�R�G
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Assign Roles

�]�3�N�L�D�Q�N�K�D�R�@�K�K�N�V�S�G�D�D�M�C�T�R�D�Q�S�N�L�@�M�@�F�D�T�R�D�Q�@�B�B�N�T�M�S�R���B�N�L�O�@�M�X�@�M�C�C�D�O�@�Q�S�L�D�M�S�L�@�M�@�F�D�Q�	���7�G�D�M
�B�Q�D�@�S�H�M�F�@�M�D�V�@�B�B�N�T�M�S�@�M�T�R�D�Q�M�@�L�D�@�M�C�O�@�R�R�V�N�Q�C�E�N�Q�S�G�@�S�@�B�B�N�T�M�S�M�D�D�C�R�S�N�A�D�R�O�D�B�H�E�H�D�C�@�R�V�D�K�@�R�@
�Q�N�K�D���4�G�DAssign Roles �R�D�B�S�H�N�M�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�C�D�E�H�M�D�V�G�H�B�G�Q�N�K�D�R�S�G�D�L�@�M�@�F�D�Q�B�@�M�@�R�R�H�F�M�V�G�D�M
�B�Q�D�@�S�H�M�F���@�M�C���D�C�H�S�H�M�F���@�B�B�N�T�M�S�R�����4�G�D���L�@�M�@�F�D�Q���V�H�K�K���A�D���@�A�K�D���S�N���L�@�M�@�F�D���T�R�D�Q�R���S�G�@�S���G�@�U�D���S�G�D�R�D���Q�N�K�D�R��

�]

¥ Assign Roles section

Publication Types

�]�)�M�S�G�DPublication Types �R�D�B�S�H�N�M�R�D�U�D�Q�@�K�A�K�N�B�J�R�B�@�M�A�D�B�G�D�B�J�D�C���7�G�D�M�S�G�DAccess �B�G�D�B�J�A�N�W�H�R�T�M�B�G�D�B�J�D�C
�@�K�K���N�S�G�D�Q���N�O�S�H�N�M�R���@�Q�D���M�N�S���@�U�@�H�K�@�A�K�D��

�]

¥ Publication Types section

Document

�]�4�G�D���N�O�S�H�N�M�R���E�N�T�M�C���H�M���S�G�DDocument �R�T�A�R�D�B�S�H�N�M���@�Q�D���T�R�D�C���S�N���C�D�E�H�M�D���S�D�L�O�K�@�S�D���C�N�B�T�L�D�M�S���Q�D�K�@�S�D�C���O�Q�H�U�H�K�D�F�D�R��
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Collections

�]�4�G�D�#�N�K�K�D�B�S�H�N�M�N�O�S�H�N�M�R�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�F�Q�@�M�S�@�B�B�D�R�R�S�N�S�G�DCollection �R�D�B�S�H�N�M�R�@�M�C�H�S�R�T�M�C�D�Q�K�@�X�H�M�F
�E�D�@�S�T�Q�D�R��

PrintShop Mail

�]�)�M���S�G�DPrintshop Mail �R�D�B�S�H�N�M���S�G�D���Q�H�F�G�S���S�N���O�T�A�K�H�R�G���C�N�B�T�L�D�M�S�R���S�N���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���B�@�M���A�D���C�D�E�H�M�D�C��
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5.4 Languages

�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���H�R���C�D�K�H�U�D�Q�D�C���V�H�S�G���U�@�Q�H�N�T�R���K�@�M�F�T�@�F�D�R�����)�M���S�G�DLanguage overview �O�@�F�D���X�N�T���B�@�M��

�] �3�D�K�D�B�S���S�G�D���R�X�R�S�D�L���K�@�M�F�T�@�F�D
�] �!�C�C���@���M�D�V���K�@�M�F�T�@�F�D
�] �#�G�@�M�F�D���S�G�D���C�D�E�@�T�K�S���K�@�M�F�T�@�F�D
�] �$�D�K�D�S�D���@���K�@�M�F�T�@�F�D��

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�R�D�S�S�G�D�R�X�R�S�D�L�K�@�M�F�T�@�F�D���4�G�D�R�X�R�S�D�L�K�@�M�F�T�@�F�D�H�R�S�G�D�C�D�E�@�T�K�S�K�@�M�F�T�@�F�D�E�N�Q�D�@�B�G
�B�N�L�O�@�M�X�@�M�C�@�K�K�T�R�D�Q�R���%�@�B�G�T�R�D�Q�B�@�M�R�D�K�D�B�S�S�G�D�K�@�M�F�T�@�F�D�S�G�D�X�V�@�M�S�S�N�T�R�D���7�G�D�M�@�T�R�D�Q�R�D�K�D�B�S�R�@�C�H�E�E�D�Q�D�M�S
�K�@�M�F�T�@�F�D�H�S�H�R�R�S�N�Q�D�C�H�M�S�G�D�C�@�S�@�A�@�R�D���5�R�D�Q�R�B�@�M�B�G�@�M�F�D�S�G�D�H�Q�N�V�M�K�@�M�F�T�@�F�D�O�Q�D�E�D�Q�D�M�B�D�A�X�B�K�H�B�J�H�M�FMy Account
�H�M���S�G�DMenu �A�@�Q�����4�G�D���R�X�R�S�D�L���V�H�K�K���T�R�D���S�G�D���R�X�R�S�D�L���K�@�M�F�T�@�F�D���N�Q���%�M�F�K�H�R�G���H�E���S�G�H�R���K�@�M�F�T�@�F�D���H�R���M�N�S���@�U�@�H�K�@�A�K�D��

5.4.1 Create a new language

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�@�C�C�M�D�V�K�@�M�F�T�@�F�D�R�S�N�S�G�D�K�@�M�F�T�@�F�D�K�H�R�S���)�E�@�R�S�Q�H�M�F�H�R�L�H�R�R�H�M�F�S�G�D�%�M�F�K�H�R�G�B�N�M�S�D�M�S�E�N�Q
�S�G�@�S���R�S�Q�H�M�F���H�R���R�G�N�V�M��

�4�N���@�C�C���@���K�@�M�F�T�@�F�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�JLanguage �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �H�M���S�G�D���,�@�M�F�T�@�F�D���N�U�D�Q�U�H�D�V���V�H�M�C�N�V�����4�G�DAdd �C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Add new language dialog

���� �&�H�K�K���H�M���S�G�D���E�N�K�K�N�V�H�M�F���O�@�Q�@�L�D�S�D�Q�R��
�e Language: �4�G�D���E�T�K�K���M�@�L�D���N�E���S�G�D���K�@�M�F�T�@�F�D�����O�Q�D�E�D�Q�@�A�K�X���K�N�B�@�K�H�Y�D�C�����.�D�C�D�Q�K�@�M�C�R�����$�D�T�S�R�B�G�����3�U�D�M�R�J�@�	��
�e Iso: �4�G�D���K�@�M�F�T�@�F�D���)�3�/��B�N�C�D�����S�V�N���B�G�@�Q�@�B�S�D�Q�R�����.�,�����$�%�����3�6�����D�S�B���	��

���� �#�K�H�B�JSave �S�N���B�K�N�R�D���S�G�D���C�H�@�K�N�F���@�M�C���@�C�C���S�G�D���M�D�V���K�@�M�F�T�@�F�D���S�N���S�G�DLanguage overview ��

5.4.2 Delete a language

�4�G�D���K�@�M�F�T�@�F�D�R���C�D�K�H�U�D�Q�D�C���V�H�S�G���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���R�X�R�S�D�L���B�@�M�M�N�S���A�D���C�D�K�D�S�D�C��

�4�N���C�D�K�D�S�D���@���K�@�M�F�T�@�F�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�JLanguages �E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���K�@�M�F�T�@�F�D�R���A�X���R�D�K�D�B�S�H�M�F���S�G�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �����@���V�@�Q�M�H�M�F���L�D�R�R�@�F�D���V�H�K�K���A�D���R�G�N�V�M��
���� �#�K�H�B�J���/�+���S�N���C�D�K�D�S�D���S�G�D���R�D�K�D�B�S�D�C���H�S�D�L�R��
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5.4.3 Edit a language

�)�S�H�R�O�N�R�R�H�A�K�D�S�N�D�C�H�S�D�U�D�Q�X�K�@�M�F�T�@�F�D�H�M�S�G�D�N�U�D�Q�U�H�D�V���)�E���A�X�D�W�@�L�O�K�D���@�M�D�V�K�@�M�F�T�@�F�D�H�R�@�C�C�D�C�H�S�H�R�O�N�H�R�R�H�A�K�D�S�N
�D�C�H�S���S�G�D���R�D�S�S�H�M�F�R���N�Q���S�N���@�C�C���@���S�Q�@�M�R�K�@�S�H�N�M���S�N���S�G�D���M�D�V���@�C�C�D�C���K�@�M�F�T�@�F�D�����4�N���D�C�H�S���@���K�@�M�F�T�@�F�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�J���S�G�DLanguage �H�S�D�L���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���@���K�@�M�F�T�@�F�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���N�M���S�G�D���M�@�L�D���N�E���S�G�D���K�@�M�F�T�@�F�D�����4�G�D���M�D�W�S���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �4�G�D���K�@�M�F�T�@�F�D���V�H�M�C�N�V���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General: �%�M�S�D�Q�S�G�Dlanguage name �@�M�CIso code �� �3�D�K�D�B�S�H�E�S�G�D�K�@�M�F�T�@�F�D�H�R�S�G�Ddefault language �N�Q

�M�N�S��
�e Formats: �4�G�D�D�L���$�@�S�D�E�N�Q�L�@�S�H�R�S�G�D�V�@�X�C�@�S�D�R�@�Q�D�O�Q�D�R�D�M�S�D�C�S�N�X�N�T�Q�B�T�R�S�N�L�D�Q�R�S�G�Q�N�T�F�G�N�T�S�S�G�D

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�X�R�S�D�L���E�N�Q�D�W�@�L�O�K�D������������������ �N�Q�������������������� �4�N�C�D�E�H�M�D�S�G�D�C�@�S�D�E�N�Q�L�@�S
�N�M�K�X���T�R�D��

�e �$���N�Q���$�$���E�N�Q���C�@�X
�e �-���N�Q���-�-���E�N�Q���L�N�M�S�G
�e �9�����9�9���N�Q���9�9�9�9���E�N�Q���X�D�@�Q
�e �
�e ��
�e ��

�4�G�DThousand �@�M�CDecimal separator �C�D�E�H�M�D�R�G�N�V�M�T�L�A�D�Q�R�@�Q�D�E�N�Q�L�@�S�S�D�C���E�N�Q�D�W�@�L�O�K�D����������������
�N�Q��������������������
�3�D�K�D�B�S�H�M�S�G�DFirst day of week �O�T�K�K��C�N�V�M��L�D�M�T�N�M�V�G�H�B�G�C�@�X�N�E�S�G�D�V�D�D�J�S�G�D�B�@�K�D�M�C�@�Q�R�G�N�T�K�C
�R�S�@�Q�S���"�X �C�D�E�@�T�K�S�S�G�D�E�H�Q�R�S�C�@�X�N�E�S�G�D�V�D�D�J�H�R�R�D�S�N�M�3�T�M�C�@�X���4�G�D�B�@�K�D�M�C�D�Q�H�R�R�G�N�V�M�N�M�S�G�DShipping
�O�@�F�D�����.�D�V���C�N�B�T�L�D�M�S�	�����@�E�S�D�Q���R�D�K�D�B�S�H�M�F���S�G�DShipping date �H�B�N�M��

�e Text variables: �H�S�H�R�O�N�R�R�H�A�K�D�S�N�B�G�@�M�F�D�S�G�DWelcome text �G�D�Q�D���4�G�DWelcome text �H�R�R�G�N�V�M�@�E�S�D�Q
�K�N�F�F�H�M�F���H�M���S�N���S�G�D���R�X�R�S�D�L��
�)�M�S�G�DUser interface strings �V�H�M�C�N�V�X�N�T�E�H�M�C�@�K�K�R�S�Q�H�M�F�R�T�R�D�C�H�M�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�X�R�S�D�L��
�9�N�T�B�@�M�D�C�H�S�@�M�C���N�Q�S�Q�@�M�R�K�@�S�D�@�K�K�A�T�S�S�N�M�R���S�D�W�S�H�S�D�L�R�@�M�C�R�S�Q�H�M�F�R�S�N�@�M�X�K�@�M�F�T�@�F�D���4�G�D�U�@�Q�H�@�A�K�D�R
�@�M�C���S�G�D���S�D�W�S���@�Q�D���R�D�O�@�Q�@�S�D�C���A�X�������R�X�L�A�N�K�R�����3�D�D���S�G�D���D�W�@�L�O�K�D�R���A�D�K�N�V��
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cWelcome=Welcome
cEditUserInfo=Edit user info
fbPersonInfoEdit=Edit user info

cWelcome=Welcome
cEditUserInfo,fbPersonInfoEdit=Edit user info

cWelcome=Welcome
cEditUserInfo,fbPersonInfoEdit=My Profile

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

�)�S�H�R�@�K�R�N�O�N�R�R�H�A�K�D�S�N�S�B�G�@�M�F�D�S�G�D�C�D�E�@�T�K�S�K�@�M�F�T�@�F�D�C�H�Q�D�B�S�E�Q�N�L�S�G�DLanguage overview. �4�G�D�C�D�E�@�T�K�S�K�@�M�F�T�@�F�D�H�R
�H�M�C�H�B�@�S�D�C�A�X�@�A�K�@�B�J�B�G�D�B�J�L�@�Q�J���#�K�H�B�J�N�M�D�N�E�S�G�D�F�Q�D�X�D�C�N�T�S�B�G�D�B�J�L�@�Q�J�R�S�N�L�@�J�D�S�G�D�R�D�K�D�B�S�D�C�K�@�M�F�T�@�F�D�S�G�D
�C�D�E�@�T�K�S���R�X�R�S�D�L���K�@�M�F�T�@�F�D��

Note: �#�G�@�M�F�H�M�F�S�G�D�T�R�D�Q�H�M�S�D�Q�E�@�B�D�R�S�Q�H�M�F�R�L�T�R�S�A�D�C�N�M�D�V�H�S�G�B�@�T�S�H�N�M���)�E�X�N�T�@�Q�D�M�N�S�R�T�Q�D�V�G�D�S�G�D�Q�X�N�T
�@�Q�D�D�C�H�S�H�M�F�S�G�D�Q�H�F�G�S�R�S�Q�H�M�F���O�K�D�@�R�D�@�C�C�R�N�L�D�S�D�W�S�A�D�G�H�M�C�S�G�D�R�S�Q�H�M�F���B�K�H�B�JSave �@�M�C�B�G�D�B�J�S�G�D
�Q�D�R�T�K�S�H�M�S�G�D�R�N�E�S�V�@�Q�D���9�N�T�B�@�M�R�D�@�Q�B�G�E�N�Q�S�G�D�@�C�C�D�C�S�D�W�S�S�N�E�H�M�C�S�G�D�B�G�@�M�F�D�C�R�S�Q�H�M�F�D�@�R�H�K�X�@�E�S�D�Q
�G�@�U�H�M�F���U�D�Q�H�E�H�D�C���S�G�D���Q�D�R�T�K�S�R��

General Settings - Languages

Objectif Lune Inc. © 2010 104



5.5 Web Design

�4�G�D�7�D�A�$�D�R�H�F�M�O�@�F�D�K�D�S�R�X�N�T�C�D�E�H�M�D�S�G�D�B�N�K�N�Q�R�B�G�D�L�D�@�M�C�N�S�G�D�Q�R�S�X�K�D�@�S�S�Q�H�A�T�S�D�R�N�E�S�G�D�V�D�A�R�H�S�D���4�G�D�R�D
�R�D�S�S�H�M�F�R�@�Q�D�T�R�D�C�E�N�Q�S�G�N�R�D�T�R�D�Q�R�S�G�@�S�G�@�U�D�@�B�B�D�R�R�S�N�L�T�K�S�H�O�K�D�B�N�L�O�@�M�H�D�R���H�E�S�G�D�R�D�B�N�L�O�@�M�H�D�R�G�@�U�D�C�H�E�E�D�Q�D�M�S
�R�J�H�M�R�	��

Important: �)�M�S�G�DCompanies �R�D�B�S�H�N�M�S�G�D�Q�D�H�R�@�K�R�N�@Web Design �R�D�B�S�H�N�M���)�M�S�G�H�R�O�@�Q�S�N�E�S�G�D�R�N�E�S�V�@�Q�D
�X�N�T���B�@�M���R�D�K�D�B�S���@���B�T�R�S�N�L���R�J�H�M���E�N�Q���D�@�B�G���B�N�L�O�@�M�X��

5.5.1 Changing the Web Design parameters

�4�N���B�G�@�M�F�D���S�G�D���7�D�A���$�D�R�H�F�M��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q���@�M�C���B�K�H�B�JWeb Design �H�M���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JEdit. �4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

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

���� �)�M���S�G�D���7�D�A���$�D�R�H�F�M��V�H�M�C�N�V���X�N�T���B�@�M���D�C�H�S���S�G�D���V�D�A���C�D�R�H�F�M���E�N�Q���X�N�T�Q���N�V�M���N�Q�F�@�M�H�Y�@�S�H�N�M��
�e Default Public Company: �3�D�K�D�B�S�S�G�D�O�T�A�K�H�B�B�N�L�O�@�M�X�S�G�@�S�V�H�K�K�A�D�R�G�N�V�M�S�N�T�M�Q�D�F�H�R�S�D�Q�D�C�T�R�D�Q�R

�V�G�D�M�S�G�D�X�U�H�R�H�S�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�V�D�A�R�H�S�D���7�G�D�M�@�O�T�A�K�H�B�B�N�L�O�@�M�X�H�R�R�D�K�D�B�S�D�C�@�R�C�D�E�@�T�K�S���S�G�D�V�D�A
�C�D�R�H�F�M���N�O�S�H�N�M�R���'�D�M�D�Q�@�K�����#�N�K�N�Q�R�����(�D�@�C�D�Q�	���A�D�B�N�L�D���S�G�N�R�D���N�E���S�G�D���R�D�K�D�B�S�D�C���B�N�L�O�@�M�X��

�e Skin: �3�D�K�D�B�S���@���R�J�H�M���H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T��
�e Font Family: �4�G�DFont family �H�R�R�J�H�M�H�M�C�D�O�D�M�C�D�M�S���4�G�D�E�N�M�S�R�R�O�D�B�H�E�H�D�C�H�M�S�G�D�E�N�M�S�D�M�S�Q�X�E�H�D�K�C�@�Q�D

�T�R�D�C�E�N�Q�S�G�D�R�D�K�D�B�S�D�C�R�J�H�M���-�T�K�S�H�O�K�D�E�N�M�S�R�R�G�N�T�K�C�A�D�R�O�D�B�H�E�H�D�C�H�M�B�@�R�D�@�E�N�M�S�H�R�L�H�R�R�H�M�F���4�G�D�E�H�Q�R�S
�C�D�E�H�M�D�C�E�N�M�S�H�R�K�D�@�C�H�M�F�@�M�C�T�R�D�C�H�E�O�Q�D�R�D�M�S���7�G�D�M�S�G�D�E�H�Q�R�S�C�D�E�H�M�D�C�E�N�M�S�H�R�L�H�R�R�H�M�F�S�G�D�R�D�B�N�M�C�E�N�M�S
�H�R���T�R�D�C�����D�S�B��

�e Colors: �#�N�M�S�Q�N�K�R�S�G�D�G�D�@�C�D�Q�A�@�B�J�F�Q�N�T�M�C�B�N�K�N�Q���L�D�M�T�B�N�K�N�Q�@�M�C�B�N�M�S�Q�@�R�S�B�N�K�N�Q�R���0�K�D�@�R�D�M�N�S�D�S�G�@�S
�S�G�D�R�D�K�D�B�S�D�C�R�J�H�M�R�G�N�T�K�C�R�T�O�O�N�Q�S�S�G�D�R�D�B�N�K�N�Q�R�H�M�N�Q�C�D�Q�S�N�R�D�D�S�G�D�B�G�@�M�F�D�R���&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M
�R�D�D���S�G�DSkinning guide ��

�e Header Image: �)�E�X�N�T�Q�B�N�L�O�@�M�X�G�@�R�@�K�N�F�N���O�K�D�@�R�D�K�N�B�@�S�D�S�G�D�*�0�%�'��H�L�@�F�D�A�X�B�K�H�B�J�H�M�F�S�G�DBrowse
�A�T�S�S�N�M�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D���S�G�DSkinning guide ��
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�e Default: �#�K�H�B�J���S�G�DDefault �A�T�S�S�N�M���S�N���Q�D�R�D�S���S�G�D���U�@�K�T�D�R���S�N���S�G�D���U�@�K�T�D�R���S�G�@�S���B�@�L�D���V�H�S�G���S�G�D���R�X�R�S�D�L��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���S�N���T�O�K�N�@�C���S�G�D���G�D�@�C�D�Q���H�L�@�F�D�����H�E���@�O�O�K�H�B�@�A�K�D�	��

General Settings - Web Design
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5.6 Maintenance

�)�M�S�G�DMaintenance �V�H�M�C�N�V�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�C�D�K�D�S�D�H�S�D�L�R�L�@�Q�J�D�C�E�N�Q�C�D�K�D�S�H�N�M�A�X�T�R�D�Q�R���$�D�K�D�S�D�C�H�S�D�L�R
�@�Q�D���M�N�S���U�H�R�H�A�K�D���A�T�S���@�Q�D���R�S�H�K�K�D���R�S�N�Q�D�C���H�M���S�G�D���C�@�S�@�A�@�R�D��

�] Documents: �4�G�D�R�D���@�Q�D���C�D�K�D�S�D�C���S�D�L�O�K�@�S�D�R���C�N�B�T�L�D�M�S�R���E�Q�N�L���S�G�DPublication Type �R�D�B�S�H�N�M��
�] Orders: �/�Q�C�D�Q�R���C�D�K�D�S�D�C���E�Q�N�L���S�G�DOrder Manager �R�D�B�S�H�N�M��
�] Jobs: �*�N�A�R���S�G�@�S���V�G�D�Q�D���M�N�S���@�C�C�D�C���S�N���B�G�D�B�J�N�T�S���@�M�C���@�Q�D���M�N���O�@�Q�S���N�E���@�M���N�Q�C�D�Q��
�] Actions: �4�G�D�R�D���@�Q�D���C�@�S�@�A�@�R�D���Q�D�B�N�Q�C�R���N�E���O�Q�D�U�H�D�V���E�@�H�K�T�Q�D�R�����O�Q�H�M�S���E�@�H�K�T�Q�D�R�����D�S�B��

Note: �4�G�D�T�R�D�Q�H�M�S�D�Q�E�@�B�D�B�T�Q�Q�D�M�S�K�X�G�@�R�M�N�N�O�S�H�N�M�R�S�N�T�M�C�D�K�D�S�D�H�S�D�L�R���5�M�C�D�K�D�S�H�M�F�B�@�M�A�D�C�N�M�D�T�R�H�M�F
�C�H�Q�D�B�S���P�T�D�Q�H�D�R���N�M���S�G�D���C�@�S�@�A�@�R�D��

5.6.1 Remove unused items

�4�N���Q�D�L�N�U�D���T�M�T�R�D�C���H�S�D�L�R���E�Q�N�L���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���C�@�S�@�A�@�R�D��

���� �#�K�H�B�JSettings �H�M�S�G�DMenu �A�@�Q�@�M�C�B�K�H�B�J�S�G�DMaintenance �H�S�D�L�E�Q�N�L�S�G�D�R�H�C�D�L�D�M�T���4�G�D�E�N�K�K�N�V�H�M�F�R�B�Q�D�D�M
�@�O�O�D�@�Q�R��

The maintenance window

���� �3�D�K�D�B�S�V�G�H�B�G�H�S�D�L�R�S�N�C�D�K�D�S�D�@�M�C�B�K�H�B�JDelete �� �@�V�@�Q�M�H�M�F�L�D�R�R�@�F�D�H�R�R�G�N�V�M���@�E�S�D�Q�B�K�H�B�J�H�M�FOK �S�G�D
�R�D�K�D�B�S�D�C���H�S�D�L�R���@�Q�D���C�D�K�D�S�D�C���E�Q�N�L���S�G�D���C�@�S�@�A�@�R�D��

Note: �4�G�H�R�@�B�S�H�N�M�B�@�M�M�N�S�A�D�T�M�C�N�M�D���S�G�D�Q�D�E�N�Q�D�V�D�R�S�Q�N�M�F�K�X�@�C�U�H�B�D�S�N�B�Q�D�@�S�D�@�A�@�B�J�T�O�N�E�S�G�Dpsw
�C�@�S�@�A�@�R�D���@�M�CFiles �E�N�K�C�D�Q�����K�N�B�@�S�D�C���H�M���S�G�D���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���V�D�A�R�H�S�D���E�N�K�C�D�Q�	��
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6 Pricing and Ordering

�)�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�DSettings �L�D�M�T�U�@�Q�H�N�T�R�O�Q�H�B�H�M�F�@�M�C�N�Q�C�D�Q�H�M�F�Q�D�K�D�@�S�D�C�R�D�S�S�H�M�F�R�B�@�M�A�D
�C�D�E�H�M�D�C��

The Pricing and Ordering Settings page
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6.1 Settings

�)�M�S�G�DSettings �V�H�M�C�N�V�E�Q�N�L�S�G�DPricing and Ordering �R�D�B�S�H�N�M�X�N�T�B�@�M�C�D�E�H�M�D�R�D�U�D�Q�@�K�F�D�M�D�Q�@�K�R�X�R�S�D�L�R�D�S�S�H�M�F�R��
�4�G�DPricing and Ordering Settings �O�@�F�D�R���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��

�] �'�D�M�D�Q�@�K
�] �0�@�X�L�D�M�S���B�N�M�M�D�B�S�N�Q
�] �-�)�3���B�N�M�M�D�B�S�N�Q
�] �#�N�R�S�R

�4�N���B�G�@�M�F�D���S�G�D���F�D�M�D�Q�@�KPricing and Ordering Settings ��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q.
���� �#�K�H�B�JSettings �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�DEdit �A�T�S�S�N�M�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The general Pricing and Ordering page

���� �4�G�DPricing and Ordering �V�H�M�C�N�V���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���N�O�S�H�N�M�R��
�e General:

�e Currency �����4�G�D���R�D�K�D�B�S�D�C���B�T�Q�Q�D�M�B�X���V�H�K�K���A�D���O�Q�D�R�D�M�S�D�C���H�MCheckout �@�M�COrder Manager �R�D�B�S�H�N�M�R
�N�E���S�G�D���R�X�R�S�D�L��

�e Weight Unit �����4�G�D���V�D�H�F�G�S���T�M�H�S���H�R���T�R�D�C���S�N���C�D�E�H�M�D���S�G�D���S�N�S�@�K���V�D�H�F�G�S���N�E���S�G�D���C�N�B�T�L�D�M�S�R���I�N�A�R���H�M
�S�G�D���B�G�D�B�J�N�T�S�����0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���R�T�O�O�N�Q�S�Rkg �@�M�Clb ��

�e Tax �����4�G�D���R�S�@�M�C�@�Q�C���4�@�W�@�S�H�N�M���R�X�R�S�D�L�����4�G�D���D�W�@�B�S���O�@�Q�@�L�D�S�D�Q�R���N�E���S�G�D���R�D�K�D�B�S�D�C���4�@�W�@�S�H�N�M���R�X�R�S�D�L
�B�@�M���A�D���L�N�C�H�E�H�D�C���H�M���S�G�DTax Rates �R�D�B�S�H�N�M�����!���4�@�W���2�@�S�D���R�X�R�S�D�L���B�@�M���A�D���R�O�D�B�H�E�H�D�C���O�D�Q���B�N�L�O�@�M�X��
�C�D�O�@�Q�S�L�D�M�S���N�Q���S�D�L�O�K�@�S�D�����)�E���M�N���4�@�W���2�@�S�D���R�X�R�S�D�L���H�R���C�D�E�H�M�D�C���@�S���S�G�D�R�D���K�D�U�D�K�R�����0�Q�H�M�S�3�G�N�O���-�@�H�K
�7�D�A���R�X�R�S�D�L���V�H�K�K���T�R�D���S�G�D���N�M�D���R�O�D�B�H�E�H�D�C���H�M���S�G�H�R���R�D�B�S�H�N�M�����S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S�	��

�e Payment Connector:
�e MIS Connector: �4�G�DMIS Connector �R�D�B�S�H�N�M���K�D�S�R���S�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q���@�B�S�H�U�@�S�D���@MIS Connector �����-�)�3

�#�N�M�M�D�B�S�N�Q�R���@�Q�D���T�R�D�C���S�N���R�D�M�C���N�Q�C�D�Q���H�M�E�N�Q�L�@�S�H�N�M���S�N���D�W�S�D�Q�M�@�K���-�)�3���R�X�R�S�D�L�R���N�M���N�Q�C�D�Q���B�Q�D�@�S�H�N�M���N�Q���N�Q�C�D�Q
�R�S�@�S�T�R���B�G�@�M�F�D�R�����4�G�D���B�N�L�L�T�M�H�B�@�S�H�N�M���L�D�S�G�N�C���@�M�C���S�G�D���S�X�O�D���N�E���C�@�S�@���T�R�D�C���S�N���D�W�B�G�@�M�F�D���H�M�E�N�Q�L�@�S�H�N�M
�C�D�O�D�M�C�R���N�M���S�G�D���R�D�K�D�B�S�D�C���-�)�3���B�N�M�M�D�B�S�N�Q���@�M�C���H�R���N�E�S�D�M���C�D�S�D�Q�L�H�M�D�C���A�X���S�G�D���C�D�U�D�K�N�O�D�Q���N�E���S�G�D���-�)�3
�R�X�R�S�D�L��

�e Costs: �)�M���S�G�DCosts �R�D�B�S�H�N�M���C�D�E�@�T�K�S�R���B�@�M���A�D���C�D�E�H�M�D�C���E�N�Q��
�e Setup Costs �����!���R�T�Q�B�G�@�Q�F�D���E�N�Q���R�D�S�S�H�M�F���T�O���X�N�T�Q���O�Q�N�C�T�B�S�H�N�M���D�M�U�H�Q�N�M�L�D�M�S���@�M�C���V�N�Q�J�R�S�@�S�H�N�M�R��
�e Rush Rate �����!���R�T�Q�B�G�@�Q�F�D���E�N�Q���T�Q�F�D�M�B�X���O�Q�H�M�S�H�M�F�����H�E���@�O�O�K�H�B�@�A�K�D�	��

�7�G�D�M���M�N���B�N�R�S�R���@�Q�D���R�O�D�B�H�E�H�D�C���@�S���S�D�L�O�K�@�S�D���K�D�U�D�K����Edit Pricing �O�@�F�D�	���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���B�N�R�S�R���@�Q�D
�T�R�D�C�����4�N���R�O�D�B�H�E�X���S�G�DSetup costs �@�M�CRush Rate �N�M���@���O�D�Q���S�D�L�O�K�@�S�D���A�@�R�H�R���R�D�D���S�G�D���H�M�E�N�Q�L�@�S�H�N�M���H�M���S�G�D
�B�G�@�O�S�D�Q�!�C�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R��
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���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

Pricing and Ordering - Settings
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6.2 Currencies

�)�M�S�G�DCurrency �V�H�M�C�N�V�X�N�T�B�@�M�B�G�@�M�F�D�S�G�D�R�X�R�S�D�L�R�C�D�E�@�T�K�S�B�T�Q�Q�D�M�B�X���4�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�B�T�Q�Q�D�M�B�X�H�R�R�D�S�S�N
Euro �� �4�N�B�G�@�M�F�D�S�G�D�B�T�Q�Q�D�M�B�X�R�D�S�S�H�M�F�R�B�K�H�B�J�N�M�S�G�Dcurrency name �@�M�C�B�K�H�B�JSave �S�N�R�S�N�Q�D�S�G�D�B�G�@�M�F�D�R���4�G�D
�C�D�E�@�T�K�S�B�T�Q�Q�D�M�B�X�B�@�M�@�K�R�N�A�D�B�G�@�M�F�D�C�A�X�B�K�H�B�J�H�M�F�N�M�D�N�E�S�G�D�F�Q�D�X�B�G�D�B�J�L�@�Q�J�R�H�M�S�G�D�N�U�D�Q�U�H�D�V���4�G�D�R�X�R�S�D�L
�C�D�E�@�T�K�S���B�T�Q�Q�D�M�B�X���H�R���H�M�C�H�B�@�S�D�C���A�X���@���A�K�@�B�J���B�G�D�B�J���L�@�Q�J��

The Currency overview page

6.2.1 Add a new currency

�4�N���@�C�C���@���M�D�V���B�T�Q�Q�D�M�B�X��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCurrency �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Enter the name and ISO code of the currency

���� �%�M�S�D�Q���S�G�D���O�@�Q�@�L�D�S�D�Q�R���E�N�Q���S�G�D���M�D�V���B�T�Q�Q�D�M�B�X��
�e Default Currency: �3�D�K�D�B�S�S�G�DDefault currency �B�G�D�B�J�A�N�W�S�N�R�O�D�B�H�E�X�S�G�@�S�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A

�R�G�N�T�K�C���T�R�D���S�G�H�R���B�T�Q�Q�D�M�B�X���@�B�Q�N�R�R���S�G�D���R�X�R�S�D�L��
�e Name: �%�M�S�D�Q���S�G�DName �N�E���S�G�D���B�T�Q�Q�D�M�B�X��
�e Iso Code: �4�G�D�U�@�K�T�D�D�M�S�D�Q�D�C�H�M�S�G�DIso Code �E�H�D�K�C�V�H�K�K�A�D�R�G�N�V�M�H�M�S�G�D�O�@�F�D�R�N�E�S�G�D�N�Q�C�D�Q�H�M�F

�O�Q�N�B�D�R�R�@�M�COrder Manager �R�D�B�S�H�N�M���)�S�H�R�O�N�R�R�H�A�K�D�S�N�D�M�S�D�Q�@�R�X�L�A�N�K���R�T�B�G�@�R�S�G�D�D�T�Q�N��R�X�L�A�N�K���d�	
�H�M���S�G�H�R���E�H�D�K�C�����)�M���S�G�H�R���B�@�R�D���S�G�H�R���R�X�L�A�N�K���H�R���T�R�D�C���H�M���S�G�D���L�D�M�S�H�N�M�D�C���O�@�F�D�R��

���� �#�K�H�B�JSave �S�N���B�K�N�R�D���S�G�D���C�H�@�K�N�F���@�M�C���S�N���S�G�D���Q�D�S�T�Q�M���S�N���S�G�DCurrencies overview �O�@�F�D��

Objectif Lune Inc. © 2010 111



6.2.2 Delete a currency

�4�N���C�D�K�D�S�D���@���B�T�Q�Q�D�M�B�X��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCurrency �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T��
���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���H�M���E�Q�N�M�S���N�E���S�G�D���B�T�Q�Q�D�M�B�X���R���M�@�L�D��
���� �#�K�H�B�J���S�G�DDelete �A�T�S�S�N�M�����@���V�@�Q�M�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R�����#�T�Q�Q�D�M�B�H�D�R���@�Q�D���C�H�Q�D�B�S�K�X���Q�D�L�N�U�D�C���E�Q�N�L���S�G�D���R�X�R�S�D�L��
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6.3 Tax Rates

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A �H�R�V�N�Q�J�H�M�F�V�H�S�G�@�R�@�K�D�R�S�@�W�L�D�B�G�@�M�H�R�L���@�K�R�N�B�@�K�K�D�C�U�@�K�T�D��@�C�C�D�C�S�@�W�N�Q�6�!�4�	�� �4�G�H�R
�L�D�B�G�@�M�H�R�L�B�N�U�D�Q�R�S�@�W�Q�@�S�D�R�E�N�Q�C�H�E�E�D�Q�D�M�S�B�N�T�M�S�Q�H�D�R�@�M�C�R�S�@�S�D�R���Y�H�O�B�N�C�D�R���Y�H�O�B�N�C�D�Q�@�M�F�D�R���4�@�W�H�R�@�O�O�K�H�D�C�H�M�S�G�D
�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M�O�Q�N�B�D�R�R�@�S�S�G�D�D�M�C�N�E�S�G�D�B�G�D�B�J�N�T�S�O�Q�N�B�D�R�R���R�G�N�O�O�H�M�F�B�@�Q�S�	�A�@�R�D�C�N�M�S�G�D�B�N�L�O�@�M�X�N�Q
�C�D�O�@�Q�S�L�D�M�S��

�4�G�D�4�@�W�2�@�S�D�R�R�D�B�S�H�N�M�E�N�T�M�C�H�M�S�G�DSettings �R�H�C�D�L�D�M�T�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�L�@�M�@�F�D�4�@�W�2�@�S�D�O�Q�N�E�H�K�D�R���4�@�W
�2�@�S�D�R���O�Q�N�E�H�K�D�R���B�@�M���A�D���@�R�R�H�F�M�D�C���S�N��

�] �#�N�L�O�@�M�X
�] �$�D�O�@�Q�S�L�D�M�S
�] �4�D�L�O�K�@�S�D

�4�G�D�S�@�W�Q�@�S�D�@�R�R�H�F�M�D�C�S�N�@�S�D�L�O�K�@�S�D�G�@�R�S�G�D�G�H�F�G�D�R�S�O�Q�H�N�Q�H�S�X���)�E�M�N�S�@�W�Q�@�S�D�H�R�R�O�D�B�H�E�H�D�C�E�N�Q�S�G�D�S�D�L�O�K�@�S�D���S�G�D
�R�X�R�S�D�L�V�H�K�K�T�R�D�S�G�D�S�@�W�Q�@�S�D�@�R�R�H�F�M�D�C�S�N�S�G�D�B�N�L�O�@�M�X�N�Q�C�D�O�@�Q�S�L�D�M�S���)�E�M�N�S�@�W�Q�@�S�D�H�R�R�O�D�B�H�E�H�D�C�@�S�B�N�L�O�@�M�X��
�C�D�O�@�Q�S�L�D�M�S���K�D�U�D�K���S�G�D���R�X�R�S�D�L���V�H�K�K���T�R�D���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���S�@�W���Q�@�S�D��

The Tax rates overview shows all available tax rates

�4�N�C�D�E�H�M�D�@�S�@�W�Q�@�S�D�@�R�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�S�@�W�Q�@�S�D�B�K�H�B�J�S�G�D�F�Q�D�X�B�G�D�B�J�L�@�Q�J�H�M�E�Q�N�M�S�N�E�S�G�D�S�@�W�Q�@�S�D
�C�D�R�B�Q�H�O�S�H�N�M�����M�@�L�D�	�����4�G�D���C�D�E�@�T�K�S���S�@�W���Q�@�S�D���G�@�R���@���A�K�@�B�J���B�G�D�B�J���L�@�Q�J���H�M���E�Q�N�M�S���N�E���S�G�D���S�@�W���Q�@�S�D���C�D�R�B�Q�H�O�S�H�N�M��
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6.3.1 Add a new tax rate

�4�N���@�C�C���@���M�D�V���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JTax Rate �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DTax Rates overview �O�@�F�D�H�R

�R�G�N�V�M��
���� �#�K�H�B�JAdd �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Add new tax rate dialog

���� �4�G�DAdd �C�H�@�K�N�F���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e General: �%�M�S�D�Q���S�G�DName �N�E���S�G�D���S�@�W���Q�@�S�D���@�M�C���R�O�D�B�H�E�X���S�G�DTax Rate Percentage �����#�G�D�B�J���S�G�DDefault

�B�G�D�B�J�A�N�W���H�E���S�G�D���S�@�W���Q�@�S�D���H�R���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���S�@�W���Q�@�S�D�����4�G�DApply to Shipping Charges �B�G�D�B�J�A�N�W
�B�@�M���A�D���T�R�D�C���S�N���H�M�C�H�B�@�S�D���N�E���S�G�D���S�@�W���Q�@�S�D���R�G�N�T�K�C���A�D���@�O�O�K�H�D�C���S�N���S�G�D���R�G�H�O�O�H�M�F���B�G�@�Q�F�D�R���H�E���@�O�O�K�H�B�@�A�K�D.

�e Region: �3�D�K�D�B�S���@Country �H�M���S�G�D���O�T�K�K��C�N�V�M��L�D�M�T���@�M�C���R�D�K�D�B�S���S�G�D���Q�D�F�H�N�M���R�O�D�B�H�E�H�B���H�M�E�N�Q�L�@�S�H�N�M����State
�N�QZip code �	���H�E���@�O�O�K�H�B�@�A�K�D��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F��

Pricing and Ordering - Tax Rates

Objectif Lune Inc. © 2010 114



6.3.2 Delete a tax rate

�4�@�W�Q�@�S�D�O�Q�N�E�H�K�D�R�B�@�M�A�D�Q�D�L�N�U�D�C�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V�D�W�B�D�O�S�E�N�Q�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�S�@�W�Q�@�S�D�O�Q�N�E�H�K�D���4�N�C�D�K�D�S�D�@
�S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JTax Rate �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DTax Rate overview �O�@�F�D�H�R

�R�G�N�V�M��
���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���H�M���E�Q�N�M�S���N�E���S�G�D���S�@�W���Q�@�S�D���C�D�R�B�Q�H�O�S�H�N�M�����M�@�L�D�	��
���� �#�K�H�B�JDelete �� �@�V�@�Q�M�H�M�F�C�H�@�K�N�F�H�R�R�G�N�V�M���3�D�K�D�B�S�@�S�@�W�Q�@�S�D�O�Q�N�E�H�K�D�S�N�Q�D�O�K�@�B�D�S�G�D�C�D�K�D�S�D�C�O�Q�N�E�H�K�D�R�H�M�S�G�D

Replace with �O�T�K�K��C�N�V�M��L�D�M�T��

The Delete tax rate dialog

���� �#�K�H�B�JDelete �S�N�Q�D�L�N�U�D�S�G�D�S�@�W�Q�@�S�D�O�Q�N�E�H�K�D���R�	���!�K�K�B�N�L�O�@�M�H�D�R���C�D�O�@�Q�S�L�D�M�S�R�@�M�C���N�Q�S�D�L�O�K�@�S�D�R�S�G�@�S�T�R�D�C
�S�G�D���Q�D�L�N�U�D�C���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D���R�	���@�Q�D���@�R�R�H�F�M�D�C���S�N���S�G�D���Q�D�O�K�@�B�D�L�D�M�S���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��
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6.3.3 Edit a tax rate

�4�N���D�C�H�S���@���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JTax Rate �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DTax Rate overview page �H�R

�R�G�N�V�M��
���� �3�D�K�D�B�S���@���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V���A�X���B�K�H�B�J�H�M�F���S�G�D���S�@�W���Q�@�S�D���M�@�L�D�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The tax rate properties page

���� �#�K�H�B�JEdit �S�N���N�O�D�M���S�G�DEdit �C�H�@�K�N�F�����H�M���S�G�H�R���C�H�@�K�N�F���X�N�T���B�@�M���B�G�@�M�F�D���S�G�D���O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���S�@�W���Q�@�S�D���O�Q�N�E�H�K�D��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F��

Important: �-�N�C�H�E�H�B�@�S�H�N�M�N�E�@�S�@�W�Q�@�S�D�O�Q�N�E�H�K�D�G�@�R�M�N�@�E�E�D�B�S�N�M�S�G�D�B�@�K�B�T�K�@�S�H�N�M�N�E�D�W�H�R�S�H�M�F�O�Q�H�M�S�I�N�A�R���S�G�D
�Q�@�S�D�@�O�O�K�H�B�@�A�K�D�V�G�D�M�S�G�D�N�Q�C�D�Q�V�@�R�B�Q�D�@�S�D�C�H�R�R�S�N�Q�D�C�V�H�S�G�S�G�D�N�Q�C�D�Q���7�G�D�M�Q�D��N�Q�C�D�Q�H�M�F�@
�B�N�L�O�K�D�S�D�C���I�N�A���S�G�D���B�T�Q�Q�D�M�S���S�@�W���Q�@�S�D���V�H�K�K���A�D���@�O�O�K�H�D�C��
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6.4 Shipping Rates

�3�G�H�O�O�H�M�F�B�N�R�S�R�@�Q�D�B�@�K�B�T�K�@�S�D�C�A�@�R�D�C�N�M�S�G�D�S�N�S�@�K�V�D�H�F�G�S�N�E�S�G�D�H�S�D�L�R�H�M�S�G�DCheckout �� �&�N�Q�S�G�H�R�S�G�D
�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�C�D�E�H�M�D�@�T�M�H�S�V�D�H�F�G�S�O�D�Q�S�D�L�O�K�@�S�D�@�M�C�M�D�D�C�R�S�N�R�D�S�T�OShipping Rate Profiles �� �3�G�H�O�O�H�M�F
�B�G�@�Q�F�D�B�@�K�B�T�K�@�S�H�N�M�B�@�M�A�D�D�M�@�A�K�D�C�O�D�Q�B�N�L�O�@�M�X�@�M�C�L�T�K�S�H�O�K�D�R�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�B�@�M�A�D�@�R�R�H�F�M�D�C�S�N�S�G�@�S
�B�N�L�O�@�M�X��

�)�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�B�T�R�S�N�L�D�Q�R�B�@�M�@�C�C�N�M�D�N�Q�L�T�K�S�H�O�K�D�C�N�B�T�L�D�M�S�R�S�N�@�R�G�H�O�O�H�M�F�A�@�R�J�D�S�N�Q�B�G�D�B�J�N�T�S���4�G�D
�C�N�B�T�L�D�M�S�R�H�M�S�G�D�B�G�D�B�J�N�T�S�V�H�K�K�A�D�O�@�Q�S�N�E�S�G�D�R�@�L�D�N�Q�C�D�Q���)�M�O�Q�D�U�H�N�T�R�U�D�Q�R�H�N�M�R�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�D�@�B�G
�N�Q�C�D�Q�G�@�C�N�M�D�C�N�B�T�L�D�M�S���"�X �F�Q�N�T�O�H�M�F�C�N�B�T�L�D�M�S�R�H�M�S�N�@�R�H�M�F�K�D�N�Q�C�D�Q���S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R�H�R�R�G�N�Q�S�D�M�D�C�@�R�S�G�D
�B�T�R�S�N�L�D�Q�G�@�R�S�N�R�S�@�S�D�R�G�H�O�O�H�M�F�@�M�C�A�H�K�K�H�M�F�N�M�K�X�N�M�B�D���3�G�H�O�O�H�M�F�B�G�@�Q�F�D�R�@�Q�D�B�@�K�B�T�K�@�S�D�C�A�@�R�D�C�N�M�S�G�D�S�N�S�@�K
�V�D�H�F�G�S�N�E�S�G�D�N�Q�C�D�Q�R�H�M�S�G�D�B�G�D�B�J�N�T�S���Q�D�R�T�K�S�H�M�F�H�M�@�L�N�Q�D�@�B�B�T�Q�@�S�D�O�Q�H�B�D�B�@�K�B�T�K�@�S�H�N�M���)�M�S�G�D�N�Q�C�D�Q�H�M�F�O�Q�N�B�D�R�R
�S�G�D���B�T�R�S�N�L�D�Q���V�H�K�K���A�D���@�A�K�D���S�N���R�D�K�D�B�S���S�G�D���C�D�R�H�Q�D�C���R�G�H�O�O�H�M�F���L�D�S�G�N�C�����H�E���@�U�@�H�K�@�A�K�D�	��

Shipping Rate Profiles

Shipping Rate Profiles �B�@�M�A�D�C�D�E�H�M�D�C�E�N�Q�R�O�D�B�H�E�H�B�R�G�H�O�O�H�M�F�L�D�S�G�N�C�R���B�@�Q�Q�H�D�Q�R�@�M�C�E�N�Q�C�H�E�E�D�Q�D�M�S�K�D�U�D�K�R�N�E�R�G�H�O�O�H�M�F
�R�D�Q�U�H�B�D�R��Shipping rate profiles �@�Q�D�@�R�R�H�F�M�D�C�S�N�B�N�L�O�@�M�H�D�R�@�K�K�N�V�H�M�F�S�G�D�D�M�C�T�R�D�Q�S�N�R�D�K�D�B�S�N�M�D�N�E�S�G�D�O�Q�N�E�H�K�D�R
�@�U�@�H�K�@�A�K�D���E�N�Q���S�G�@�S���B�T�R�S�N�L�D�Q���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R�����#�G�D�B�J�N�T�S�	��

The Shipping Rate Profiles overview

�3�G�H�O�O�H�M�F�Q�@�S�D�O�Q�N�E�H�K�D�R�@�K�K�N�V�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�S�N�C�D�E�H�M�D�@�M�H�M�H�S�H�@�K�O�@�Q�B�D�K�V�D�H�F�G�S�B�N�R�S�@�M�C�@�V�D�H�F�G�S�R�Q�@�S�D�S�@�A�K�D���)�E
�M�N�Q�@�S�D�R�S�@�A�K�D�H�R�C�D�E�H�M�D�C�S�G�D�H�M�H�S�H�@�K�O�@�Q�B�D�K�V�D�H�F�G�S�B�N�R�S�V�H�K�K�A�D�B�G�@�Q�F�D�C�@�R�S�G�D�R�G�H�O�O�H�M�F�B�N�R�S�R���E�K�@�S�E�D�D�	�N�S�G�D�Q�V�H�R�D
�S�G�D�B�N�R�S�R�@�Q�D�B�@�K�B�T�K�@�S�D�C�A�@�R�D�C�N�M�S�G�D�@�O�O�Q�N�W�H�L�@�S�D�V�D�H�F�G�S�N�E�S�G�D�N�Q�C�D�Q�D�C�C�N�B�T�L�D�M�S���R�	�@�M�C�S�G�D�H�M�H�S�H�@�K�O�@�Q�B�D�K
�V�D�H�F�G�S�B�N�R�S�H�R�@�C�C�D�C���H�E�C�D�E�H�M�D�C�	���7�G�D�M�T�R�H�M�F�S�G�D�Q�@�S�D�R�S�@�A�K�D�@�V�D�H�F�G�S�O�D�Q�T�M�H�S�M�D�D�C�R�S�N�A�D�C�D�E�H�M�D�C�O�D�Q
�S�D�L�O�K�@�S�D��

The Rates overview table
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6.4.1 Add a Rate to a Shipping Rate Profile

�4�N���L�@�M�T�@�K�K�X���@�C�C���@���Q�@�S�D���S�N���S�G�D���Q�@�S�D�R���S�@�A�K�D���N�E���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�N�E�H�K�D���S�G�DShipping Rate Profile Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�G�N�V�R�S�G�D

�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���O�Q�N�E�H�K�D���@�M�C���@���K�H�R�S���N�E���S�G�D���Q�@�S�D�R���H�E���@�O�O�K�H�B�@�A�K�D��
���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M���A�D�K�N�V���S�G�DRates overview �S�@�A�K�D���S�N���C�H�R�O�K�@�X���S�G�DAdd �C�H�@�K�N�F��

The Add new rate dialog

���� �%�M�S�D�Q���@Weight �@�M�CRate ��
���� �#�K�H�B�JSave �S�N���B�Q�D�@�S�D���S�G�D���M�D�V���Q�@�S�D��
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6.4.2 Add a new Shipping Rate Profile

�4�N���@�C�C���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JAdd �S�N���C�H�R�O�K�@�X���S�G�DAdd �C�H�@�K�N�F��

The Add new shipping rate dialog

���� �4�G�DNew Shipping Rate Profile �V�H�M�C�N�V���K�D�S�R���X�N�T���R�O�D�B�H�E�X���S�G�D���E�N�K�K�N�V�H�M�F���H�M�E�N�Q�L�@�S�H�N�M��
�e Shipping Method: �%�M�S�D�Q�@�M�@�L�D�H�M�S�G�DShipping method �E�H�D�K�C���4�G�H�R�H�C�D�M�S�H�E�H�D�Q�H�R�R�G�N�V�M�N�M�S�G�D

Shipping information �O�@�F�D���N�E���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R���S�N�F�D�S�G�D�Q���V�H�S�G���S�G�DDelivery time �O�Q�N�O�D�Q�S�X��
�e Default Shipping Rate Profile: �#�G�D�B�J�S�G�DDefault Shipping Rate Profile �B�G�D�B�J�A�N�W�S�N�R�O�D�B�H�E�X�S�G�D

�O�Q�N�E�H�K�D�@�R�@�R�X�R�S�D�L�C�D�E�@�T�K�S���#�N�L�O�@�M�H�D�R�S�G�@�S�G�@�U�D�S�G�DCalculate Shipping Rates �N�O�S�H�N�M�D�M�@�A�K�D�C�A�T�S
�C�N�M�N�S�G�@�U�D�@�M�X�O�Q�N�E�H�K�D�R�@�R�R�H�F�M�D�C�V�H�K�K�T�R�D�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�O�Q�N�E�H�K�D�R���)�E�S�G�D�Q�D�@�Q�D�L�T�K�S�H�O�K�D�O�Q�N�E�H�K�D�R
�S�G�D���B�T�R�S�N�L�D�Q���V�H�K�K���A�D���@�A�K�D���S�N���R�D�K�D�B�S���N�M�D���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R��

�e Delivery Time: �!�M���@�C�C�H�S�H�N�M�@�K���H�C�D�M�S�H�E�H�D�Q���S�N���R�S�@�S�D���S�G�D���C�D�K�H�U�D�Q�X���S�H�L�D��
�e Service Region: �3�D�K�D�B�S�S�G�D�@�O�O�K�H�B�@�A�K�DService Region �H�C�D�M�S�H�E�H�D�Q���)�E�S�G�DSpecific region �N�O�S�H�N�M�H�R

�R�D�K�D�B�S�D�C���S�G�D���Q�D�F�H�N�M���D�C�H�S���E�H�D�K�C���A�D�B�N�L�D�R���@�U�@�H�K�@�A�K�D��
�e Shipping Base Rate: �%�M�S�D�Q�@�U�@�K�T�D�H�M�S�G�DShipping base rate �E�H�D�K�C�S�N�R�O�D�B�H�E�X�S�G�D�H�M�H�S�H�@�K�O�@�Q�B�D�K

�B�N�R�S�R�����4�G�H�R���H�R���@�M���N�O�S�H�N�M�@�K���U�@�K�T�D���@�M�C���T�R�D�R���S�G�D���R�X�R�S�D�L���C�D�E�@�T�K�S���B�T�Q�Q�D�M�B�X��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F��

6.4.3 Delete a Rate

�4�N���C�D�K�D�S�D���@���Q�@�S�D���N�E���S�G�D���Q�@�S�D�R���S�@�A�K�D���N�E���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�N�E�H�K�D���4�G�DShipping Rate Profile Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�G�N�V�R�S�G�D

�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���O�Q�N�E�H�K�D���@�M�C���@���K�H�R�S���N�E���S�G�D���Q�@�S�D�R���H�E���@�O�O�K�H�B�@�A�K�D��
���� �#�G�D�B�J���S�G�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �S�N���Q�D�L�N�U�D���S�G�D���Q�@�S�D�R�����!���V�@�Q�M�H�M�F���C�H�@�K�N�F���H�R���R�G�N�V�M���A�D�E�N�Q�D���C�D�K�D�S�H�M�F���S�G�D���Q�@�S�D���R�	��

6.4.4 Delete a Shipping Rate Profile

�4�N���C�D�K�D�S�D���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D���E�Q�N�L���S�G�DShipping Rate Profiles overview ��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
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���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles
overview �O�@�F�D���H�R���R�G�N�V�M��

���� �#�G�D�B�J���N�M�D���N�Q���L�T�K�S�H�O�K�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �S�N���Q�D�L�N�U�D���S�G�D���O�Q�N�E�H�K�D�����!���V�@�Q�M�H�M�F���C�H�@�K�N�F���H�R���R�G�N�V�M���A�D�E�N�Q�D���C�D�K�D�S�H�M�F���S�G�D���O�Q�N�E�H�K�D���R�	��

�$�D�K�D�S�D�C�O�Q�N�E�H�K�D�R�@�Q�D�Q�D�L�N�U�D�C�E�Q�N�L�S�G�D�R�X�R�S�D�L���B�N�L�O�@�M�H�D�R�S�G�@�S�G�@�C�S�G�D�R�D�O�Q�N�E�H�K�D�R�@�R�R�H�F�M�D�C�V�H�K�K�M�N�K�N�M�F�D�Q
�G�@�U�D���S�G�H�R���N�O�S�H�N�M���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R�����%�W�H�R�S�H�M�F���N�Q�C�D�Q�R���@�Q�D���M�N�S���D�E�E�D�B�S�D�C��

6.4.5 Edit a Rate

�4�N���D�C�H�S���@���Q�@�S�D���N�E���S�G�D���Q�@�S�D�R���S�@�A�K�D���N�E���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D���O�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���R�S�D�O�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�N�E�H�K�D���S�G�DShipping Rate Profile Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�G�N�V�R�S�G�D

�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���O�Q�N�E�H�K�D���@�M�C���@���K�H�R�S���N�E���S�G�D���Q�@�S�D�R���H�E���@�O�O�K�H�B�@�A�K�D��
���� �#�K�H�B�J���S�G�D���V�D�H�F�G�S���N�Q���Q�@�S�D���S�N���C�H�R�O�K�@�X���S�G�DEdit �C�H�@�K�N�F��
���� �%�C�H�S���S�G�DWeight �@�M�C���N�QRate ��
���� �#�K�H�B�JSave �S�N���R�@�U�D���S�G�D���B�G�@�M�F�D�R��

6.4.6 Edit a Shipping Rate Profile

�4�N���B�G�@�M�F�D���S�G�D���O�Q�N�O�D�Q�S�H�D�R���N�E���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�N�E�H�K�D���4�G�DShipping Rate Profile Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�G�N�V�R�S�G�D

�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���O�Q�N�E�H�K�D���@�M�C���@���K�H�R�S���N�E���S�G�D���Q�@�S�D�R���H�E���@�O�O�K�H�B�@�A�K�D��
���� �#�K�H�B�J���S�G�DEdit �A�T�S�S�N�M���S�N���R�G�N�V���S�G�DEdit �C�H�@�K�N�F��
���� �%�C�H�S�S�G�D�O�Q�N�O�D�Q�S�H�D�R�N�E�S�G�D�O�Q�N�E�H�K�D�@�M�C�B�K�H�B�JSave �S�N�R�S�N�Q�D�S�G�D�B�G�@�M�F�D�R���#�K�H�B�JCancel �S�N�B�K�N�R�D�S�G�D�C�H�@�K�N�F

�V�H�S�G�N�T�S�G���R�@�U�H�M�F���B�G�@�M�F�D�R��

6.4.7 Import and Export a Rates table

�4�G�D�H�L�O�N�Q�S�@�M�C�D�W�O�N�Q�S�N�O�S�H�N�M�R�@�K�K�N�V�R�S�G�D�Q�@�S�D�R�S�@�A�K�D�S�N�A�D�T�O�C�@�S�D�C�V�H�S�G�N�T�S�S�G�D�M�D�D�C�S�N�Q�D��D�M�S�D�Q�S�G�D�D�M�S�Q�H�D�R
�U�H�@�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�S�D�Q�E�@�B�D���4�G�D�B�T�Q�Q�D�M�S�Q�@�S�D�S�@�A�K�D�V�H�K�K�A�D�@�U�@�H�K�@�A�K�D�E�N�Q�C�N�V�M�K�N�@�C�A�X�B�K�H�B�J�H�M�F�S�G�D
Export �A�T�S�S�N�M�A�D�K�N�V�S�G�DRates �S�@�A�K�D���4�G�D�D�@�R�H�D�R�S�V�@�X�S�N�R�S�@�Q�S�V�N�Q�J�H�M�F�V�H�S�G�S�G�D�R�D�N�O�S�H�N�M�R�H�R�S�N�L�@�M�T�@�K�K�X�B�Q�D�@�S�D
�@�S�@�W�Q�@�S�D�@�M�C�B�Q�D�@�S�D�@�M�D�W�O�N�Q�S�E�H�K�D���/�O�D�M�S�G�D�E�H�K�D�H�M�-�H�B�Q�N�R�N�E�S�%�W�B�D�K�@�M�C�@�C�C�@�C�C�H�S�H�N�M�@�K�Q�@�S�D�R���/�M�B�D�B�N�L�O�K�D�S�D�C
�S�G�D���%�W�B�D�K���E�H�K�D���B�@�M���A�D���H�L�O�N�Q�S�D�C��

�4�N���D�W�O�N�Q�S���S�G�D���Q�@�S�D�R���S�@�A�K�D���N�E���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�D�M�@�L�D�N�E�S�G�D�O�Q�N�E�H�K�D���4�G�DShipping Rate Profile Properties �O�@�F�D�H�R�R�G�N�V�M���4�G�H�R�O�@�F�D�R�G�N�V�R�S�G�D

�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���O�Q�N�E�H�K�D���@�M�C���@���K�H�R�S���N�E���S�G�D���Q�@�S�D�R���H�E���@�O�O�K�H�B�@�A�K�D��
���� �#�K�H�B�J�S�G�DExport �A�T�S�S�N�M�A�D�K�N�V�S�G�DRates overview �S�@�A�K�D���S�G�DOpening �V�H�M�C�N�V�N�E�X�N�T�Q�V�D�A�A�Q�N�V�R�D�Q

�@�O�O�D�@�Q�R��
���� �#�G�N�N�R�D���S�N���R�@�U�D���S�G�D���E�H�K�D���S�N���C�H�R�J���@�M�C���N�O�D�M���S�G�D���Q�D�R�T�K�S�H�M�F���E�H�K�D�����%�W�B�D�K���E�N�Q�L�@�S�	���H�M���-�H�B�Q�N�R�N�E�S���%�W�B�D�K��

�4�N���H�L�O�N�Q�S���@���Q�@�S�D�R���S�@�A�K�D���E�H�K�D���S�N���@���R�G�H�O�O�H�M�F���Q�@�S�D���O�Q�N�E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JShipping Rates �H�M�S�G�DPricing and Ordering �R�D�B�S�H�N�M�N�E�S�G�D�R�H�C�D�L�D�M�T���4�G�DShipping Rate Profiles

overview �O�@�F�D���H�R���R�G�N�V�M��
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���� �#�K�H�B�J���S�G�D���M�@�L�D���N�E���S�G�D���O�Q�N�E�H�K�D�����4�G�DShipping Rate Profile Properties �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J���S�G�DImport �A�T�S�S�N�M���A�D�K�N�V���S�G�DRates overview �S�@�A�K�D�����4�G�DImport �C�H�@�K�N�F���H�R���R�G�N�V�M��

The Upload rates file dialog

���� �#�K�H�B�JBrowse �@�M�C���M�@�U�H�F�@�S�D���S�N���S�G�D���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��
�#�G�D�B�J�S�G�DIgnore headers �N�O�S�H�N�M�S�N�H�F�M�N�Q�D�S�G�D�H�M�E�N�Q�L�@�S�H�N�M�R�S�N�Q�D�C�H�M�S�G�D�E�H�Q�R�S�Q�N�V�N�E�S�G�D�%�W�B�D�K�C�N�B�T�L�D�M�S��
�4�G�D���H�L�O�N�Q�S���O�Q�N�B�D�C�T�Q�D���V�H�K�K���R�S�@�Q�S���Q�D�@�C�H�M�F���@�S���S�G�D���R�D�B�N�M�C���Q�N�V���N�E���S�G�D���C�N�B�T�L�D�M�S��
�3�D�K�D�B�S���S�G�DOverwrite duplicates �B�G�D�B�J�A�N�W���S�N���N�U�D�Q�V�Q�H�S�D���C�T�O�K�H�B�@�S�D���V�D�H�F�G�S���U�@�K�T�D�R��

���� �#�K�H�B�JSave �S�N�R�S�@�Q�S�T�O�K�N�@�C�H�M�F�S�G�D�E�H�K�D���/�M�B�D�S�G�D�T�O�K�N�@�C�O�Q�N�B�D�R�R�H�R�B�N�L�O�K�D�S�D�C�S�G�D�C�H�@�K�N�F�V�H�K�K�B�K�N�R�D�@�M�C�S�G�D
�Q�@�S�D�R���N�U�D�Q�U�H�D�V���S�@�A�K�D���V�H�K�K���A�D���T�O�C�@�S�D�C�����.�D�V���D�M�S�Q�H�D�R���@�Q�D���R�G�N�V�M���H�M���A�N�K�C��
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6.5 Calendar

�4�G�DCalendar Settings �R�D�B�S�H�N�M�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�C�D�E�H�M�D�S�G�D�V�N�Q�J�H�M�F�C�@�X�R�N�E�S�G�D�O�Q�H�M�S�O�Q�N�U�H�C�D�Q�@�M�C�R�D�S�T�O�@
�K�H�R�S���V�H�S�G���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R�����4�G�D�R�D���H�S�D�L�R���@�Q�D���Q�D�E�K�D�B�S�D�C���H�M���S�G�D���R�G�H�O�O�H�M�F���C�@�S�D���B�@�K�D�M�C�@�Q���H�M���S�G�D���N�Q�C�D�Q�H�M�F���O�Q�N�B�D�R�R��

The calendar dialog in the ordering process

�4�G�DRestricted Order Date �N�O�S�H�N�M�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�L�@�Q�J�R�O�D�B�H�E�H�B�C�@�S�D�R�@�R�@�G�N�K�H�C�@�X�N�Q�C�@�X�N�E�E���#�T�R�S�N�L�D�Q�R
�V�H�K�K�M�N�S�A�D�@�A�K�D�S�N�R�D�K�D�B�S�S�G�D�R�D�C�@�X�R���C�@�S�D�R�@�R�S�G�D�O�Q�D�E�D�Q�Q�D�C�R�G�H�O�O�H�M�F�C�@�S�D���4�G�D�R�D�C�@�S�D�R�B�@�M�A�D�@�R�O�D�B�H�E�H�B�C�@�X�N�E
�S�G�D�V�D�D�J���D���F���3�@�S�T�Q�C�@�X�R�@�M�C�3�T�M�C�@�X�R�	���@�R�O�D�B�H�E�H�B�C�@�S�D���/�B�S�N�A�D�Q������ ���������	 �N�Q�@�Q�D�O�D�@�S�H�M�F�C�@�S�D���*�@�M�T�@�Q�X���R�S
�N�Q���$�D�B�D�L�A�D�Q�������S�G�	��

�4�G�D�R�O�D�B�H�E�H�D�C�Q�D�R�S�Q�H�B�S�D�C�N�Q�C�D�Q�C�@�X�R�@�Q�D�B�K�D�@�Q�K�X�L�@�Q�J�D�C�H�M�S�G�D�B�@�K�D�M�C�@�Q�@�M�C�B�@�M�M�N�S�A�D�R�D�K�D�B�S�D�C���4�G�D�B�@�K�D�M�C�@�Q
�Q�D�E�K�D�B�S�R�S�G�D�E�H�Q�R�S�C�@�X�N�E�S�G�D�V�D�D�J���B�T�Q�Q�D�M�S�C�@�S�D���S�G�D�R�D�K�D�B�S�D�C�R�G�H�O�O�H�M�F�C�@�S�D���V�N�Q�J�H�M�F�C�@�X�R���Q�D�R�S�Q�H�B�S�D�C�N�Q�C�D�Q
�C�@�S�D�R���S�G�D�R�S�@�M�C�@�Q�C�O�Q�N�C�T�B�S�H�N�M�S�H�L�D�N�E�S�G�D�H�S�D�L�R�H�M�S�G�D�B�G�D�B�J�N�T�S�@�M�C�N�O�S�H�N�M�@�K�K�X�S�G�D�@�K�K�N�V�D�C�C�@�S�D�R�E�N�Q�Q�T�R�G
�N�Q�C�D�Q�R��
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6.5.1 Add a Restricted Order Date

�4�NAdd �Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCalendar �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T�����4�G�DCalendar �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�JAdd �A�D�K�N�V���S�G�DRestricted Order Dates �N�U�D�Q�U�H�D�V�����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Enter a date and description for the new Restricted Order Date.

���� �4�G�D���C�H�@�K�N�F���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���E�H�D�K�C�R���S�N���B�N�L�O�K�D�S�D��
�e Date: �%�M�S�D�Q���S�G�DDate �����4�G�D���C�@�S�D���D�M�S�D�Q�D�C���R�G�N�T�K�C���E�N�K�K�N�V���S�G�D���C�@�S�D���E�N�Q�L�@�S���R�D�S���E�N�Q���S�G�D���R�X�R�S�D�L��
�e Recurring Date: �#�G�D�B�J���S�G�DRecurring Date �B�G�D�B�J�A�N�W���S�N���Q�D�O�D�@�S���S�G�D���C�@�S�D���X�D�@�Q�K�X�����4�G�DRestricted

Order Date overview �R�G�N�V�R���@���R�H�M�F�K�D���D�M�S�Q�X���E�N�Q���E�H�Q�R�S���N�B�B�T�Q�Q�D�M�B�D���N�E���S�G�H�R���C�@�S�D���@�M�C���S�G�D���Q�D�O�D�@�S�H�M�F���C�@�S�D
�H�B�N�M���H�R���R�G�N�V�M���H�M���S�G�D���R�D�B�N�M�C���B�N�K�T�L�M�����/�M�B�D���S�G�D���C�@�S�D���H�R���Q�D�@�B�G�D�C���H�S���V�H�K�K���@�T�S�N�L�@�S�H�B�@�K�K�X���A�D���Q�D�R�B�G�D�C�T�K�D�C
�E�N�Q���S�G�D���M�D�W�S���N�B�B�T�Q�Q�D�M�B�D��

�e Description: �%�M�S�D�Q���@���C�D�R�B�Q�H�O�S�H�U�D���S�D�W�S���E�N�Q���S�G�H�R���C�@�S�D���H�M���S�G�DDescription �E�H�D�K�C�����S�G�H�R���H�R���N�O�S�H�N�M�@�K�����4�N
�B�Q�D�@�S�D���@���L�T�K�S�H�K�H�M�F�T�@�K���C�D�R�B�Q�H�O�S�H�N�M�����@���C�D�R�B�Q�H�O�S�H�N�M���S�G�@�S���R�V�H�S�B�G�D�R���V�H�S�G���S�G�D���K�@�M�F�T�@�F�D���N�E���S�G�D���0�Q�H�M�S�3�G�N�O
�-�@�H�K���7�D�A���T�R�D�Q���H�M�S�D�Q�E�@�B�D�	�����@�C�C���@���C�D�R�B�Q�H�O�S�H�N�M���@�B�B�N�Q�C�H�M�F���S�N���S�G�D���H�M�S�D�Q�M�@�K���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���K�@�M�F�T�@�F�D
�R�S�Q�H�M�F���E�N�Q�L�@�S�����,�@�M�F�T�@�F�D���R�S�Q�H�M�F�R���R�S�@�Q�S���V�H�S�G���S�G�D���O�D�Q�B�D�M�S�@�F�D���B�G�@�Q�@�B�S�D�Q���������E�N�K�K�N�V�D�C���A�X���S�G�D���C�D�R�B�Q�H�O�S�H�N�M
�H�M���V�G�H�B�G���S�G�D���V�N�Q�C�R���@�Q�D���I�N�H�M�D�C���V�H�S�G�N�T�S���R�O�@�B�D�R���@�M�C���@�Q�D���B�@�O�H�S�@�K�H�Y�D�C���V�H�S�G�H�M���S�G�D���B�N�L�O�N�T�M�C�����4�G�D���R�S�Q�H�M�F
�R�G�N�T�K�C���D�M�C���V�H�S�G���S�G�D���O�D�Q�B�D�M�S�@�F�D���B�G�@�Q�@�B�S�D�Q���������D���F�������1�T�D�D�M�R�C�@�X���������.�D�V�9�D�@�Q�R�$�@�X���	��
�3�T�A�R�D�P�T�D�M�S�K�X���X�N�T���R�G�N�T�K�C���@�C�C���S�G�H�R���R�S�Q�H�M�F���S�N���S�G�D���U�@�Q�H�N�T�R���K�@�M�F�T�@�F�D�R���U�H�@���S�G�DLanguages �R�D�B�S�H�N�M���N�E���S�G�D
�3�D�S�S�H�M�F�R���R�D�B�S�H�N�M��

English
cQueensday=Queen's Day
cNewYearsDay=New Year's Day

Dutch
cQueensday=Koninginnedag
cNewYearsDay=Nieuwjaarsdag

���� �#�K�H�B�JSave �S�N���@�C�C���S�G�D���M�D�V���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D���@�M�C���S�N���Q�D�S�T�Q�M���S�N���S�G�DRestricted order dates overview.

6.5.2 Change the Working Days

�4�N���B�G�@�M�F�D���S�G�D���V�N�Q�J�H�M�F���C�@�X�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCalendar �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T�����4�G�DCalendar �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J���S�G�DEdit �A�T�S�S�N�M���A�D�K�N�V���S�G�DCalendar Settings �R�D�B�S�H�N�M�����4�G�DEdit �C�H�@�K�N�F���@�O�O�D�@�Q�R��
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The Edit calendar settings dialog

���� �#�G�D�B�J���S�G�D���B�G�D�B�J�A�N�W�D�R���N�E���X�N�T�Q���Q�D�F�T�K�@�Q���V�N�Q�J�H�M�F���C�@�X�R��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���B�K�N�R�D���S�G�D���C�H�@�K�N�F��

6.5.3 Delete Restricted Order Dates

�4�NDelete �@���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCalendar �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T�����4�G�DCalendar �O�@�F�D���H�R���R�G�N�V�M��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���B�G�D�B�J�A�N�W�D�R���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �����!���V�@�Q�M�H�M�F���C�H�@�K�N�F���H�R���R�G�N�V�M��
���� �#�K�H�B�JOK �S�N���Q�D�L�N�U�D���S�G�D���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R��

6.5.4 Import and Export Restricted Order Dates

�4�G�D�H�L�O�N�Q�S�@�M�C�D�W�O�N�Q�S�N�O�S�H�N�M�R�@�K�K�N�V�R�S�G�D�Q�D�R�S�Q�H�B�S�D�C�N�Q�C�D�Q�C�@�S�D�R�S�@�A�K�D�S�N�A�D�T�O�C�@�S�D�C�@�R�M�D�D�C�D�C�V�H�S�G�N�T�S�S�G�D
�M�D�D�C�S�N�Q�D��D�M�S�D�Q�S�G�D�D�M�S�Q�H�D�R�U�H�@�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�S�D�Q�E�@�B�D���4�G�D�B�T�Q�Q�D�M�S�S�@�A�K�D�V�H�K�K�A�D�@�U�@�H�K�@�A�K�D�E�N�Q
�C�N�V�M�K�N�@�C�A�X�B�K�H�B�J�H�M�F�S�G�DExport �A�T�S�S�N�M�A�D�K�N�V�S�G�DRestricted Order Dates �S�@�A�K�D���4�G�D�D�@�R�H�D�R�S�V�@�X�S�N�R�S�@�Q�S
�V�N�Q�J�H�M�F�V�H�S�G�S�G�D�R�D�N�O�S�H�N�M�R�H�R�S�N�L�@�M�T�@�K�K�X�B�Q�D�@�S�D�@�C�@�S�D�@�M�C�B�Q�D�@�S�D�@�M�D�W�O�N�Q�S�E�H�K�D���/�O�D�M�S�G�D�E�H�K�D�H�M�-�H�B�Q�N�R�N�E�S
�%�W�B�D�K���@�M�C���@�C�C���N�Q���L�N�C�H�E�X���S�G�D���C�@�S�D�R�����/�M�B�D���B�N�L�O�K�D�S�D�C���S�G�D���%�W�B�D�K���E�H�K�D���B�@�M���A�D���H�L�O�N�Q�S�D�C��

�4�N���D�W�O�N�Q�S���S�G�D���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R���S�@�A�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCalendar �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T�����4�G�DCalendar �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J�S�G�DExport �A�T�S�S�N�M�A�D�K�N�V�S�G�DRestricted Order Dates �S�@�A�K�D���S�G�DOpening �V�H�M�C�N�V�N�E�X�N�T�Q�V�D�A

�A�Q�N�V�R�D�Q���@�O�O�D�@�Q�R��
���� �#�G�N�N�R�D���S�N���R�@�U�D���S�G�D���E�H�K�D���S�N���C�H�R�J���@�M�C���N�O�D�M���S�G�D���Q�D�R�T�K�S�H�M�F���E�H�K�D�����%�W�B�D�K���E�N�Q�L�@�S�	���H�M���-�H�B�Q�N�R�N�E�S���%�W�B�D�K��

�4�N���H�L�O�N�Q�S���@���Q�D�R�S�Q�H�B�S�D�C���N�Q�C�D�Q���C�@�S�D�R���S�@�A�K�D���E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JCalendar �H�M���S�G�DPricing and Ordering �R�D�B�S�H�N�M���N�E���S�G�D���R�H�C�D���L�D�M�T�����4�G�DCalendar �O�@�F�D���H�R���R�G�N�V�M��
���� �#�K�H�B�J���S�G�DImport �A�T�S�S�N�M���A�D�K�N�V���S�G�DRestricted Order Dates �S�@�A�K�D�����4�G�DImport �C�H�@�K�N�F���H�R���R�G�N�V�M��
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The Upload restricted order date file dialog

���� �#�K�H�B�JBrowse �@�M�C���M�@�U�H�F�@�S�D���S�N���S�G�D���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��
Ignore headers: �3�D�K�D�B�S�S�G�H�R�N�O�S�H�N�M�S�N�H�F�M�N�Q�D�S�G�D�H�M�E�N�Q�L�@�S�H�N�M�R�S�N�Q�D�C�H�M�S�G�D�E�H�Q�R�S�Q�N�V�N�E�S�G�D�%�W�B�D�K
�C�N�B�T�L�D�M�S�����4�G�D���H�L�O�N�Q�S���O�Q�N�B�D�C�T�Q�D���V�H�K�K���R�S�@�Q�S���Q�D�@�C�H�M�F���@�S���S�G�D���R�D�B�N�M�C���Q�N�V���N�E���S�G�D���C�N�B�T�L�D�M�S��
Removes Existing Dates: �3�D�K�D�B�S�S�G�DRemove Existing Dates �B�G�D�B�J�A�N�W�S�N�C�D�K�D�S�D�@�K�K�D�W�H�R�S�H�M�F�D�M�S�Q�H�D�R
�A�D�E�N�Q�D���H�M�R�D�Q�S���S�G�D���C�@�S�D�R��

���� �#�K�H�B�JSave �S�N�R�S�@�Q�S�T�O�K�N�@�C�H�M�F�S�G�D�E�H�K�D���/�M�B�D�S�G�D�T�O�K�N�@�C�O�Q�N�B�D�R�R�H�R�B�N�L�O�K�D�S�D�C�S�G�D�C�H�@�K�N�F�V�H�K�K�B�K�N�R�D�@�M�C�S�G�D
�C�@�S�D�R���S�@�A�K�D���V�H�K�K���A�D���T�O�C�@�S�D�C�����.�D�V���D�M�S�Q�H�D�R���@�Q�D���R�S�X�K�D�C���H�M���A�N�K�C��
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7 Production

�)�M���S�G�DProduction �R�D�B�S�H�N�M���N�E���S�G�DSettings �L�D�M�T���R�D�U�D�Q�@�K���O�Q�N�C�T�B�S�H�N�M���Q�D�K�@�S�D�C���S�N�O�H�B�R���B�@�M���C�D�E�H�M�D�C��

The Production Settings page
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7.1 Production Settings

�)�M�S�G�DSettings �V�H�M�C�N�V�E�Q�N�L�S�G�DProduction �R�D�B�S�H�N�M�X�N�T�B�@�M�C�D�E�H�M�D�R�D�U�D�Q�@�K�O�Q�N�C�T�B�S�H�N�M�R�O�D�B�H�E�H�B�R�D�S�S�H�M�F�R���4�G�D
Production Settings �O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��

�] �0�Q�N�C�T�B�S�H�N�M���4�H�L�D
�] �0�Q�H�M�S���0�Q�N�C�T�B�S�H�N�M���#�N�M�M�D�B�S�N�Q

�4�N���B�G�@�M�F�D���S�G�DProduction Settings ��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JSettings �H�M���S�G�DProduction �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T��
���� �#�K�H�B�J���S�G�DEdit �A�T�S�S�N�M�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The Production Settings page

���� �4�G�DProduction Settings �V�H�M�C�N�V���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��
�e Production Time: �4�G�DProduction �R�D�B�S�H�N�M���K�D�S�R���X�N�T���B�G�@�M�F�D���C�D�E�@�T�K�S���U�@�K�T�D�R���E�N�Q���O�Q�N�C�T�B�S�H�N�M���R�O�D�B�H�E�H�B

�O�@�Q�@�L�D�S�D�Q�R�����4�G�D�R�D���R�D�S�S�H�M�F�R���@�Q�D���R�X�R�S�D�L���V�H�C�D���@�M�C���B�@�M���A�D���N�U�D�Q�Q�H�C�C�D�M���@�S���S�D�L�O�K�@�S�D���K�D�U�D�K��
�e Standard Production Time: �)�M���S�G�DStandard Production Time �O�T�K�K��C�N�V�M��L�D�M�T���S�G�D���M�T�L�A�D�Q

�N�E���C�@�X�R���S�N���O�Q�N�C�T�B�D���C�N�B�T�L�D�M�S�R���B�@�M���A�D���C�D�E�H�M�D�C�����4�G�D���U�@�K�T�D�R���Q�@�M�F�D�R���E�Q�N�L�������S�N�����������4�G�D���R�S�@�M�C�@�Q�C
�O�Q�N�C�T�B�S�H�N�M���S�H�L�D���H�R���T�R�D�C���S�N���B�@�K�B�T�K�@�S�D���S�G�D���E�H�Q�R�S���O�N�R�R�H�A�K�D���R�G�H�O�O�H�M�F���C�@�S�D���C�T�Q�H�M�F���S�G�D���N�Q�C�D�Q�H�M�F
�O�Q�N�B�D�R�R�����4�G�D���D�M�C���T�R�D�Q���G�@�R���S�G�D���N�O�S�H�N�M���S�N���R�D�K�D�B�S���@���C�H�E�E�D�Q�D�M�S���C�@�S�D�����U�H�@���@���B�@�K�D�M�C�@�Q�	���A�T�S���B�@�M�M�N�S
�R�D�K�D�B�S���@�M�X���N�E���S�G�D���C�@�S�D�R���L�@�Q�J�D�C���@�R���R�S�@�M�C�@�Q�C���O�Q�N�C�T�B�S�H�N�M���S�H�L�D�����4�G�D���U�@�K�T�D�R���R�O�D�B�H�E�H�D�C���H�M���S�G�H�R
�R�D�B�S�H�N�M���@�Q�D���@�T�S�N�L�@�S�H�B�@�K�K�X���@�O�O�K�H�D�C���S�N���M�D�V���S�D�L�O�K�@�S�D�R��

�e Rush Order Production Time: �4�G�DRush Order Production Time �O�T�K�K��C�N�V�M��L�D�M�T���C�D�E�H�M�D�R
�S�G�D���M�T�L�A�D�Q���N�E���O�Q�N�C�T�B�S�H�N�M���C�@�X�R���E�N�Q���Q�T�R�G���N�Q�C�D�Q�R�����7�G�D�M���S�G�D���D�M�C���T�R�D�Q���R�D�K�D�B�S�R���@���C�@�S�D���S�G�@�S
�H�L�O�K�H�D�R���@���Q�T�R�G���N�Q�C�D�Q���S�G�D���Q�T�R�G���R�T�Q�B�G�@�Q�F�D���H�R���@�C�C�D�C���S�N���S�G�D���O�Q�H�B�D���N�E���S�G�D���C�N�B�T�L�D�M�S�����)�E���S�G�D���Q�T�R�G
�N�Q�C�D�Q���O�Q�N�C�T�B�S�H�N�M���S�H�L�D���H�R���R�D�S���S�N�������M�N���Q�T�R�G���N�Q�C�D�Q�R���@�Q�D���@�B�B�D�O�S�D�C��

�e Include Today In Production Time: �7�G�D�M���B�G�D�B�J�D�C�����S�G�H�R���N�O�S�H�N�M���C�D�S�D�Q�L�H�M�D�R���H�E���S�G�D���B�T�Q�Q�D�M�S
�C�@�S�D���H�R���B�N�T�M�S�D�C���@�R���@���O�Q�N�C�T�B�S�H�N�M���C�@�X���E�N�Q���N�Q�C�D�Q�R���O�K�@�B�D�C���A�D�E�N�Q�D���S�G�D���S�H�L�D���R�O�D�B�H�E�H�D�C���H�M���S�G�DOrders
Placed Before �O�T�K�K��C�N�V�M��L�D�M�T��

�e Orders Placed Before: �$�D�E�H�M�D�R���S�G�D���S�H�L�D���E�N�Q���S�G�DInclude today in production time �N�O�S�H�N�M��
�7�G�D�M���M�NStandard Production Time �H�R���R�O�D�B�H�E�H�D�C���@�M�C���S�G�DInclude Today In Production Time
�B�G�D�B�J�A�N�W���H�R���B�G�D�B�J�D�C�����H�S���H�R���O�N�R�R�H�A�K�D���E�N�Q���B�T�R�S�N�L�D�Q�R���S�N���N�Q�C�D�Q���O�Q�H�M�S���I�N�A�R���E�N�Q���S�G�D���R�@�L�D���C�@�X�����V�G�D�M
�N�Q�C�D�Q�D�C���A�D�E�N�Q�D���S�G�D���R�O�D�B�H�E�H�D�COrders placed before �S�H�L�D�	��
�4�G�D�C�D�E�@�T�K�S�U�@�K�T�D�N�E�S�G�DOrders placed before �O�T�K�K��C�N�V�M��L�D�M�T�H�R���������� �G�N�T�Q�R���4�G�D�R�D�S�S�H�M�F�R
�C�D�E�H�M�D�C�H�M�S�G�DProduction �R�D�B�S�H�N�M�@�Q�D�R�X�R�S�D�L�C�D�E�@�T�K�S�R�D�S�S�H�M�F�R�@�M�C�@�Q�D�T�R�D�C�E�N�Q�@�K�K�S�D�L�O�K�@�S�D�R���)�S�H�R
�@�K�R�N�O�N�R�R�H�A�K�D�S�N�R�O�D�B�H�E�X�O�Q�N�C�T�B�S�H�N�M�R�D�S�S�H�M�F�R�E�N�Q�@�S�D�L�O�K�@�S�D�H�M�S�G�DPublication Types �R�D�B�S�H�N�M���3�D�D�E�N�Q
�L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���S�G�D���B�G�@�O�S�D�Q�!�C�C���O�T�A�K�H�B�@�S�H�N�M���S�X�O�D�R��

�e Print Production Connector: �4�G�DPrint Production Connector Framework �H�R���A�T�H�K�C���N�M���S�N�O���N�E���S�G�D
�L�N�C�T�K�D���E�Q�@�L�D�V�N�Q�J���@�M�C���H�R���B�@�K�K�D�C���V�G�D�M���B�Q�D�@�S�H�M�F���0�$�&���@�M�C���O�Q�H�M�S�H�M�F���@�M���N�Q�C�D�Q�����4�G�DProduction Settings
�O�@�F�D���C�D�E�H�M�D�R���S�G�D���@�B�S�H�U�DPrint Production Connector ��
�&�N�Q�L�N�Q�D�H�M�E�N�Q�L�@�S�H�N�M�R�D�D�S�G�DPrint Production integration guide �� �4�G�H�R�C�N�B�T�L�D�M�S�C�D�R�B�Q�H�A�D�R�S�G�DPrint
Production Framework �@�M�C���S�G�D���N�O�S�H�N�M�R���N�E���S�G�DXML to File �B�N�M�M�D�B�S�N�Q��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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7.2 User Input Field Defaults

�4�G�DUser Input Field Defaults �N�O�S�H�N�M�H�R�H�M�S�Q�N�C�T�B�D�C�S�N�R�S�Q�D�@�L�K�H�M�D�S�G�D�V�D�A�E�N�Q�L�B�N�M�E�H�F�T�Q�@�S�H�N�M�C�T�Q�H�M�F�S�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�0�T�A�K�H�R�G�H�M�F�O�Q�N�B�D�R�R���4�G�D�C�D�R�H�F�M�D�Q�N�E�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�B�@�M�T�R�D�S�G�D�0�Q�H�M�S�R�G�N�O�-�@�H�K�7�D�A
�H�M�S�D�Q�E�@�B�D�S�N�B�G�@�M�F�D�S�G�D�O�Q�D�R�D�M�S�@�S�H�N�M�@�M�C�A�D�G�@�U�H�N�Q�N�E�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R���4�G�D�C�D�R�H�F�M�D�Q�B�@�M�R�D�S�U�@�Q�H�N�T�R�@�R�O�D�B�S�R
�K�H�J�D�S�G�D�H�M�O�T�S�S�X�O�D���O�K�@�H�M�S�D�W�S���H�L�@�F�D�T�O�K�N�@�C���B�G�D�B�J�A�N�W���D�S�B���	�@�M�C�L�@�J�D�@�E�H�D�K�C�Q�D�P�T�H�Q�D�C���3�D�S�S�H�M�F�T�O�S�G�D�R�D�E�H�D�K�C�R
�B�@�M���A�D���@���S�H�L�D���B�N�M�R�T�L�H�M�F���S�@�R�J�����D�R�O�D�B�H�@�K�K�X���V�G�D�M���O�T�A�K�H�R�G�H�M�F���C�N�B�T�L�D�M�S�R���R�G�@�Q�D���B�N�L�L�N�M���D�K�D�L�D�M�S�R��

�! �F�N�N�C�D�W�@�L�O�K�D�H�R�@�A�T�R�H�M�D�R�R�B�@�Q�C���A�D�B�@�T�R�D�A�T�R�H�M�D�R�R�B�@�Q�C�R�S�X�O�H�B�@�K�K�X�H�M�B�K�T�C�D�E�H�D�K�C�R�E�N�Q�S�G�D�E�H�Q�R�S�M�@�L�D���K�@�R�S
�M�@�L�D���I�N�A�S�H�S�K�D�@�M�C�D��L�@�H�K�@�C�C�Q�D�R�R���4�G�D�E�H�Q�R�S�@�M�C�K�@�R�S�M�@�L�D�E�H�D�K�C�R�@�Q�D�S�X�O�H�B�@�K�K�X�Q�D�P�T�H�Q�D�C�E�H�D�K�C�R�@�M�C�X�N�T�L�H�F�G�S
�V�@�M�S�S�N�T�R�D�@�Q�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�E�H�D�K�C�S�N�U�@�K�H�C�@�S�D�S�G�D�D�M�S�Q�X�E�N�Q�S�G�D�D��L�@�H�K�@�C�C�Q�D�R�R���"�D�R�H�C�D�R�S�G�H�R�X�N�T�L�H�F�G�S
�V�@�M�S���S�N���K�H�M�J���S�G�D�R�D���E�H�D�K�C�R���S�N���S�G�D���@�B�B�N�T�M�S���H�M�E�N�Q�L�@�S�H�N�M���N�E���S�G�D���U�H�R�H�S�N�Q��

�)�M�N�Q�C�D�Q�S�N�O�Q�D�U�D�M�S�S�G�D�C�D�R�H�F�M�D�Q�S�N�B�N�M�E�H�F�T�Q�D�S�G�D�R�D�E�H�D�K�C�R�E�N�Q�D�@�B�G�A�T�R�H�M�D�R�R�B�@�Q�C�S�D�L�O�K�@�S�D�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q
�B�@�M�B�Q�D�@�S�D�C�D�E�@�T�K�S�R�D�S�S�H�M�F�R�E�N�Q�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R���4�G�D�R�D�R�D�S�S�H�M�F�R�@�Q�D�@�O�O�K�H�D�C�S�N�S�G�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R�V�G�D�M
�O�T�A�K�H�R�G�H�M�F�@�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���)�M�S�G�H�R�O�Q�N�B�D�R�R�S�G�D�R�X�R�S�D�L�S�Q�H�D�R�S�N�E�H�M�C�@
�L�@�O�O�H�M�F���A�D�S�V�D�D�M���S�G�D���C�@�S�@���E�H�D�K�C���M�@�L�D���H�M���S�G�D���S�D�L�O�K�@�S�D���C�N�B�T�L�D�M�S���@�M�C���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S�R���H�S�D�L��

�4�N�H�M�U�N�J�D�S�G�H�R�O�Q�N�B�D�R�R�S�G�D�C�D�R�H�F�M�D�Q�M�D�D�C�R�S�N�R�O�D�B�H�E�H�E�X�S�G�D�M�@�L�D�N�E�S�G�D���C�D�E�@�T�K�S�H�S�D�L���H�M�S�G�DRemarks property
�H�M���0�Q�H�M�S�3�G�N�O���-�@�H�K�����4�G�D���M�@�L�D���N�E���S�G�D�����$�D�E�@�T�K�S���H�S�D�L�����R�G�N�T�K�C���A�D���R�T�Q�Q�N�T�M�C�D�C���A�X���R�P�T�@�Q�D���A�Q�@�B�J�D�S�R��

�)�E�@�L�@�S�B�G�H�R�E�N�T�M�C�@�K�K�V�D�A�E�N�Q�L�O�@�Q�@�L�D�S�D�Q�R�@�Q�D�Q�D�S�Q�H�D�U�D�C�E�Q�N�L�S�G�D�C�D�E�@�T�K�S�H�S�D�L�@�M�C�R�S�N�Q�D�C�V�H�S�G�S�G�D�H�M�O�T�S
�E�H�D�K�C��

7.2.1 Add a new User Input Field Default item

�4�N���@�C�C���@���M�D�V���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JUser Input Field Defaults �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DUser Input Field Defaults overview �O�@�F�D���H�R���R�G�N�V�M��

The User input field default overview

���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M���A�D�K�N�V���S�G�DUser Input Field Default overview �S�N���R�G�N�V���S�G�DItem Properties �O�@�F�D��
���� �4�G�DItem Properties �O�@�F�D���B�N�M�S�@�H�M�R���S�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R��

�e General: �%�M�S�D�Q���@���M�@�L�D���E�N�Q���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L���@�M�C���H�S���H�R���O�N�R�R�H�A�K�D���S�N���@�C�C���@�M���H�M�E�N�Q�L�@�S�H�U�D
�S�D�W�S���V�G�H�B�G���@�O�O�D�@�Q�R���A�D�K�N�V���S�G�D���C�@�S�@���D�M�S�Q�X���E�H�D�K�C��

�e Web Form Parameters: �4�G�DWeb form parameters �H�M���S�G�H�R���R�D�B�S�H�N�M���@�Q�D���T�R�D�C���S�N���C�D�E�H�M�D���S�G�D
�@�O�O�D�@�Q�@�M�B�D���N�E���S�G�D���E�H�D�K�C�����4�G�D�X���C�D�O�D�M�C���N�M���S�G�D���R�D�K�D�B�S�D�C���E�H�D�K�C���S�X�O�D�����0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���R�T�O�O�N�Q�S�R���S�G�D
�E�N�K�K�N�V�H�M�F���E�H�D�K�C���S�X�O�D�R��

�e �0�K�@�H�M���S�D�W�S
�e �0�T�K�K��C�N�V�M
�e �0�G�N�M�D
�e �)�L�@�F�D���T�O�K�N�@�C
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�e �#�N�K�K�D�B�S�H�N�M
�e �#�G�D�B�J�A�N�W
�e �2�H�B�G���S�D�W�S���D�C�H�S�N�Q
�e �2�D�F�T�K�@�Q���D�W�O�Q�D�R�R�H�N�M��

�e Default Value: �4�G�D���N�O�S�H�N�M�R���H�M���S�G�DDefault value �R�D�B�S�H�N�M���C�D�E�H�M�D���S�G�D���H�M�H�S�H�@�K���U�@�K�T�D���N�E���S�G�D���E�H�D�K�C�����4�G�D
�U�@�K�T�D���B�@�M���A�D���N�U�D�Q�V�Q�H�S�S�D�M���A�X���S�G�D���D�M�C���T�R�D�Q��

�3�D�D���E�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�SItem Properties �S�G�D���3�D�S�S�H�M�F���T�O���7�D�A���&�N�Q�L�R���B�G�@�O�S�D�Q��
���� �#�K�H�B�JSave �S�N���B�Q�D�@�S���@���M�D�V���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L��

Note: �7�G�D�M�@�M�D�W�H�R�S�H�M�F�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�H�R�D�C�H�S�D�C�S�G�D�B�G�@�M�F�D�R�@�Q�D�N�M�K�X�@�O�O�K�H�D�C�N�M�M�D�V�T�R�D�Q
�H�M�O�T�S�E�H�D�K�C�R���! �C�D�R�H�F�M�D�Q�B�@�M�B�G�@�M�F�D�S�G�D�V�D�A�E�N�Q�L�O�Q�N�O�D�Q�S�H�D�R�E�N�Q�D�@�B�G�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�N�E�D�@�B�G
�S�D�L�O�K�@�S�D�R�D�O�@�Q�@�S�D�K�X���A�D�B�@�T�R�D�V�G�D�M�@�M�D�V�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�H�R�L�@�C�D�T�R�H�M�F�@�R�D�S�N�E�C�D�E�@�T�K�S�R�S�G�D
�O�Q�N�O�D�Q�S�H�D�R���N�E���S�G�D���C�D�E�@�T�K�S�R���@�Q�D���B�N�O�H�D�C���S�N���S�G�D���M�D�V���H�M�O�T�S���E�H�D�K�C�����S�G�D�Q�D���H�R���M�N���E�T�Q�S�G�D�Q���K�H�M�J��

7.2.2 Arrange User Input Field Defaults items

�/�M �S�G�DUser Input Field Defaults overview �H�S�H�R�O�N�R�R�H�A�K�D�S�N�@�Q�Q�@�M�F�D�S�G�D�H�S�D�L�R���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�R�D�S�S�G�D�L�N�R�S
�K�H�J�D�K�X�@�Q�Q�@�M�F�D�L�D�M�S�N�E�S�G�D�H�M�O�T�S�E�H�D�K�C�R���4�G�D�N�Q�C�D�Q�N�E�S�G�D�E�H�D�K�C�R�H�R�R�G�N�V�M�V�G�D�M�@�T�R�D�Q�B�Q�D�@�S�D�R�@�M�D�V�I�N�A���4�N
�@�Q�Q�@�M�F�D���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L�R���H�M���S�G�D���N�U�D�Q�U�H�D�V��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JUser Input Field Defaults �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DUser Input Field Defaults overview �@�O�O�D�@�Q�R��
���� �#�K�H�B�JArrange �����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The User input field defaults overview with the possibility to arrange the items

���� �4�G�D���N�Q�C�D�Q���N�E���S�G�D���H�S�D�L�R���H�M���S�G�D���N�U�D�Q�U�H�D�V���B�@�M���A�D���B�G�@�M�F�D�C���A�X���C�Q�@�F�F�H�M�F���@�M�C���C�Q�N�O�O�H�M�F���@�M���H�S�D�L���M�@�L�D��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

7.2.3 Delete an User Input Field Default item

�4�N���C�D�K�D�S�D���N�M�D���N�Q���L�T�K�S�H�O�K�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JUser Input Field Default �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DUser Input Field Default overview �O�@�F�D���@�O�O�D�@�Q�R��
���� �3�D�K�D�B�S���S�G�D���B�G�D�B�J�A�N�W���H�M���E�Q�N�M�S���N�E���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L���S�G�@�S���R�G�N�T�K�C���A�D���C�D�K�D�S�D�C
���� �#�K�H�B�JDelete. �&�H�Q�R�S���@�E�S�D�Q���B�K�H�B�J�H�M�FOK �H�M���S�G�D���V�@�Q�M�H�M�F���C�H�@�K�N�F���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���H�S�D�L���H�R���C�D�K�D�S�D�C��

7.2.4 Import and Export an User Input Field Default list

�4�G�DExport �T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�R�N�O�S�H�N�M�K�D�S�R�X�N�T�D�W�O�N�Q�S�@�8�-�, �E�H�K�D�V�H�S�G�S�G�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�R�E�Q�N�L
�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A�����4�N���D�W�O�N�Q�S���S�G�D���T�R�D�Q���H�M�O�T�S���E�H�D�K�C���C�D�E�@�T�K�S���H�S�D�L�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JUser Input Field Default �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DUser Input Field Default overview �O�@�F�D���@�O�O�D�@�Q�R��
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���� �#�K�H�B�J�S�G�DExport �A�T�S�S�N�M�A�D�K�N�V�S�G�DUser Input Field Defaults overview. �4�G�DOpening �V�H�M�C�N�V�N�E�S�G�D�V�D�A
�A�Q�N�V�R�D�Q���@�O�O�D�@�Q�R��

���� �#�G�N�N�R�D�S�N�R�@�U�D�S�G�D�E�H�K�D�S�N�C�H�R�J�@�M�C�N�O�D�M�S�G�D�Q�D�R�T�K�S�H�M�F�E�H�K�D��XML format �	 �S�N�Q�D�@�C�N�E�D�C�H�S�S�G�D�C�@�S�@�V�H�S�G�@�M
�8�-�,���D�C�H�S�N�Q��

�4�G�DImport �T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�R�N�O�S�H�N�M�K�D�S�R�X�N�T�H�L�O�N�Q�S�@�8�-�, �E�H�K�D�V�H�S�G�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�R�N�M�S�G�DUser
Input Field Defaults overview �O�@�F�D�����4�N���H�L�O�N�Q�S���S�G�D���8�-�,���E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JUser Input Field Default �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DUser Input Field Default overview �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�J���S�G�DImport �A�T�S�S�N�M���A�D�K�N�V���S�G�DUser Input Field Defaults overview. �4�G�DImport �C�H�@�K�N�F���@�O�O�D�@�Q�R��
���� �#�K�H�B�JBrowse �@�M�C���M�@�U�H�F�@�S�D���S�N���S�G�D���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��

�#�G�D�B�J�S�G�DRemove Existing User Input Field Defaults �B�G�D�B�J�A�N�W�S�N�Q�D�L�N�U�D�S�G�D�D�W�H�R�S�H�M�F�T�R�D�Q�H�M�O�T�S�E�H�D�K�C
�C�D�E�@�T�K�S�R�E�Q�N�L�S�G�D�N�U�D�Q�U�H�D�V���)�E�S�G�DRemove Existing User Input Field Defaults �B�G�D�B�J�A�N�W�H�R�M�N�S�B�G�D�B�J�D�C
�D�W�H�R�S�H�M�F�C�D�E�@�T�K�S�R�@�Q�D�L�@�H�M�S�@�H�M�D�C���)�E�C�T�O�K�H�B�@�S�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�C�D�E�@�T�K�S�R�@�Q�D�E�N�T�M�C�S�G�D�T�R�D�Q�H�M�O�T�S�E�H�D�K�C
�C�D�E�@�T�K�S�R���@�Q�D���T�O�C�@�S�D�C���A�@�R�D�C���N�M���S�G�D���C�@�S�@���E�N�T�M�C���H�M���S�G�D���T�O�K�N�@�C�D�C���E�H�K�D��

���� �#�K�H�B�JSave �S�N���B�K�N�R�D���S�G�D���C�H�@�K�N�F���@�M�C���T�O�K�N�@�C���S�G�D���R�D�K�D�B�S�D�C���E�H�K�D��
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7.3 Output Folders

�/�T�S�O�T�S�E�N�K�C�D�Q�R�@�Q�D�E�N�K�C�D�Q�R�T�R�D�C�S�N�R�S�N�Q�D�R�S�@�S�H�B�0�$�&��E�H�K�D�R���S�G�D�R�D�B�@�M�A�D�0�$�&�N�T�S�O�T�S�F�D�M�D�Q�@�S�D�C�E�N�Q�0�Q�H�M�S�3�G�N�O�-�@�H�K
�C�N�B�T�L�D�M�S�R�N�Q�S�G�D�G�H�F�G�Q�D�R�N�K�T�S�H�N�M�E�H�K�D�N�E�R�S�@�S�H�B�0�$�&�C�N�B�T�L�D�M�S�R���$�T�D�S�N�S�G�D�H�Q�M�@�S�T�Q�D�N�T�S�O�T�S�E�N�K�C�D�Q�R�@�Q�D�M�N�S
�B�N�M�M�D�B�S�D�C���S�N���@���O�@�Q�S�H�B�T�K�@�Q���B�N�L�O�@�M�X��

�4�G�D�N�O�D�Q�@�S�N�Q�V�H�K�K�M�N�S�A�D�@�A�K�D�S�N�R�D�M�C�0�$�&�C�N�B�T�L�D�M�S�R�C�H�Q�D�B�S�K�X�S�N�S�G�D�O�Q�H�M�S�D�Q�N�Q�R�O�N�N�K�D�Q���)�M�R�S�D�@�C�S�G�D�R�X�R�S�D�L�V�H�K�K
�O�K�@�B�D�@�B�N�O�X�N�E�S�G�D�0�$�&�C�N�B�T�L�D�M�S�H�M�@�O�Q�D�C�D�E�H�M�D�C�N�T�S�O�T�S�E�N�K�C�D�Q���4�G�H�R�E�N�K�C�D�Q�H�R�K�N�B�@�S�D�C�H�M�S�G�DOutput �E�N�K�C�D�Q�Nf
Files �E�N�K�C�D�Q���K�N�B�@�S�D�C�H�M�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�D�A�R�H�S�D�E�N�K�C�D�Q�	���4�G�H�R�B�D�M�S�Q�@�K�K�N�B�@�S�H�N�M�B�N�M�S�@�H�M�R�@�R�T�A�E�N�K�C�D�Q
�B�@�K�K�D�CDefault �� �)�M�N�Q�C�D�Q�S�N�L�N�U�D�S�G�D�E�H�K�D�S�N�S�G�D�O�Q�H�M�S�D�Q�@�C�C�H�S�H�N�M�@�K�@�O�O�K�H�B�@�S�H�N�M�R�N�Q�R�B�Q�H�O�S�R�@�Q�D�Q�D�P�T�H�Q�D�C���E���D��
�0�K�@�M�D�S�0�Q�D�R�R�7�@�S�B�G�	���4�G�D�R�D�S�N�N�K�R�R�G�N�T�K�C�L�N�M�H�S�N�Q�S�G�D�E�N�K�C�D�Q�R�K�N�B�@�S�D�C�H�M�S�G�DOutput folder �@�M�C�Q�D�L�N�U�D�S�G�D�E�H�K�D�R
�N�M�B�D���S�G�D�X���@�Q�D���O�Q�N�B�D�R�R�D�C�����4�G�D���M�@�L�D���N�E���S�G�D���Q�D�R�T�K�S�H�M�F���O�C�E���E�H�K�D���H�R�������N�Q�C�D�Q��H�C���?���I�N�A��H�C�����O�C�E��

�7�G�D�M�S�G�D�N�O�D�Q�@�S�N�Q�V�@�M�S�R�S�N�N�T�S�O�T�S�S�G�D�C�N�B�T�L�D�M�S���G�D�B�@�M�T�R�D�S�G�DGenerate output �A�T�S�S�N�M�N�M�S�G�DJob
Properties �O�@�F�D��In-plant �N�Q�C�D�Q�R�	���/�M�B�D�S�G�D�N�O�D�Q�@�S�N�Q�B�K�H�B�J�R�S�G�DGenerate output �A�T�S�S�N�M�@�M�C�S�G�DSend to folder
�N�O�S�H�N�M�@�M�COutput folder �@�Q�D�R�D�K�D�B�S�D�C���@�B�N�O�X�N�E�S�G�D�G�H�F�G�Q�D�R�N�K�T�S�H�N�M�U�D�Q�R�H�N�M�N�E�S�G�D�0�$�&�V�H�K�K�A�D�B�N�O�H�D�C�S�N�S�G�D
�R�D�K�D�B�S�N�T�S�O�T�S�E�N�K�C�D�Q�K�N�B�@�S�D�C�H�M�S�G�Doutput �E�N�K�C�D�Q���)�M�S�G�H�R�O�Q�N�B�D�R�R�S�G�D�C�N�B�T�L�D�M�S�V�H�K�K�A�D�Q�D�M�@�L�D�C�S�N�S�G�D�)�$ �N�E�S�G�D
�I�N�A�����4�N���D�M�R�T�Q�D���S�G�@�S���S�G�D���C�N�B�T�L�D�M�S�R���M�@�L�D���V�H�K�K���A�D���T�M�H�P�T�D���@�M�C���Q�D�E�D�Q���S�N���S�G�D���N�Q�C�D�Q���H�S���A�D�K�N�M�F�R���S�N��

�4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�B�Q�D�@�S�D�@�C�C�H�S�H�N�M�@�K�N�T�S�O�T�S�E�N�K�C�D�Q�R���4�G�D�R�D�T�R�D�Q�C�D�E�H�M�D�C�N�T�S�O�T�S�E�N�K�C�D�Q�R�B�@�M�A�D�@�R�R�H�F�M�D�C�S�N�@
�C�N�B�T�L�D�M�S��

�)�E�O�Q�H�M�S�I�N�A�R�@�Q�D�M�N�S�@�T�S�N�L�@�S�H�B�@�K�K�X�Q�D�L�N�U�D�C�E�Q�N�L�S�G�H�R�E�N�K�C�D�Q���S�G�D�O�Q�H�M�S�I�N�A�R�L�T�R�S�A�D�Q�D�L�N�U�D�C�L�@�M�T�@�K�K�X�E�Q�N�L
�S�G�H�R�E�N�K�C�D�Q�A�X�@�M�N�O�D�Q�@�S�N�Q���4�G�D�M�T�L�A�D�Q�N�E�N�T�S�O�T�S�E�N�K�C�D�Q�R�S�G�@�S�B�@�M�A�D�@�C�C�D�C�H�R�T�M�K�H�L�H�S�D�C���!�M�N�T�S�O�T�S�E�N�K�C�D�Q�B�@�M
�A�D���R�D�S���E�N�Q���D�@�B�G���C�N�B�T�L�D�M�S���U�H�@���S�G�DPublication Types �R�D�B�S�H�N�M��

7.3.1 Add a new output folder

�4�N���@�C�C���@���M�D�V���N�T�S�O�T�S���E�N�K�C�D�Q��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JOutput folders �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DOutput Folders overview �@�O�O�D�@�Q�R��

The Output folders overview

���� �#�K�H�B�J���S�G�DAdd �A�T�S�S�N�M���A�D�K�N�V���S�G�DOutput Folders overview �S�N���R�G�N�V���S�G�DAdd �C�H�@�K�N�F��
���� �%�M�S�D�Q�@Name �E�N�Q�S�G�D�N�T�S�O�T�S�E�N�K�C�D�Q���4�G�D�M�@�L�D�N�E�S�G�D�N�T�S�O�T�S�E�N�K�C�D�Q�L�@�X�N�M�K�X�B�N�M�S�@�H�M�S�G�D�E�N�K�K�N�V�H�M�F

�B�G�@�Q�@�B�S�D�Q�R�����T�O�O�D�Q�B�@�R�D���@�M�C���K�N�V�D�Q�B�@�R�D���B�G�@�Q�@�B�S�D�Q�R�����C�@�R�G���@�M�C���T�M�C�D�Q�R�B�N�Q�D�����M�T�L�A�D�Q�R���@�M�C���V�G�H�S�D�R�O�@�B�D��
���� �#�K�H�B�JSave �S�N���B�Q�D�@�S�D���S�G�D���M�D�V���E�N�K�C�D�Q��

7.3.2 Delete an output folder

�4�N���C�D�K�D�S�D���@�M���N�T�S�O�T�S���E�N�K�C�D�Q��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JOutput folders �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DOutput Folders overview �@�O�O�D�@�Q�R��
���� �3�D�K�D�B�S�@�M�N�T�S�O�T�S�E�N�K�C�D�Q�A�X�B�K�H�B�J�H�M�F�S�G�D�B�G�D�B�J�A�N�W�H�M�E�Q�N�M�S�N�E�S�G�D�E�N�K�C�D�Q�M�@�L�D�@�M�C�B�K�H�B�JDelete �� �4�G�D

�E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

Objectif Lune Inc. © 2010 131



The Delete output folder dialog

���� �3�D�K�D�B�S�@�M�D�V�N�T�S�O�T�S�E�N�K�C�D�Q�H�M�S�G�DReplace With �O�T�K�K��C�N�V�M��L�D�M�T���4�G�H�R�V�H�K�K�@�R�R�H�F�M�@�M�D�V�C�D�E�@�T�K�S�N�T�S�O�T�S
�E�N�K�C�D�Q���S�N���S�G�D�R�D���C�N�B�T�L�D�M�S�R���S�G�@�S���@�Q�D���@�S�S�@�B�G�D�C���S�N���S�G�D���R�D�K�D�B�S�D�C���E�N�K�C�D�Q���R�	��

���� �#�K�H�B�JDelete �����4�G�D���R�D�K�D�B�S�D�C���N�T�S�O�T�S���E�N�K�C�D�Q���R�	���@�M�C���S�G�D���C�N�B�T�L�D�M�S�R���B�N�M�S�@�H�M�D�C���H�M���H�S���@�Q�D���Q�D�L�N�U�D�C��

7.3.3 Enable the download link

�$�N�V�M�K�N�@�C�K�H�M�J�R�@�Q�D�@�C�C�D�C�S�N�S�G�D�L�N�R�S�Q�D�B�D�M�S�H�S�D�L�R�H�M�S�G�DOutput History overview �� �"�X �C�D�E�@�T�K�S�S�G�D�C�N�V�M�K�N�@�C
�K�H�M�J�V�H�K�K�N�M�K�X�V�N�Q�J�N�M�S�G�D�K�N�B�@�K�G�N�R�S���S�G�H�R�H�R�C�T�D�S�N�S�G�D�S�H�F�G�S�R�D�B�T�Q�H�S�X�R�D�S�S�H�M�F�R�N�E�O�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A���)�M�N�Q�C�D�Q�S�N
�D�M�@�A�K�D���S�G�D���C�N�V�M�K�N�@�C���K�H�M�J��

���� �#�Q�D�@�S�D���@���S�D�W�S���E�H�K�D���H�M���S�G�Doutput �E�N�K�C�D�Q���@�M�C���M�@�L�D���S�G�H�R���E�H�K�D�����G�S�@�B�B�D�R�R��/files/output/.htaccess ��
�4�G�D���O�T�Q�O�N�R�D���N�E�����G�S�@�B�B�D�R�R���E�H�K�D�R���H�R���S�N���O�Q�N�U�H�C�D���@���L�D�@�M�R���S�N���B�N�M�E�H�F�T�Q�D���!�O�@�B�D���E�N�Q���T�R�D�Q�R���V�G�N���B�@�M�M�N�S���L�N�C�H�E�X���S�G�D
�L�@�H�M���B�N�M�E�H�F�T�Q�@�S�H�N�M���E�H�K�D�����-�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���@�A�N�T�S�����G�S�@�B�B�D�R�R���E�H�K�D�R���B�@�M���A�D���E�N�T�M�C���@�S���S�G�D���E�N�K�K�N�V�H�M�F���V�D�A���R�H�S�D��
�G�S�S�O�������G�S�S�O�C���@�O�@�B�G�D���N�Q�F���C�N�B�R�����������G�N�V�S�N���G�S�@�B�B�D�R�R���G�S�L�K��

���� �!�C�C���S�G�D���E�N�K�K�N�V�H�M�F���B�N�C�D���S�N���S�G�D�����G�S�@�B�B�D�R�R���E�H�K�D���S�N���@�K�K�N�V���@�B�B�D�R�R���S�N���@�K�K���E�H�K�D�R���H�M���S�G�Doutput �E�N�K�C�D�Q���@�M�C���H�S�R���R�T�A
�E�N�K�C�D�Q�R�����2�D�O�K�@�B�D���S�G�D�����X�N�T�Q�H�O�@�C�C�Q�D�R�R�����V�H�S�G���S�G�D���)�0���@�C�C�Q�D�R�R���N�E���X�N�T�Q���C�N�L�@�H�M��
���&�H�K�D�R�-�@�S�B�G�������
����
�/�Q�C�D�Q���!�K�K�N�V�����$�D�M�X
�!�K�K�N�V���E�Q�N�L�����X�N�T�Q�H�O�@�C�C�Q�D�R�R��
�����&�H�K�D�R�L�@�S�B�G��

���� �5�R�D���S�G�D���E�N�K�K�N�V�H�M�F���B�N�C�D���S�N���O�Q�N�U�H�C�D���@�B�B�D�R�R���S�N�����O�C�E���E�H�K�D�R��
���&�H�K�D�R�-�@�S�B�G���������O�C�E�	������
�/�Q�C�D�Q���!�K�K�N�V�����$�D�M�X
�!�K�K�N�V���E�Q�N�L�����X�N�T�Q�H�O�@�C�C�Q�D�R�R��
�����&�H�K�D�R�L�@�S�B�G��

���� �5�R�D���S�G�D���E�N�K�K�N�V�H�M�F���B�N�C�D���S�N���O�Q�N�U�H�C�D���@�B�B�D�R�R���S�N�����O�C�E���@�M�C�����Y�H�O���E�H�K�D�R��
���&�H�K�D�R�-�@�S�B�G���������O�C�E�[�Y�H�O�	������
�/�Q�C�D�Q���!�K�K�N�V�����$�D�M�X
�!�K�K�N�V���E�Q�N�L�����X�N�T�Q�H�O�@�C�C�Q�D�R�R��
�����&�H�K�D�R�L�@�S�B�G��
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7.4 Job options

�7�H�S�GJob Options �H�S�H�R�O�N�R�R�H�A�K�D�S�N�B�G�@�M�F�D�S�G�D�B�G�@�Q�@�B�S�D�Q�H�R�S�H�B�R�N�E�F�D�M�D�Q�@�S�D�C�0�$�&�E�H�K�D�R���0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�T�R�D�R
�I�N�A�N�O�S�H�N�M�R�E�H�K�D�R�V�G�D�M�B�Q�D�@�S�H�M�F�R�N�E�S�O�Q�N�N�E�R�@�M�C�V�G�D�M�B�Q�D�@�S�H�M�F�0�$�&�N�T�S�O�T�S�N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�C�N�B�T�L�D�M�S�R���"�X
�C�D�E�@�T�K�S�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�G�@�R�� �O�Q�D�H�M�R�S�@�K�K�D�C�I�N�A�N�O�S�H�N�M�E�H�K�D�R���)�S�H�R�O�N�R�R�H�A�K�D�S�N�T�O�K�N�@�C�@�C�C�H�S�H�N�M�@�K�I�N�A�N�O�S�H�N�M�R
�E�H�K�D�R���*�N�A�N�O�S�H�N�M�E�H�K�D�R�B�@�M�A�D�B�Q�D�@�S�D�C�T�R�H�M�F�!�B�Q�N�A�@�S�$�H�R�S�H�K�K�D�Q���A�X�D�C�H�S�H�M�F�S�G�D�R�D�S�S�H�M�F�R�@�M�C�R�@�U�H�M�F�S�G�D�R�D�S�S�H�M�F�R�S�N�@
�E�H�K�D�����)�S���H�R���M�N�S���O�N�R�R�H�A�K�D���S�N���C�D�K�D�S�D���S�G�D���O�Q�D���H�M�R�S�@�K�K�D�C���I�N�A���N�O�S�H�N�M�R���E�H�K�D�R��

�*�N�A�N�O�S�H�N�M�R�E�H�K�D�R�@�Q�D�O�K�@�H�M�S�D�W�S�E�H�K�D�R���@�B�N�L�L�N�M�S�D�W�S�D�C�H�S�N�Q���K�H�J�D�.�N�S�D�0�@�C�������B�@�M�A�D�T�R�D�C�S�N�B�G�@�M�F�D�S�G�D
�R�D�S�S�H�M�F�R�H�M�S�G�D�E�H�K�D���0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�C�N�D�R�M�N�S�G�@�U�D�@�M�N�O�S�H�N�M�S�N�O�Q�D�E�K�H�F�G�S�I�N�A�N�O�S�H�N�M�R�E�H�K�D�R�@�M�C�B�@�M�M�N�S
�C�D�S�D�Q�L�H�M�D�H�E�@�I�N�A�N�O�S�H�N�M�R�E�H�K�D�H�R�U�@�K�H�C���-�@�M�T�@�K�K�X�D�C�H�S�D�C�I�N�A�N�O�S�H�N�M�R�E�H�K�D�R�@�M�C�D�U�D�M�I�N�A�N�O�S�H�N�M�E�H�K�D�R�B�Q�D�@�S�D�C�T�R�H�M�F
�!�B�Q�N�A�@�S�$�H�R�S�H�K�K�D�Q�L�@�X�M�N�S�V�N�Q�J�O�Q�N�O�D�Q�K�X�@�M�C�B�N�T�K�C�B�@�T�R�D�Q�D�M�C�D�Q�H�M�F�D�Q�Q�N�Q�R���-�@�J�D�R�T�Q�D�S�G�@�S�X�N�T�G�@�U�D�S�D�R�S�D�C
�X�N�T�Q�I�N�A�N�O�S�H�N�M�R�E�H�K�D�@�M�C�S�D�L�O�K�@�S�D�T�R�H�M�F�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�A�D�E�N�Q�D�L�@�J�H�M�F�S�G�D�S�D�L�O�K�@�S�D�C�N�B�T�L�D�M�S�@�U�@�H�K�@�A�K�D
�S�N���X�N�T�Q���B�T�R�S�N�L�D�Q�R��

Note: �0�K�D�@�R�D�M�N�S�D�S�G�@�S�H�L�@�F�D�B�N�L�O�Q�D�R�R�H�N�M�R�D�S�S�H�M�F�R�H�M�S�G�D�I�N�A�N�O�S�H�N�M�R�E�H�K�D�R�N�M�K�X�@�E�E�D�B�S�A�H�S�L�@�O�C�@�S�@�H�M
�S�G�D���0�$�&���C�N�B�T�L�D�M�S�����7�G�D�M���@���C�N�B�T�L�D�M�S���B�N�M�S�@�H�M�R���U�D�B�S�N�Q���C�@�S�@���X�N�T���V�N�M���S���R�D�D���@�M�X���C�H�E�E�D�Q�D�M�B�D��

7.4.1 Add a new job options file

�4�N���@�C�C���@���M�D�V���I�N�A���N�O�S�H�N�M�R���E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JJob Options �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

The Job options overview

���� �#�K�H�B�JAdd �����4�G�DAdd �C�H�@�K�N�F���H�R���R�G�N�V�M��
���� �#�K�H�B�JBrowse �@�M�C���K�N�B�@�S�D���S�G�D���I�N�A���N�O�S�H�N�M���E�H�K�D��
���� �#�K�H�B�JSave. �4�G�D���I�N�A���E�H�K�D���H�R���R�S�N�Q�D�C���@�M�C���S�G�D���M�D�V���I�N�A���N�O�S�H�N�M���H�R���@�C�C�D�C���S�N���S�G�DJob Options �N�U�D�Q�U�H�D�V��

7.4.2 Delete job options files

�4�N���C�D�K�D�S�D���@���I�N�A���N�O�S�H�N�M�R���E�H�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JJob Options �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DJob Options overview �@�O�O�D�@�Q�R��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�D���I�N�A���N�O�S�H�N�M�R���E�H�K�D�R���A�X���B�K�H�B�J�H�M�F���S�G�D���B�G�D�B�J�A�N�W���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��
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The Delete job options dialog

���� �#�K�H�B�JOK �S�N�C�D�K�D�S�D�S�G�D�R�D�K�D�B�S�D�C�I�N�A�N�O�S�H�N�M�R�E�H�K�D�R���$�N�B�T�L�D�M�S�R�Q�D�E�E�D�Q�H�M�F�S�N�@�C�D�K�D�S�D�C�I�N�A�N�O�S�H�N�M�R�E�H�K�D�V�H�K�K�T�R�D
�S�G�D���R�S�@�M�C�@�Q�C���I�N�A���N�O�S�H�N�M�R���E�H�K�D���H�M�B�K�T�C�D�C���V�H�S�G���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

Production - Job options
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7.5 Printers

�)�M�S�G�DPrinter �Roverview �E�Q�N�L�S�G�DSettings �R�D�B�S�H�N�M�@�K�K�S�G�D�@�U�@�H�K�@�A�K�D�O�Q�H�M�S�D�Q�R�@�Q�D�C�H�R�O�K�@�X�D�C���4�G�H�R�K�H�R�S�H�R�O�Q�N�U�H�C�D�C
�A�X���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q�����3�S�N�O�O�H�M�F���@�M�C���R�S�@�Q�S�H�M�F���0�Q�H�M�S�3�G�N�O���3�D�Q�U�D�Q���V�H�K�K���Q�D�E�Q�D�R�G���S�G�H�R���O�Q�H�M�S�D�Q���K�H�R�S��

�0�Q�H�M�S�D�Q�R�S�G�@�S�@�Q�D�L�@�Q�J�D�C�V�H�S�G�@�Q�D�C�H�B�N�M�H�M�S�G�D�E�H�Q�R�S�B�N�K�T�L�M�V�H�K�K�M�N�S�R�G�N�V�T�O�H�M�S�G�D�O�Q�H�M�S�D�Q�K�H�R�S�H�M�S�G�DOutput
�C�H�@�K�N�F�����0�Q�H�M�S�D�Q�R���S�G�@�S���@�Q�D���L�@�Q�J�D�C���V�H�S�G���@���F�Q�D�D�M���H�B�N�M���V�H�K�K���R�G�N�V���T�O���H�M���S�G�D���O�Q�H�M�S�D�Q���K�H�R�S��

7.5.1 Change the status of a printer

�4�N���C�H�R�@�A�K�D���@���O�Q�H�M�S�D�Q���O�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���R�S�D�O�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JPrinters �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DPrinters overview �O�@�F�D���R�G�N�V�R���@���K�H�R�S���N�E���S�G�D���@�U�@�H�K�@�A�K�D���O�Q�H�M�S�D�Q�R��

The list of printers is refreshed when PrintShop Server is started

���� �#�K�H�B�J���S�G�D���H�B�N�M���H�M���E�Q�N�M�S���N�E���@���O�Q�H�M�S�D�Q���M�@�L�D���S�N���B�G�@�M�F�D���H�S�R���R�S�@�S�T�R��
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8 E-mail

�4�G�D�%��L�@�H�K�R�D�S�S�H�M�F�R�R�D�B�S�H�N�M�H�R�T�R�D�C�S�N�R�D�S�T�O�D��L�@�H�K�M�N�S�H�E�H�B�@�S�H�N�M�R�S�G�@�S�V�H�K�K�A�D�R�D�M�C�D��L�@�H�K�L�D�R�R�@�F�D�R�V�G�D�M
�N�Q�C�D�Q�R���@�Q�D���B�Q�D�@�S�D�C���N�Q���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���B�G�@�M�F�D�C
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8.1 E-mail Settings

�7�G�D�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�R�D�M�C�R�D��L�@�H�K�L�D�R�R�@�F�D�R�S�G�D�R�X�R�S�D�L�C�D�E�@�T�K�S�D��L�@�H�K�R�D�S�S�H�M�F�R�@�Q�D�T�R�D�C���4�G�DE-mail
Settings �O�@�F�D�R�G�N�V�R�H�M�E�N�Q�L�@�S�H�N�M�@�A�N�T�S�S�G�D�B�T�Q�Q�D�M�S�D��L�@�H�K�R�D�S�S�H�M�F�R���4�G�DE-mail Settings �O�@�F�D�@�K�K�N�V�R�S�G�D
�@�C�L�H�M�H�R�S�Q�@�S�N�Q���S�N���D�M�@�A�K�D���S�G�D���R�D�M�C���D��L�@�H�K���L�D�R�R�@�F�D���N�O�S�H�N�M���@�M�C���R�D�S�T�O���D��L�@�H�K���R�D�Q�U�D�Q���Q�D�K�@�S�D�C���O�@�Q�@�L�D�S�D�Q�R��

8.1.1 Configure the E-mail settings

�4�N���B�G�@�M�F�D���S�G�DE-mail Settings �O�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���S�@�R�J�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JSettings �H�M���S�G�DE-mail �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T�����4�G�DE-mail Settings �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�JEdit �����4�G�D���E�N�K�K�N�V�H�M�F���O�@�F�D���@�O�O�D�@�Q�R��

The E-mail Settings page

���� �#�G�@�M�F�D���S�G�D���R�D�S�S�H�M�F�R���S�N���L�D�D�S���S�G�D���Q�D�P�T�H�Q�D�L�D�M�S�R���N�E���X�N�T�Q���D�M�U�H�Q�N�M�L�D�M�S��
�e Send E-mail on Order Status Change: �3�D�K�D�B�S�S�G�H�R�N�O�S�H�N�M�S�N�R�D�M�C�@�M�D��L�@�H�K�L�D�R�R�@�F�D�N�M�D�U�D�Q�X

�R�S�@�S�T�R���B�G�@�M�F�D���N�E���S�G�D���B�T�R�S�N�L�D�Q�R���O�Q�H�M�S���I�N�A�R���S�N���X�N�T�Q���B�T�R�S�N�L�D�Q��
�e Sender Name: �%�M�S�D�Q���S�G�D���M�@�L�D���N�E���X�N�T�Q���B�N�L�O�@�M�X���N�Q���V�D�A���R�D�Q�U�D�Q��
�e Sender E-mail Address: �%�M�S�D�Q�S�G�D�B�N�L�O�@�M�X�c�R�D��L�@�H�K�@�C�C�Q�D�R�R���S�G�H�R�@�C�C�Q�D�R�R�H�R�U�H�R�H�A�K�D�S�N�S�G�D

�B�T�R�S�N�L�D�Q��
�e SMTP Server: �%�M�S�D�Q���S�G�D���M�@�L�D���N�E���X�N�T�Q���N�T�S�F�N�H�M�F���L�@�H�K��R�D�Q�U�D�Q��
�e Character Set: �%�M�S�D�Q�S�G�D�B�G�@�Q�@�B�S�D�Q�R�R�D�S�T�R�D�C�E�N�Q�S�G�D�D��L�@�H�K�L�D�R�R�@�F�D���D���F���5�4�&����N�Q�H�R�N�������������	��

�"�X���C�D�E�@�T�K�S���S�G�H�R���E�H�D�K�C���H�R���R�D�S���S�N���5�4�&�����
�e SMTP Authentication: �3�D�K�D�B�S�S�G�D�B�G�D�B�J�A�N�W�D�R�E�N�QSMTP authentication �@�M�C���N�QPOP before SMTP �H�E

�X�N�T�Q�)�3�0���)�M�S�D�Q�M�D�S�3�D�Q�U�H�B�D�0�Q�N�U�H�C�D�Q�	�A�K�N�B�J�R�N�T�S�F�N�H�M�F�D��L�@�H�K�T�M�S�H�K�D��L�@�H�K�G�@�R�A�D�D�M�Q�D�@�C���4�Q�X�S�G�H�R
�N�O�S�H�N�M���H�E���X�N�T���D�W�O�D�Q�H�D�M�B�D���O�Q�N�A�K�D�L�R���B�N�M�M�D�B�S�H�M�F���S�N���X�N�T�Q���L�@�H�K���R�D�Q�U�D�Q��

�e User Name �@�M�CPassword: �3�D�S�R���S�G�D���3�4�-�0���T�R�D�Q���M�@�L�D���@�M�C���O�@�R�R�V�N�Q�C��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R���@�M�C���S�N���Q�D�S�T�Q�M���S�N���S�G�DE-mail Settings �O�@�F�D��

8.1.2 Test the E-mail settings

�4�D�R�S�S�G�D�%��L�@�H�K�R�D�S�S�H�M�F�R�S�N�L�@�J�D�R�T�Q�D�T�R�D�Q�R�Q�D�B�D�H�U�D�S�G�D�H�Q�D��L�@�H�K�L�D�R�R�@�F�D�R���4�N�S�D�R�S�S�G�DE-mail Settings
�O�D�Q�E�N�Q�L���S�G�D���E�N�K�K�N�V�H�M�F���R�S�D�O�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JSettings �H�M���S�G�DE-mail �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T�����4�G�DE-mail Settings �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�J���S�G�DTest �A�T�S�S�N�M�����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��
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The Test E-mail Settings dialog

���� �%�M�S�D�Q�@�M�D��L�@�H�K�@�C�C�Q�D�R�R�@�M�C�B�K�H�B�J�S�G�DTest �A�T�S�S�N�M�S�N�R�D�M�C�@�S�D�R�S�L�D�R�R�@�F�D�S�N�S�G�D�D�M�S�D�Q�D�C�@�C�C�Q�D�R�R���)�E�S�G�D
�D��L�@�H�K���L�D�R�R�@�F�D���V�@�R���R�D�M�C���R�T�B�B�D�R�R�E�T�K�K�X���S�G�D���L�D�R�R�@�F�D�����3uccesfully sent the test e-mail �����H�R���R�G�N�V�M��

E-mail - E-mail Settings
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8.2 E-mail Addressees

�4�G�DE-mail Addressees �R�D�B�S�H�N�M�K�D�S�R�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�C�D�E�H�M�D�V�G�N�Q�D�B�D�H�U�D�R�D��L�@�H�K�M�N�S�H�E�H�B�@�S�H�N�M�L�D�R�R�@�F�D�R���4�G�H�R
�B�@�M���A�D���C�D�E�H�M�D�C���O�D�Q���N�Q�C�D�Q���R�S�@�S�T�R��

Configure the addressees

�4�N���R�D�S�T�O���V�G�N���Q�D�B�D�H�U�D�R���R�S�@�S�T�R���B�G�@�M�F�D���L�D�R�R�@�F�D�R��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JAddressees �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DE-mail Addressees overview �@�O�O�D�@�Q�R��

Status Overview of the E-mail addressees section

���� �3�D�K�D�B�S���@�M���N�Q�C�D�Q���R�S�@�S�T�R���E�Q�N�L���S�G�D���N�U�D�Q�U�H�D�V�����4�G�D���E�N�K�K�N�V�H�M�F���R�B�Q�D�D�M���@�O�O�D�@�Q�R��

Select the person(s) who must receive an e-mail messages in the selected order status

���� �3�D�K�D�B�S���S�G�D���O�D�Q�R�N�M���R�	���V�G�N���L�T�R�S���Q�D�B�D�H�U�D���@�M���D��L�@�H�K���L�D�R�R�@�F�D���H�M���S�G�D���R�D�K�D�B�S�D�C���R�S�@�S�T�R��
�e Customer: �4�G�D���O�D�Q�R�N�M���V�G�N���N�Q�C�D�Q�D�C���N�Q���@�O�O�Q�N�U�D�C���S�G�D���O�Q�H�M�S���I�N�A��
�e Additional order form contact: �)�E�S�G�D�B�N�M�S�@�B�S�E�N�Q�S�G�D�O�Q�H�M�S�I�N�A�C�H�E�E�D�Q�R�E�Q�N�L�S�G�D�T�R�D�Q�O�K�@�B�H�M�F�S�G�D

�O�Q�H�M�S���I�N�A�����S�G�DContact name �@�M�CContact e-mail �B�@�M���A�D���D�M�S�D�Q�D�C���H�M���S�G�D���N�Q�C�D�Q���H�M�E�N�Q�L�@�S�H�N�M���V�H�M�C�N�V��
�e Company contact: �4�G�D�O�D�Q�R�N�M�V�G�N�H�R�R�D�K�D�B�S�D�C�H�M�S�G�D�B�N�L�O�@�M�H�D�R�O�Q�N�O�D�Q�S�H�D�R�O�@�F�D���H�M�S�G�DContact

person �E�H�D�K�C��
�e Department contact: �4�G�D�O�D�Q�R�N�M�V�G�N�H�R�R�D�K�D�B�S�D�C�H�M�S�G�D�C�D�O�@�Q�S�L�D�M�S�O�Q�N�O�D�Q�S�H�D�R�O�@�F�D���H�M�S�G�D

Contact person �E�H�D�K�C��
�e Queue responsible:

�e Ordered queue: �0�D�Q�R�N�M�R�H�M�S�G�D�B�T�R�S�N�L�D�Q�R�N�Q�F�@�M�H�Y�@�S�H�N�M�S�G�@�S�G�@�U�D�S�G�D�O�Q�H�U�H�K�D�F�D�S�NApprove
�S�G�D���N�Q�C�D�Q��

�e Approved queue: �0�D�Q�R�N�M�R�H�M�S�G�D�O�Q�H�M�S�R�G�N�O�S�G�@�S�G�@�U�D�S�G�D�O�Q�H�U�H�K�D�F�D�S�N�R�D�S�S�G�D�N�Q�C�D�Q�R�S�@�S�T�R�S�N
In-plant.

�e In-plant queue:
�e �0�D�Q�R�N�M�R���H�M���S�G�D���O�Q�H�M�S�R�G�N�O���S�G�@�S���G�@�U�D���S�G�D���O�Q�H�U�H�K�D�F�D���S�N���O�Q�H�M�S���N�Q�C�D�Q�R��
�e �0�D�Q�R�N�M�R���H�M���S�G�D���O�Q�H�M�S�R�G�N�O���S�G�@�S���G�@�U�D���S�G�D���O�Q�H�U�H�K�D�F�D���S�N���R�D�S���S�G�D���N�Q�C�D�Q���R�S�@�S�T�R���S�NShipping.

�e Shipping queue: �0�D�Q�R�N�M�R���S�G�@�S���G�@�U�D���S�G�D���O�Q�H�U�H�K�D�F�D���S�N���R�D�S���S�G�D���N�Q�C�D�Q���R�S�@�S�T�R���S�NCompleted.
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�e Completed queue: �0�D�Q�R�N�M�R�S�G�@�S�G�@�U�D�S�G�D�O�Q�H�U�H�K�D�F�D�S�N�U�H�D�V�S�G�D�N�Q�C�D�Q�R�V�H�S�G�R�S�@�S�T�R
Completed.

�e Quote request: �0�D�Q�R�N�M�R���H�M���S�G�D���O�Q�H�M�S�R�G�N�O���S�G�@�S���B�@�M���D�M�S�D�Q���@���O�Q�H�B�D���P�T�N�S�D��
�e Quote price: �0�D�Q�R�N�M�R�H�M�S�G�D�B�T�R�S�N�L�D�Q�R�N�Q�F�@�M�H�Y�@�S�H�N�M�S�G�@�S�G�@�U�D�S�G�D�O�Q�H�U�H�K�D�F�D�S�NApprove �S�G�D

�N�Q�C�D�Q��

�e Custom e-mail: �)�M���S�G�DCustom e-mail �E�H�D�K�C���X�N�T���B�@�M���D�M�S�D�Q���@�M���D�W�S�Q�@���D��L�@�H�K���@�C�C�Q�D�R�R�����0�K�D�@�R�D���M�N�S�D
�S�G�@�S���S�G�H�R���B�T�R�S�N�L���D��L�@�H�K���@�C�C�Q�D�R�R���H�R���T�R�D�C���E�N�Q���@�K�K���N�Q�C�D�Q�R���H�M���S�G�D���R�X�R�S�D�L�����&�N�Q���D�W�@�L�O�K�D�����D�@�B�G���O�Q�H�M�S���I�N�A
�S�G�@�S���H�R���N�Q�C�D�Q�D�C���B�@�M���A�D���R�D�M�C���@�M���D��L�@�H�K���L�D�R�R�@�F�D���S�N���S�G�D���O�D�Q�R�N�M���Q�D�R�O�N�M�R�H�A�K�D���E�N�Q���S�Q�@�B�J�H�M�F���N�Q�C�D�Q�R��
�)�E�N�M�D�N�Q�L�N�Q�D�@�C�C�Q�D�R�R�D�D�R�B�G�D�B�J�A�N�W�D�R�Q�D�O�Q�D�R�D�M�S�S�G�D�R�@�L�D�O�D�Q�R�N�M���S�G�H�R�O�D�Q�R�N�M�V�H�K�K�N�M�K�X�Q�D�B�D�H�U�D
�N�M�D���D��L�@�H�K��

���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

E-mail - E-mail Addressees
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8.3 Managing E-mail Templates

�4�G�D�H�M�S�Q�N�C�T�B�S�H�N�M�N�EE-mail templates �R�H�L�O�K�H�E�H�D�R�S�G�D�L�@�M�@�F�D�L�D�M�S�@�M�C�B�T�R�S�N�L�H�Y�@�S�H�N�M�N�E�D��L�@�H�K�L�D�R�R�@�F�D�R�R�D�M�C
�A�X�0�Q�H�M�S�3�G�N�O�-�@�H�K�K�7�D�A���%��L�@�H�K�S�D�L�O�K�@�S�D�R�@�Q�D�(�4�-�, �C�N�B�T�L�D�M�S�R�@�M�C�@�Q�D�R�S�N�Q�D�C�N�M�S�G�D�E�H�K�D�R�X�R�S�D�L�N�E�S�G�D
�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�V�D�A�R�D�Q�U�D�Q���4�G�D�D��L�@�H�K�S�D�L�O�K�@�S�D�R�B�@�M�A�D�@�K�S�D�Q�D�C�T�R�H�M�F�@�O�K�@�H�M�S�D�W�S�D�C�H�S�N�Q���D���F���.�N�S�D
�0�@�C�����	��

�!�M �D��L�@�H�K�S�D�L�O�K�@�S�D�B�N�L�A�H�M�D�R�(�4�-�, �@�M�C�0�(�0 �@�K�K�N�V�H�M�F�S�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�S�N�@�C�C�@�M�C�Q�D�L�N�U�D�H�M�E�N�Q�L�@�S�H�N�M�E�Q�N�L
�S�G�D�L�D�R�R�@�F�D���!�R�S�G�D�S�D�L�O�K�@�S�D�R�@�Q�D�T�R�H�M�F�S�G�D�0�(�0 �R�B�Q�H�O�S�H�M�F�K�@�M�F�T�@�F�D�B�T�R�S�N�L�B�N�M�S�D�M�S�B�N�M�C�H�S�H�N�M�R�B�@�M�A�D�@�C�C�D�C
�A�X���@�C�C�H�M�F���K�N�B�@�K���E�T�M�B�S�H�N�M�R���S�G�@�S���T�R�D���U�@�Q�H�@�A�K�D�R���R�T�O�O�K�H�D�C���A�X���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A��

�4�D�L�O�K�@�S�D�R�B�@�M�A�D�N�U�D�Q�V�Q�H�S�S�D�M�O�D�Q�R�J�H�M�@�K�K�N�V�H�M�F�S�G�D�K�N�N�J�@�M�C�E�D�D�K�N�E�S�G�D�L�D�R�R�@�F�D�S�N�A�D�B�G�@�M�F�D�C�@�B�B�N�Q�C�H�M�F�S�N
�S�G�@�S���R�J�H�M��

�! �Q�@�M�F�D�N�E�D��L�@�H�K�S�D�L�O�K�@�S�D�E�T�M�B�S�H�N�M�R�B�@�M�A�D�@�C�C�D�C�S�N�O�D�Q�E�N�Q�L�R�O�D�B�H�E�H�B�S�@�R�J�R�K�H�J�D�@�C�C�H�M�F�B�B�@�M�C�A�B�B�@�C�C�Q�D�R�R�D�D�R
�@�R���V�D�K�K���@�R���@�C�C�H�M�F���D��L�@�H�K���@�S�S�@�B�G�L�D�M�S�R��
�4�G�D���N�O�S�H�N�M�R���B�N�U�D�Q�D�C���A�X���S�G�H�R���C�N�B�T�L�D�M�S���@�Q�D��

�] �4�G�D���N�Q�F�@�M�H�Y�@�S�H�N�M���N�E���D��L�@�H�K���S�D�L�O�K�@�S�D�R��
�] �%��L�@�H�K���R�D�S�S�H�M�F�R��
�] �%��L�@�H�K���S�D�L�O�K�@�S�D���@�S�S�Q�H�A�T�S�D�R���O�D�Q���L�D�R�R�@�F�D���S�X�O�D�����N�Q�C�D�Q���M�N�S�H�E�H�B�@�S�H�N�M�����E�N�Q�F�N�S���O�@�R�R�V�N�Q�C�	��
�] �%��L�@�H�K���S�D�L�O�K�@�S�D���E�T�M�B�S�H�N�M�R��

�)�M�N�Q�C�D�Q�S�N�B�Q�D�@�S�D�K�@�M�F�T�@�F�D�R�O�D�B�H�E�H�B�D�W�B�D�O�S�H�N�M�R���R�T�A�E�N�K�C�D�Q�R�B�@�M�A�D�B�Q�D�@�S�D�C�E�N�Q�D�@�B�G�K�@�M�F�T�@�F�D���H�M�S�G�D
�D�L�@�H�K�S�D�L�O�K�@�S�D�R�E�N�K�C�D�Q�	���4�G�D�M�@�L�D�N�E�S�G�D�R�D�R�T�A�E�N�K�C�D�Q�R�R�G�N�T�K�C�L�@�S�B�G�S�G�D�)�R�N�B�N�C�D�@�R�R�O�D�B�H�E�H�D�C�H�M�S�G�DLanguage
�R�D�B�S�H�N�M���N�E���S�G�DSettings �R�D�B�S�H�N�M��

�4�G�D�R�X�R�S�D�L�V�H�K�K�B�G�D�B�J�E�N�Q�S�G�D�D�W�H�R�S�D�M�B�D�N�E�@�M�D��L�@�H�K�S�D�L�O�K�@�S�D�H�M�S�G�D�E�N�K�C�D�Q�R�S�Q�T�B�S�T�Q�D�N�E�S�G�D�B�T�Q�Q�D�M�S�R�J�H�M���%��L�@�H�K
�S�D�L�O�K�@�S�D�R�H�M�@�R�J�H�M�E�N�K�C�D�Q�G�@�U�D�@�G�H�F�G�D�Q�O�Q�H�N�Q�H�S�X�@�M�C�H�E�E�N�T�M�C�S�G�H�R�L�D�R�R�@�F�D�H�R�T�R�D�C���4�G�D�N�Q�F�@�M�H�Y�@�S�H�N�M�H�M�R�H�C�D�@
�R�J�H�M�E�N�K�C�D�Q�H�R�R�H�L�H�K�@�Q�S�N�S�G�D�C�D�E�@�T�K�S�D��L�@�H�K�S�D�L�O�K�@�S�D�R�K�N�B�@�S�H�N�M���4�G�D�@�C�L�H�M�H�R�S�Q�@�S�N�Q�B�@�M�R�H�L�O�K�X�O�K�@�B�D�@�B�N�O�X�N�E�S�G�D
�D�L�@�H�K�S�D�L�O�K�@�S�D�R�E�N�K�C�D�Q�H�M�S�G�D�E�N�K�C�D�Q�N�E�S�G�D�R�J�H�M�@�M�C�R�S�@�Q�S�B�T�R�S�N�L�H�Y�H�M�F�S�G�D�S�D�L�O�K�@�S�D�R���4�G�D�H�R�N�B�N�C�D�T�R�D�C�H�M�S�G�D
�E�N�K�C�D�Q���O�@�S�G���H�R���H�M���K�N�V�D�Q�B�@�R�D��

�"�D�K�N�V���@�M���N�U�D�Q�U�H�D�V���N�E���S�G�D���O�N�R�R�H�A�K�D���D��L�@�H�K���S�D�L�O�K�@�S�D���K�N�B�@�S�H�N�M�R�����R�N�Q�S�D�C���A�X���O�Q�H�N�Q�H�S�X��

���� �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���-�@�H�K���3�T�H�S�D�����<�0�Q�H�M�S�3�G�N�O���-�@�H�K
�7�D�A�<�7�D�A�R�H�S�D�<�S�D�L�O�K�@�S�D�R�<���R�J�H�M�M�@�L�D���<�L�H�R�B�<�D�L�@�H�K�S�D�L�O�K�@�S�D�R�<���H�R�N�B�N�C�D��

���� �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���-�@�H�K���3�T�H�S�D�����<�0�Q�H�M�S�3�G�N�O���-�@�H�K
�7�D�A�<�7�D�A�R�H�S�D�<�S�D�L�O�K�@�S�D�R�<���R�J�H�M�M�@�L�D���<�L�H�R�B�<�D�L�@�H�K�S�D�L�O�K�@�S�D�R

���� �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���-�@�H�K���3�T�H�S�D�����<�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A�<�7�D�A�R�H�S�D�<�L�H�R�B�<�D�L�@�H�K�S�D�L�O�K�@�S�D�R�<���H�R�N�B�N�C�D��
���� �#���<�0�Q�N�F�Q�@�L���&�H�K�D�R�<�0�Q�H�M�S�3�G�N�O���-�@�H�K���3�T�H�S�D�����<�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A�<�7�D�A�R�H�S�D�<�L�H�R�B�<�D�L�@�H�K�S�D�L�O�K�@�S�D�R

8.3.1 Edit a default e-mail template

�4�N���D�C�H�S���@���C�D�E�@�T�K�S���D��L�@�H�K���S�D�L�O�K�@�S�D��

���� �3�D�K�D�B�S���@�M���D��L�@�H�K���S�D�L�O�K�@�S�D���C�N�B�T�L�D�M�S���N�M���S�G�D���E�N�K�K�N�V�H�M�F���K�N�B�@�S�H�N�M��C:\Program Files\PrintShop
Web\Website\misc\emailtemplates �@�M�C���N�O�D�M���S�G�D���E�H�K�D���H�M���@���O�K�@�H�M���S�D�W�S���D�C�H�S�N�Q��

���� �%�C�H�S���S�G�D���S�D�W�S���H�M���S�G�D���C�N�B�T�L�D�M�S��
���� �#�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��

�4�N�@�C�C�D��L�@�H�K�S�D�L�O�K�@�S�D�R�S�N�@�R�J�H�M�R�H�L�O�K�X�O�K�@�B�D�@�B�N�O�X�N�E�S�G�Demailtemplates folder �H�M�S�G�D�E�N�K�C�D�Q�N�E�S�G�D�R�J�H�M
�@�M�C���R�S�@�Q�S���B�T�R�S�N�L�H�Y�H�M�F���S�G�D���S�D�L�O�K�@�S�D�R��
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8.3.2 Template names

�4�G�D�M�@�L�D�N�E�S�G�D�S�D�L�O�K�@�S�D�B�N�M�R�H�R�S�R�N�E�S�V�N�O�@�Q�S�R���4�G�D�E�H�Q�R�S�H�M�C�H�B�@�S�N�Q�Q�D�E�D�Q�R�S�N�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�N�A�I�D�B�S�R���D���F��
�N�Q�C�D�Q���@�M�C���@�B�B�N�T�M�S�	�����4�G�D���R�D�B�N�M�C���O�@�Q�S���C�D�E�H�M�D�R���S�G�D���@�B�S�H�N�M���S�G�@�S���H�M�U�N�J�D�R���S�G�D���R�D�M�C�H�M�F���N�E���S�G�D���L�D�R�R�@�F�D��

E-mail templates folder

�"�X �C�D�E�@�T�K�S�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�G�@�R�@�R�D�S�N�E�K�@�M�F�T�@�F�D�H�M�C�D�O�D�M�C�D�M�S�D��L�@�H�K�S�D�L�O�K�@�S�D�R�R�S�N�Q�D�C�H�M�D�L�@�H�K�S�D�L�O�K�@�S�D�R
�E�N�K�C�D�Q���3�N�S�G�D�R�D�S�T�O�C�N�D�R�M���S�B�Q�D�@�S�D�K�@�M�F�T�@�F�D�D�W�B�D�O�S�H�N�M�R�N�Q�D�W�B�D�O�S�H�N�M�R�E�N�Q�@�R�J�H�M���4�G�D�K�H�R�S�N�E�S�G�D�C�D�E�@�T�K�S
�@�U�@�H�K�@�A�K�D���D��L�@�H�K���S�D�L�O�K�@�S�D�R���L�D�R�R�@�F�D�R��

�] email-test: �4�G�DE-mail test �L�D�R�R�@�F�D���H�R���R�D�M�S���V�G�D�M���S�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q���B�K�H�B�J�R���S�G�DTest �A�T�S�S�N�M���N�M���S�G�DE-mail
Settings �O�@�F�D��

�] account-forgotpassword: �4�G�DAccount forgot password �S�D�L�O�K�@�S�D���H�R���T�R�D�C���V�G�D�M���S�G�D���B�T�R�S�N�L�D�Q���Q�D�P�T�D�R�S�R
�S�G�D���Q�D�S�Q�H�D�U�@�K���N�E���@���K�N�R�S���O�@�R�R�V�N�Q�C��

�] order-ordered: �4�G�DOrdered �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���R�D�S���S�N���N�Q�C�D�Q�D�C��
�] order-approved: �4�G�DApproved �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���R�D�S���S�N���@�O�O�Q�N�U�D�C��
�] order-inplant: �4�G�DIn-plant �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���R�D�S���S�N���H�M���O�K�@�M�S��
�] order-shipping: �4�G�DShipping �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���R�D�S���S�N���R�G�H�O�O�H�M�F��
�] order-completed: �4�G�DCompleted �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���R�S�@�S�T�R���N�E���@�M���N�Q�C�D�Q���H�R���R�D�S���S�N���B�N�L�O�K�D�S�D�C��
�] order-quoterequest: �4�G�DQuote request �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���B�T�R�S�N�L�D�Q���N�Q�C�D�Q�D�C���@���C�N�B�T�L�D�M�S

�V�H�S�G�N�T�S���O�Q�H�B�D���H�M�E�N�Q�L�@�S�H�N�M��
�] order-quoteset: �4�G�DQuote price �L�D�R�R�@�F�D���H�R���R�D�M�C���V�G�D�M���S�G�D���O�Q�N�C�T�B�S�H�N�M���L�@�M�@�F�D�Q���G�@�R���R�D�S���S�G�D���O�Q�H�B�D���E�N�Q

�S�G�D���P�T�N�S�D���Q�D�P�T�D�R�S��

8.3.3 Using functions in e-mail templates

�4�G�D�S�D�L�O�K�@�S�D�R�X�R�S�D�L�H�M�B�K�T�C�D�R�N�O�S�H�N�M�R�S�N�N�U�D�Q�Q�H�C�D�S�G�D�R�T�A�I�D�B�S���@�C�C���Q�D�L�N�U�D�@�C�C�Q�D�R�R�D�D�R���B�Q�D�@�S�D�E�H�K�D
�@�S�S�@�B�G�D�L�D�M�S�R�@�M�C�S�N�@�O�O�K�X�E�N�Q�L�@�S�S�H�M�F�T�R�H�M�F�G�S�L�K�S�@�F�R�@�M�C�B�@�R�B�@�C�H�M�F�R�S�X�K�D�R�G�D�D�S�R���#�3�3�	���4�G�D�D��L�@�H�K�S�D�L�O�K�@�S�D
�R�X�R�S�D�L���H�M�B�K�T�C�D�R���N�O�S�H�N�M�R���S�N���B�@�K�K���E�T�M�B�S�H�N�M�R���S�G�@�S���O�D�Q�E�N�Q�L���R�O�D�B�H�E�H�B���S�@�R�J�R��
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An e-mail template in Notepad++

�4�G�D���E�N�K�K�N�V�H�M�F���E�T�M�B�S�H�N�M�R���@�Q�D���@�U�@�H�K�@�A�K�D���E�N�Q���@�K�K���D��L�@�H�K���S�D�L�O�K�@�S�D�R��

�] setSubject: �4�G�H�R���E�T�M�B�S�H�N�M���R�D�S�R���S�G�D���R�T�A�I�D�B�S���E�N�Q���S�G�D���D��L�@�H�K���L�D�R�R�@�F�D�����)�E���M�N���R�T�A�I�D�B�S���H�R���R�O�D�B�H�E�H�D�C���S�G�D���R�T�A�I�D�B�S
�H�R���R�D�S���S�N��No Subject.
���S�G�H�R����R�D�S�3�T�A�I�D�B�S�����0�@�R�R�V�N�Q�C���!�R�R�H�R�S�@�M�B�D���	

�] setFrom: �4�G�H�R���E�T�M�B�S�H�N�M���N�U�D�Q�Q�H�C�D�R���S�G�DSender e-mail address �R�D�S���H�M���S�G�DE-mail Settings.
���S�G�H�R����R�D�S�&�Q�N�L�����H�M�E�N� �O�Q�H�M�S�R�G�N�O�V�D�A���B�N�L���	

�] setFromName: �4�G�H�R���E�T�M�B�S�H�N�M���N�U�D�Q�Q�H�C�D�R���S�G�DSender e-mail address �R�D�S���H�M���S�G�DE-mail Settings.
���S�G�H�R����R�D�S�&�Q�N�L�.�@�L�D�����-�X�#�@�Q�C�R���B�N�L���	

�] setTo: �"�X���C�D�E�@�T�K�S���0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���V�H�K�K���C�D�S�D�Q�L�H�M�D���S�G�D���Q�D�B�H�O�H�D�M�S�R���N�E���S�G�D���L�D�R�R�@�F�D���A�@�R�D�C���N�M���S�G�DE-mail
Addressees �R�D�S�S�H�M�F�R���H�M���S�G�DSettings �R�D�B�S�H�N�M�����4�G�DsetTo �E�T�M�B�S�H�N�M���N�U�D�Q�Q�H�C�D�R���S�G�D�����4�N�����G�D�@�C�D�Q���C�D�E�H�M�D�C���A�X���S�G�D
�R�X�R�S�D�L��
�4�G�D���E�H�Q�R�S���O�@�Q�@�L�D�S�D�Q���H�R���S�G�D���D��L�@�H�K���@�C�C�Q�D�R�R�����S�G�D���E�T�M�B�S�H�N�M���@�B�B�D�O�S�R���@���R�D�B�N�M�C���N�O�S�H�N�M�@�K���O�@�Q�@�L�D�S�D�Q���S�G�@�S���H�R���T�R�D�C
�@�R���@���G�T�L�@�M��Q�D�@�C�@�A�K�D���M�@�L�D���N�E���S�G�D���Q�D�B�H�O�H�D�M�S���E�N�Q���S�G�D���G�D�@�C�D�Q��
���S�G�H�R����R�D�S�4�N���`�O�R�V��A�D�S�@� �D�T���N�A�I�D�B�S�H�E�K�T�M�D���B�N�L�a���a�0�3�7���"�D�S�@�a�	

�] addTo: �!�C�C�R���@���Q�D�B�H�O�H�D�M�S���S�N���S�G�D���L�@�H�K���V�H�S�G���@�����4�N�����G�D�@�C�D�Q��
�4�G�D���E�H�Q�R�S���O�@�Q�@�L�D�S�D�Q���H�R���S�G�D���D��L�@�H�K���@�C�C�Q�D�R�R�����S�G�D���E�T�M�B�S�H�N�M���@�B�B�D�O�S�R���@���R�D�B�N�M�C���N�O�S�H�N�M�@�K���O�@�Q�@�L�D�S�D�Q���S�G�@�S���H�R���T�R�D�C
�@�R���@���G�T�L�@�M��Q�D�@�C�@�A�K�D���M�@�L�D���N�E���S�G�D���Q�D�B�H�O�H�D�M�S���E�N�Q���S�G�D���G�D�@�C�D�Q��
���S�G�H�R����@�C�C�4�N���`�O�R�V��A�D�S�@� �D�T���N�A�I�D�B�S�H�E�K�T�M�D���B�N�L�a���a�0�3�7���"�D�S�@�a�	

�] addCc: �!�C�C�R���@���Q�D�B�H�O�H�D�M�S���S�N���S�G�D�����#�B�����G�D�@�C�D�Q���N�E���S�G�D���L�D�R�R�@�F�D��
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�����!�S�S�@�B�G���S�G�D���R�N�E�S�O�Q�N�N�E���O�C�E���N�E���D�@�B�G���C�N�B�T�L�D�M�S���I�N�A���S�N���S�G�D���L�D�R�R�@�F�D��
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���H�C���������I�N�A�;�H�C�=��
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9 Modules

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�B�K�T�C�D�R�@�E�Q�@�L�D�V�N�Q�J�E�N�Q�L�@�M�@�F�H�M�F�@�M�C�C�D�R�B�Q�H�A�H�M�F�L�N�C�T�K�D�R���-�N�C�T�K�D�R�@�Q�D�T�R�D�C�S�N�@�C�C�N�Q
�B�T�R�S�N�L�H�Y�D���E�T�M�B�S�H�N�M�@�K�H�S�X���H�M���R�O�D�B�H�E�H�B���@�Q�D�@�R���N�E���S�G�D���@�O�O�K�H�B�@�S�H�N�M��

�4�G�DOverview �N�O�S�H�N�M�H�M�S�G�DModules �R�D�B�S�H�N�M�E�Q�N�L�S�G�DSettings �R�H�C�D�L�D�M�T�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�H�M�R�S�@�K�K�D�C
�L�N�C�T�K�D�R���4�G�D�L�N�C�T�K�D�R�@�Q�D�F�Q�N�T�O�D�C�A�X�S�G�D�H�Q�L�N�C�T�K�D�S�X�O�D���#�K�H�B�J�S�G�D�O�K�T�R��H�B�N�M�H�M�E�Q�N�M�S�N�E�@�L�N�C�T�K�D�S�X�O�D�S�N�U�H�D�V
�S�G�D���@�U�@�H�K�@�A�K�D���L�N�C�T�K�D�R���E�N�Q���S�G�@�S���S�X�O�D�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D���S�G�D���F�T�H�C�D�R���N�E���S�G�D���Q�D�R�O�D�B�S�H�U�D���L�N�C�T�K�D���S�X�O�D��

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�M�B�K�T�C�D�R�@�E�Q�@�L�D�V�N�Q�J�E�N�Q�L�@�M�@�F�H�M�F�@�M�C�C�D�R�B�Q�H�A�H�M�F�L�N�C�T�K�D�R���-�N�C�T�K�D�R�@�Q�D�T�R�D�C�S�N�@�C�C�N�Q
�B�T�R�S�N�L�H�Y�D���E�T�M�B�S�H�N�M�@�K�H�S�X���H�M���R�O�D�B�H�E�H�B���@�Q�D�@�R���N�E���S�G�D���@�O�O�K�H�B�@�S�H�N�M��

�4�G�DOverview �N�O�S�H�N�M�H�M�S�G�DModules �R�D�B�S�H�N�M�E�Q�N�L�S�G�DSettings �R�H�C�D�L�D�M�T�R�G�N�V�R�@�M�N�U�D�Q�U�H�D�V�N�E�S�G�D�H�M�R�S�@�K�K�D�C
�L�N�C�T�K�D�R���4�G�D�L�N�C�T�K�D�R�@�Q�D�F�Q�N�T�O�D�C�A�X�S�G�D�H�Q�L�N�C�T�K�D�S�X�O�D���#�K�H�B�J�S�G�D�O�K�T�R��H�B�N�M�H�M�E�Q�N�M�S�N�E�@�L�N�C�T�K�D�S�X�O�D�S�N�U�H�D�V
�S�G�D���@�U�@�H�K�@�A�K�D���L�N�C�T�K�D�R���E�N�Q���S�G�@�S���S�X�O�D�����&�N�Q���L�N�Q�D���H�M�E�N�Q�L�@�S�H�N�M���R�D�D���S�G�D���F�T�H�C�D�R���N�E���S�G�D���Q�D�R�O�D�B�S�H�U�D���L�N�C�T�K�D���S�X�O�D��

The Modules overview
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9.1 Add a new Module

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�L�N�C�T�K�D�R�@�Q�D�C�H�R�S�Q�H�A�T�S�D�C�@�R�Y�H�O�E�H�K�D�R���4�G�D�X�@�Q�D�H�M�R�S�@�K�K�D�C�A�X�T�O�K�N�@�C�H�M�F�S�G�D���Y�H�O�E�H�K�D�U�H�@�S�G�D
Modules Overview �O�@�F�D����Settings �R�D�B�S�H�N�M�	��

�4�N���T�O�K�N�@�C���@���M�D�V���L�N�C�T�K�D��

���� �,�N�F���N�M���S�N���S�G�D���0�3�-���7�D�A���V�D�A�R�H�S�D���T�R�H�M�F���S�G�D���B�Q�D�C�D�M�S�H�@�K�R���N�E���@�M���@�C�L�H�M�H�R�S�Q�@�S�N�Q���@�B�B�N�T�M�S��
���� �#�K�H�B�JSettings �H�M���S�G�D���L�D�M�T���A�@�Q��
���� �#�K�H�B�JOverview �H�M���S�G�DModules �R�D�B�S�H�N�M���N�E���S�G�DSettings �R�H�C�D���L�D�M�T�����4�G�DModules Overview �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�JAdd �����S�G�DAdd module �C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Add module dialog

���� �#�K�H�B�JBrowse �@�M�C���K�N�B�@�S�D���S�G�D�����Y�H�O���E�H�K�D���N�M���X�N�T�Q���K�N�B�@�K���G�@�Q�C���C�Q�H�U�D��
���� �#�K�H�B�JSave �S�N���@�C�C���S�G�D���L�N�C�T�K�D���S�N���0�3�-���7�D�A��

The PayPal connector is added to the Modules overview

�/�M�B�D���S�G�D���B�N�M�M�D�B�S�N�Q���H�R���T�O�K�N�@�C�D�C���X�N�T���B�@�M���O�Q�N�B�D�D�C���V�H�S�G���B�N�M�E�H�F�T�Q�H�M�F���S�G�D���L�N�C�T�K�D��

Note: �"�D�E�N�Q�D���X�N�T���B�@�M���@�C�C���@���L�N�C�T�K�D���S�N���0�3�-���7�D�A���X�N�T���L�T�R�S���G�@�U�D���B�N�L�O�K�D�S�D�C���S�G�D���E�H�Q�R�S���Q�T�M���R�T�B�B�D�R�R�E�T�K�K�X��
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9.2 Configure a module

�4�N���B�G�@�M�F�D���S�G�D���R�D�S�S�H�M�F�R���N�E���@���L�N�C�T�K�D��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JOverview �H�M���S�G�DModules �R�D�B�S�H�N�M���E�Q�N�L���S�G�D���R�H�C�D���L�D�M�T�����4�G�DModules Overview �O�@�F�D���@�O�O�D�@�Q�R��
���� �#�K�H�B�J���S�G�D���O�K�T�R��R�X�L�A�N�K���H�M���E�Q�N�M�S���N�E���@���L�N�C�T�K�D���S�X�O�D���S�N���U�H�D�V���H�S�R���B�N�M�S�D�M�S�R��
���� �3�D�K�D�B�S���@���L�N�C�T�K�D���A�X���B�K�H�B�J�H�M�F���S�G�D���L�N�C�T�K�D���M�@�L�D���S�N���U�H�D�V���H�S�RProperties �O�@�F�D��
���� �#�K�H�B�J���S�G�DEdit �A�T�S�S�N�M���S�N���D�C�H�S���S�G�DProperties �O�@�F�D��

The Properites page of the XML to File MIS Connector.

���� �#�G�@�M�F�D���S�G�D���R�D�S�S�H�M�F�R���N�E���S�G�D���L�N�C�T�K�D���@�M�C���B�K�H�B�JSave �S�N���R�S�N�Q�D���S�G�D���B�G�@�M�F�D�R��
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9.3 Delete a Module

�4�N���C�D�K�D�S�D���L�N�C�T�K�D���E�Q�N�L���S�G�DModules overview ��

���� �#�K�H�B�JSettings �H�M���S�G�DMenu �A�@�Q��
���� �#�K�H�B�JOverview �H�M���S�G�D���R�H�C�D���L�D�M�T�����4�G�DModules overview �@�O�O�D�@�Q�R��
���� �3�D�K�D�B�S���N�M�D���N�Q���L�T�K�S�H�O�K�DModules �A�X���B�K�H�B�J�H�M�F���S�G�D���B�G�D�B�J�A�N�W���H�M���S�G�D���E�H�Q�R�S���B�N�K�T�L�M��
���� �#�K�H�B�JDelete �����4�G�D���E�N�K�K�N�V�H�M�F���C�H�@�K�N�F���@�O�O�D�@�Q�R��

The Delete modules dialog

���� �#�K�H�B�JOK �S�N���C�D�K�D�S�D���S�G�D���R�D�K�D�B�S�D�CModules ��
�7�G�D�M�@�L�N�C�T�K�D�H�R�L�@�Q�J�D�C�@�R�R�X�R�S�D�L�L�N�C�T�K�D�H�M�S�G�D�C�@�S�@�A�@�R�D���S�G�D�B�G�D�B�J�A�N�W�H�R�C�H�R�A�K�D�C���)�S�H�R�M�N�S�O�N�R�R�H�A�K�D
�S�N���C�D�K�D�S�D���S�G�D���R�X�R�S�D�L���L�@�Q�J�D�C���L�N�C�T�K�D�R��
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10 Enabling B2C (Business to Customer)

�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�M�N�S�N�M�K�X�D�M�@�A�K�D�R�"���" ���"�T�R�H�M�D�R�R�S�N�"�T�R�H�M�D�R�R�	�S�Q�@�M�R�@�B�S�H�N�M�R���A�T�S�@�K�R�N�"���# ���"�T�R�H�M�D�R�R�S�N
�#�T�R�S�N�L�D�Q�	���S�Q�@�M�R�@�B�S�H�N�M�R��

URL of a Public Company

�4�N�@�K�K�N�V�@�M�X�U�H�R�H�S�N�Q�E�Q�N�L�S�G�D�V�D�A�S�N�U�H�D�V�@�M�C�N�Q�C�D�Q�R�D�K�D�B�S�D�C�C�N�B�T�L�D�M�S�R���V�H�S�G�N�T�S�G�@�U�H�M�F�S�N�B�Q�D�@�S�D�@�M�@�B�B�N�T�M�S
�E�H�Q�R�S���S�G�D�C�N�B�T�L�D�M�S�R�@�M�C�O�T�A�K�H�B�@�S�H�N�M�S�X�O�D�R�L�T�R�S�A�D�C�D�E�H�M�D�C�H�M�@�O�T�A�K�H�B�B�N�L�O�@�M�X���S�G�@�S�H�R�@�B�N�L�O�@�M�X�V�G�N�R�D�S�X�O�D
�H�RPublic �� �,�H�J�D�@�M�X�B�N�L�O�@�M�X���@�O�T�A�K�H�B�B�N�L�O�@�M�X�B�@�M�A�D�@�B�B�D�R�R�D�C�A�X�S�X�O�H�M�F�S�G�D�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�5�2�, �V�H�S�G
�S�G�D�B�N�L�O�@�M�X�M�@�L�D�@�R�S�G�D�O�@�S�G���&�N�Q�D�W�@�L�O�K�D���H�E�S�G�D�5�2�, �N�E�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�H�Rwww.psmw.com �@�M�C�@�O�T�A�K�H�B
�B�N�L�O�@�M�X���H�R���M�@�L�D�C�����R�G�N�O�������S�G�D�M���S�G�D���5�2�,���N�E���S�G�D���O�T�A�K�H�B���B�N�L�O�@�M�X���H�Rhttp://www.acmeprinting.com/shop ��

�)�M�R�S�D�@�C�N�E�S�G�D�K�N�F�H�M�O�@�F�D���S�G�D�G�N�L�D�O�@�F�D�N�E�@�O�T�A�K�H�B�B�N�L�O�@�M�X�C�H�R�O�K�@�X�R�A�@�R�H�B�@�B�S�H�N�M�R�S�G�@�S�@�M�X�B�T�R�S�N�L�D�Q�B�@�M
�C�N�����@�C�C���H�S�D�L���R�	���S�N���@���R�G�N�O�O�H�M�F���B�@�Q�S���@�M�C���B�G�D�B�J�N�T�S��

PrintShop Mail default tab for a new customer visiting a public company.

How to Create a Public Company

�4�N�B�Q�D�@�S�D�@�O�T�A�K�H�B�B�N�L�O�@�M�X���@�0�Q�H�M�S�3�G�N�O�-�@�H�K�@�C�L�H�M�R�S�Q�@�S�N�Q���N�Q�T�R�D�Q�V�H�S�G�@�O�O�Q�N�O�Q�H�@�S�D�Q�H�F�G�S�R�	�R�H�L�O�K�X�M�D�D�C�R�S�N
�@�C�C���@���M�D�V���B�N�L�O�@�M�X���@�M�C���R�O�D�B�H�E�X���H�S�R���S�X�O�D���S�N���A�DPublic ��

Dialog window for adding a new company of type public.

�! �B�N�L�O�@�M�X�C�D�E�H�M�D�C�H�M�0�Q�H�M�S�3�G�N�O�-�@�H�K�7�D�A�@�RPublic �B�@�M�A�D�@�B�B�D�R�R�D�C�A�X�@�M�X�U�H�R�H�S�N�Q�E�Q�N�L�S�G�D�V�D�A�V�H�S�G�N�T�S
�G�@�U�H�M�F�S�N�K�N�F�H�M���)�S�H�R�S�G�D�Q�D�E�N�Q�D�K�H�J�D�@�O�T�A�K�H�B�N�M�K�H�M�D�R�G�N�O�V�G�D�Q�D�@�M�X�U�H�R�H�S�N�Q�B�@�M�U�H�D�V�C�N�B�T�L�D�M�S���R�	�@�M�C�B�Q�D�@�S�D
�N�Q�C�D�Q���R�	�����/�M�K�X���V�G�D�M���O�Q�N�B�D�D�C�H�M�F���S�N���B�G�D�B�J�N�T�S���H�R�S�G�D���U�H�R�S�N�Q���H�M�U�H�S�D�C���S�N���B�Q�D�@�S�D���@�M���@�B�B�N�T�M�S��

�4�G�D�R�@�L�D�S�X�O�D�R�N�E�C�N�B�T�L�D�M�S�R�B�@�M�A�D�O�T�A�K�H�R�G�D�C�D�H�S�G�D�Q�H�M�@�O�T�A�K�H�B�N�Q�O�Q�H�U�@�S�D�B�N�L�O�@�M�X���0�$�&���T�R�D�Q�T�O�K�N�@�C���T�R�D�Q
�H�M�O�T�S�����C�@�S�@�A�@�R�D�	��

How to Place an Order
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�0�K�@�B�H�M�F���N�Q�C�D�Q�R���H�M���@���O�T�A�K�H�B���B�N�L�O�@�M�X���H�R���@�B�G�H�D�U�D�C���S�G�D���R�@�L�D���V�@�X���@�R�V�H�S�G���@���O�Q�H�U�@�S�D���B�N�L�O�@�M�X���D�W�B�D�O�S���S�G�@�S���H�M���N�Q�C�D�Q
�S�N���O�Q�N�B�D�D�C���S�N���B�G�D�B�J�N�T�S�����S�G�D���T�R�D�Q���H�R���H�M�U�H�S�D�C���S�N���B�Q�D�@�S�D���@�M���@�B�B�N�T�M�S�����!�R���H�K�K�T�R�S�Q�@�S�D�C���A�D�K�N�V�����S�G�DProceed �A�T�S�S�N�M���H�R
�F�Q�@�X�D�C���N�T�S���T�M�S�H�K���S�G�D���T�R�D�Q���B�Q�D�@�S�D�R���@�M���@�B�B�N�T�M�S���A�X���B�K�H�B�J�H�M�F���N�M�S���S�G�Dcreate account �K�H�M�J��

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

�.�D�V���T�R�D�Q�R���B�@�M���B�Q�D�@�S�D���@�M���@�B�B�N�T�M�S���A�X���E�H�K�K�H�M�F���@���V�D�A���E�N�Q�L���@�R�J�H�M�F���E�N�Q���R�S�@�M�C�@�Q�C���H�M�E�N�Q�L�@�S�H�N�M�����T�R�D�Q���M�@�L�D�����O�@�R�R�V�N�Q�C��
�A�H�K�K�H�M�F���R�G�H�O�O�H�M�F���@�C�C�Q�D�R�R�	�����!���#�!�0�4�#�(�!���H�R���T�R�D�C���S�N���U�@�K�H�C�@�S�D���S�G�D���@�B�B�N�T�M�S���V�@�R���B�Q�D�@�S�D�C���A�X���@���G�T�L�@�M�����/�M�B�D���S�G�D
�@�B�B�N�T�M�S���H�R���B�Q�D�@�S�D�C�����S�G�D���M�D�V���T�R�D�Q���H�R���A�Q�N�T�F�G�S���A�@�B�J���S�N���S�G�D���B�G�D�B�J�N�T�S���O�@�F�D�����V�G�D�Q�D���S�G�DProceed �A�T�S�S�N�M���H�R���M�N�V
�D�M�@�A�K�D�C��

CAPTCHA as part of the account creation form.

Public Customer Capabilities

�! �T�R�D�Q���@�B�B�N�T�M�S���B�Q�D�@�S�D�C���V�H�S�G���B�Q�D�@�S�H�N�M���E�N�Q�L���@�U�@�H�K�@�A�K�D���V�G�D�M���B�G�D�B�J�H�M�F���N�T�S���N�E���@���O�T�A�K�H�B���B�N�L�O�@�M�X���H�R���C�D�E�H�M�D�C���H�M
�0�Q�H�M�S�3�G�N�O���-�@�H�K���7�D�A���@�R���@���T�R�D�Q���N�E���S�X�O�DPublc Customer �����3�T�B�G���T�R�D�Q�R���G�@�U�D���K�H�L�H�S�D�C���B�@�O�@�A�H�K�H�S�D�R���H�M���S�G�D���R�D�M�R�D���S�G�@�S
�S�G�D�X���B�@�M���N�M�K�X���O�K�@�B�D�����@�O�O�Q�N�U�D�����N�Q���U�H�D�V���S�G�D���R�S�@�S�T�R���N�E�S�G�D�H�Q���N�V�M���N�Q�C�D�Q���R�	��

Enabling B2C (Business to Customer) - Delete a Module
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�"�X���C�D�E�@�T�K�S�����S�G�D���@�B�B�N�T�M�S���L�@�M�@�F�D�Q���N�E���@���O�T�A�K�H�B���B�T�R�S�N�L�D�Q���V�H�K�K���N�M�K�X���K�D�S���G�H�L���R�D�D���G�H�R���B�T�Q�Q�D�M�S���N�Q�C�D�Q���R�	���)�S���V�H�K�K���M�N�S
�R�G�N�V���S�G�D���C�H�E�E�D�Q�D�M�S���R�S�@�S�T�R�D�R���N�E���@�M���N�Q�C�D�Q�����!�O�O�Q�N�U�D�C�����3�G�H�O�O�H�M�F�����D�S�B���	�����/�E���B�N�T�Q�R�D�����K�H�J�D���V�H�S�G���N�S�G�D�Q���Q�N�K�D�R�����S�G�H�R���B�@�M���A�D
�B�G�@�M�F�D�C���A�X���S�G�D���@�C�L�H�M�H�R�S�Q�@�S�N�Q��

Enabling B2C (Business to Customer) - Delete a Module
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11 Introduction to Regular Expressions

�4�G�H�R�B�G�@�O�S�D�Q�H�R�@�M�H�M�S�Q�N�C�T�B�S�H�N�M�S�N�Q�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�R���D�W�O�K�@�H�M�H�M�F�A�@�R�H�B�Q�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�R�X�M�S�@�W���2�D�F�T�K�@�Q
�D�W�O�Q�D�R�R�H�N�M�R�E�N�Q�T�R�D�Q�H�M�O�T�S�E�H�D�K�C�R�T�R�D�S�G�D�O�D�Q�K�Q�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�M�N�S�@�S�H�N�M���.�N�S�D�S�G�@�S�S�G�D�T�R�D�Q�H�M�O�T�S�Q�D�F�T�K�@�Q
�D�W�O�Q�D�R�R�H�N�M�R���L�T�R�S���L�@�S�B�G���@�K�K���N�E���S�G�D���H�M�O�T�S��

�!�C�C�H�S�H�N�M�@�K���H�M�E�N�Q�L�@�S�H�N�M���B�@�M���A�D���E�N�T�M�C���@�S���S�G�D���E�N�K�K�N�V�H�M�F���V�D�A���R�H�S�D�R��

�] �G�S�S�O�������Q�D�F�D�W�K�H�A���B�N�L
�] �G�S�S�O�������V�V�V���Q�D�F�T�K�@�Q��D�W�O�Q�D�R�R�H�N�M�R���H�M�E�N
�] �G�S�S�O�������D�M���V�H�J�H�O�D�C�H�@���N�Q�F���V�H�J�H���2�D�F�T�K�@�Q�?�D�W�O�Q�D�R�R�H�N�M
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11.1 Syntax

�4�G�D���E�N�K�K�N�V�H�M�F���R�D�B�S�H�N�M�R���C�D�R�B�Q�H�A�D���S�G�D���A�@�R�H�B���Q�D�F�T�K�@�Q���D�W�O�Q�D�R�R�H�N�M���R�X�M�S�@�W��

Character selection

�2�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�R�B�@�M�B�N�M�S�@�H�M�A�N�S�G�R�O�D�B�H�@�K�@�M�C�N�Q�C�H�M�@�Q�X�B�G�@�Q�@�B�S�D�Q�R���-�N�R�S�N�Q�C�H�M�@�Q�X�B�G�@�Q�@�B�S�D�Q�R���K�H�J�D���!���� ���@����
�N�Q�������� �@�Q�D�S�G�D�R�H�L�O�K�D�R�S�Q�D�F�T�K�@�Q�D�W�O�Q�D�R�R�H�N�M�R���S�G�D�X�R�H�L�O�K�X�L�@�S�B�G�S�G�D�L�R�D�K�U�D�R���9�N�T�B�@�M�B�N�M�B�@�S�D�M�@�S�D�N�Q�C�H�M�@�Q�X
�B�G�@�Q�@�B�S�D�Q�R�����R�Nlast �L�@�S�B�G�D�R���S�G�D���R�S�Q�H�M�F�����K�@�R�S����

�] [] �-�@�S�B�G�D�R�@�R�H�M�F�K�D�B�G�@�Q�@�B�S�D�Q�S�G�@�S�H�R�B�N�M�S�@�H�M�D�C�V�H�S�G�H�M�S�G�D�A�Q�@�B�J�D�S�R���&�N�Q�D�W�@�L�O�K�D���;�@�A�B�=�L�@�S�B�G�D�R���@�������A����
�N�Q���B�����;�@��Y�=�L�@�S�B�G�D�R�@�M�X�K�N�V�D�Q�B�@�R�D�K�D�S�S�D�Q���4�G�D�R�D�B�@�M�A�D�L�H�W�D�C���;�@�A�B�P��Y�=�L�@�S�B�G�D�R�@���A���B���P���Q���R���S���T���U��
�V�� �W���X�� �Y���@�M�C�R�N�C�N�D�R�;�@��B�P��Y�=���4�G�D������B�G�@�Q�@�B�S�D�Q�R�G�N�T�K�C�A�D�K�H�S�D�Q�@�K�N�M�K�X�H�E�H�S�H�R�S�G�D�K�@�R�S�N�Q�S�G�D�E�H�Q�R�S
�B�G�@�Q�@�B�S�D�Q�V�H�S�G�H�M�S�G�D�A�Q�@�B�J�D�S�R���;�@�A�B��=�N�Q�;��@�A�B�=���4�N�L�@�S�B�G�@�M���;���N�Q���=���B�G�@�Q�@�B�S�D�Q���S�G�D�D�@�R�H�D�R�S�V�@�X�H�R�S�N
�L�@�J�D���R�T�Q�D���S�G�D���B�K�N�R�H�M�F���A�Q�@�B�J�D�S���H�R���E�H�Q�R�S���H�M���S�G�D���D�M�B�K�N�R�H�M�F���R�P�T�@�Q�D���A�Q�@�B�J�D�S�R�����;�=�;�@�A�=���L�@�S�B�G�D�R�����=���������;���������@�����N�Q�����A����

�] [^ ] �-�@�S�B�G�D�R�@�R�H�M�F�K�D�B�G�@�Q�@�B�S�D�Q�S�G�@�S�H�R�M�N�S�B�N�M�S�@�H�M�D�C�V�H�S�G�H�M�S�G�D�A�Q�@�B�J�D�S�R���&�N�Q�D�W�@�L�O�K�D���;�>�@�A�B�=�L�@�S�B�G�D�R
�@�M�X�B�G�@�Q�@�B�S�D�Q�N�S�G�D�Q�S�G�@�M���@�������A�����N�Q���B�����;�>�@��Y�=�L�@�S�B�G�D�R�@�M�X�R�H�M�F�K�D�B�G�@�Q�@�B�S�D�Q�S�G�@�S�H�R�M�N�S�@�K�N�V�D�Q�B�@�R�D
�K�D�S�S�D�Q�����!�R���@�A�N�U�D�����S�G�D�R�D���B�@�M���A�D���L�H�W�D�C��

�] ( ) �$�D�E�H�M�D�R���@�����R�T�A�D�W�O�Q�D�R�R�H�N�M����
�] . �-�@�S�B�G�D�R�@�M�X�R�H�M�F�K�D�B�G�@�Q�@�B�S�D�Q���7�H�S�G�H�M�; �=�S�G�H�R�B�G�@�Q�@�B�S�D�Q�G�@�R�H�S�R�M�N�Q�L�@�K���K�H�S�D�Q�@�K�	�L�D�@�M�H�M�F���&�N�Q�D�W�@�L�O�K�D��

���@���B�C�����L�@�S�B�G�D�R�����@�A�B�C���������@�����C�����L�@�S�B�G�D�R�����@�A�B�C�����A�T�S���;�@���B�C�=���L�@�S�B�G�D�R�����@�����N�Q�����������N�Q�����B�����N�Q�����C����
�] \d �!�M�X���C�H�F�H�S�������
�] \D �!�M�X���M�N�M��C�H�F�H�S
�] \s �!�M�X���V�G�H�S�D�R�O�@�B�D���B�G�@�Q�@�B�S�D�Q�����S�G�H�R���H�R���D�P�T�H�U�@�K�D�M�S���S�N���S�G�D���R�D�S���;���<�S�<�M�<�Q�<�E�<�U�=�	
�] \S �!�M�X���R�H�M�F�K�D���M�N�M��V�G�H�S�D�R�O�@�B�D
�] \w �!�M�X���K�D�S�S�D�Q�����M�T�L�A�D�Q���N�Q���T�M�C�D�Q�R�B�N�Q�D�����S�G�H�R���H�R���D�P�T�H�U�@�K�D�M�S���S�N���S�G�D���R�D�S���;�@��Y�!��:������?�=�	
�] \W �!�M�X���B�G�@�Q���D�W�B�D�O�S���K�D�S�S�D�Q�����M�T�L�A�D�Q���N�Q���T�M�C�D�Q�R�B�N�Q�D
�] \t �!�3�#�)�)���(�N�Q�H�Y�N�M�S�@�K���4�@�A�����4�!�"�	
�] \n �!�3�#�)�)���,�H�M�D�E�D�D�C�����,�&�	
�] \r �!�3�#�)�)���#�@�Q�Q�H�@�F�D���2�D�S�T�Q�M�����#�2�	
�] \f �!�3�#�)�)���&�N�Q�L�E�D�D�C�����&�&�	
�] \v �!�3�#�)�)���6�D�Q�S�H�B�@�K���4�@�A�����6�4�	

Alternation

�!���U�D�Q�S�H�B�@�K���A�@�Q���R�D�O�@�Q�@�S�D�R���@�K�S�D�Q�M�@�S�H�U�D�R�����&�N�Q���D�W�@�L�O�K�D�������F�Q�@�X�[�F�Q�D�X�����B�@�M���L�@�S�B�G�����F�Q�@�X�����N�Q�����F�Q�D�X����

Grouping

�0�@�Q�D�M�S�G�D�R�D�R�@�Q�D�T�R�D�C�S�N�C�D�E�H�M�D�S�G�D�R�B�N�O�D�@�M�C�O�Q�D�B�D�C�D�M�B�D�N�E�S�G�D�N�O�D�Q�@�S�N�Q�R���&�N�Q�D�W�@�L�O�K�D�����F�Q�@�X�[�F�Q�D�X���@�M�C
���F�Q���@�[�D�	�X�����@�Q�D���C�H�E�E�D�Q�D�M�S���O�@�S�S�D�Q�M�R�����A�T�S���S�G�D�X���A�N�S�G���C�D�R�B�Q�H�A�D���S�G�D���R�D�S���B�N�M�S�@�H�M�H�M�F���F�Q�@�X���@�M�C���F�Q�D�X��

Quantification

�! �P�T�@�M�S�H�E�H�D�Q�@�E�S�D�Q�@�B�G�@�Q�@�B�S�D�Q�N�Q�F�Q�N�T�O�R�O�D�B�H�E�H�D�R�G�N�V�N�E�S�D�M�S�G�@�S�O�Q�D�B�D�C�H�M�F�D�W�O�Q�D�R�R�H�N�M�H�R�@�K�K�N�V�D�C�S�N�N�B�B�T�Q���4�G�D
�L�N�R�S���B�N�L�L�N�M���P�T�@�M�S�H�E�H�D�Q�R���@�Q�D���������
�����@�M�C������

�] ? �4�G�D�P�T�D�R�S�H�N�M�L�@�Q�J�H�M�C�H�B�@�S�D�R�S�G�D�Q�D�H�R�Y�D�Q�N�N�Q�N�M�D�N�E�S�G�D�O�Q�D�B�D�C�H�M�F�D�K�D�L�D�M�S���&�N�Q�D�W�@�L�O�K�D���B�N�K�N�T���Q��
�L�@�S�B�G�D�R���A�N�S�G���B�N�K�N�Q���@�M�C���B�N�K�N�T�Q��

�] * �4�G�D�@�R�S�D�Q�H�R�J�H�M�C�H�B�@�S�D�R�S�G�D�Q�D�@�Q�D�Y�D�Q�N�N�Q�L�N�Q�D�N�E�S�G�D�O�Q�D�B�D�C�H�M�F�D�K�D�L�D�M�S���&�N�Q�D�W�@�L�O�K�D���@�A�
�B�L�@�S�B�G�D�R
���@�B���������@�A�B���������@�A�A�B���������@�A�A�A�B�������@�M�C���R�N���N�M��

�] + �4�G�D�O�K�T�R�R�H�F�M�H�M�C�H�B�@�S�D�R�S�G�@�S�S�G�D�Q�D�H�R�N�M�D�N�Q�L�N�Q�D�N�E�S�G�D�O�Q�D�B�D�C�H�M�F�D�K�D�L�D�M�S���&�N�Q�D�W�@�L�O�K�D���@�A���B
�L�@�S�B�G�D�R�����@�A�B���������@�A�A�B���������@�A�A�A�B�������@�M�C���R�N���N�M�����A�T�S���M�N�S�����@�B����
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�] {n} �%�W�@�B�S�K�X���M���N�B�B�T�Q�Q�D�M�B�D�R��
�] {n,} �!�S���K�D�@�R�S���M���N�B�B�T�Q�Q�D�M�B�D�R��
�] {n,m} �"�D�S�V�D�D�M���M���@�M�C���L���N�B�B�T�Q�Q�D�M�B�D�R��

�4�G�D�Q�D���@�Q�D���������B�G�@�Q�@�B�S�D�Q�R���V�H�S�G���R�O�D�B�H�@�K���L�D�@�M�H�M�F�R��

�] �S�G�D���N�O�D�M�H�M�F���R�P�T�@�Q�D���A�Q�@�B�J�D�S���;
�] �S�G�D���A�@�B�J�R�K�@�R�G���<
�] �S�G�D���E�N�Q�V�@�Q�C���R�K�@�R�G����
�] �S�G�D���B�@�Q�D�S���>
�] �S�G�D���C�N�K�K�@�Q���R�H�F�M����
�] �S�G�D���O�D�Q�H�N�C���N�Q���C�N�S����
�] �S�G�D���U�D�Q�S�H�B�@�K���A�@�Q���N�Q���O�H�O�D���R�X�L�A�N�K���[
�] �S�G�D���P�T�D�R�S�H�N�M���L�@�Q�J����
�] �S�G�D���@�R�S�D�Q�H�R�J���N�Q���R�S�@�Q���

�] �S�G�D���O�K�T�R���R�H�F�M����
�] �S�G�D���N�O�D�M�H�M�F���Q�N�T�M�C���A�Q�@�B�J�D�S����
�] �S�G�D���B�K�N�R�H�M�F���Q�N�T�M�C���A�Q�@�B�J�D�S���	

�3�O�D�B�H�@�K�B�G�@�Q�@�B�S�D�Q�R�B�@�M�A�D�D�R�B�@�O�D�C�A�X�O�K�@�B�H�M�F�@�A�@�B�J�R�K�@�R�G�<�A�D�E�N�Q�D�S�G�D�R�O�D�B�H�@�K�B�G�@�Q�@�B�S�D�Q���! �A�@�B�J�R�K�@�R�G�B�@�M�A�D
�L�@�S�B�G�D�C���T�R�H�M�F���<�<��
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11.2 Examples

�4�G�D���E�N�K�K�N�V�H�M�F���D�W�@�L�O�K�D�R���L�@�X���A�D���T�R�D�E�T�K��

Only numbers

�4�G�D���E�N�K�K�N�V�H�M�F���Q�D�F�T�K�@�Q���D�W�O�Q�D�R�R�H�N�M���@�B�B�D�O�S�R���N�M�K�X���M�T�L�A�D�Q�R���@�R���H�M�O�T�S��

[0-9]+

�4�G�D���D�W�O�Q�D�R�R�H�N�M���R�S�D�O���A�X���R�S�D�O��

�] [0-9] �.�T�L�A�D�Q�R�������S�G�Q�N�T�F�G����
�] + �N�M�D���N�Q���L�T�K�S�H�O�K�D

Dutch zip code

�4�G�D���$�T�S�B�G���Y�H�O���B�N�C�D���B�N�M�R�H�R�S�R���N�E���E�N�T�Q���M�T�L�A�D�Q�R�����N�M�D���R�O�@�B�D���@�M�C���S�V�N���T�O�O�D�Q�B�@�R�D���K�D�S�S�D�Q�R�����D�F�������������!�"�	��

[0-9]{4}\s[A-Z]{2}

�4�G�D���D�W�O�Q�D�R�R�H�N�M���R�S�D�O���A�X���R�S�D�O��

�] [0-9]{4} �&�N�T�Q���M�T�L�A�D�Q�R
�] \s �@���R�H�M�F�K�D���R�O�@�B�D�����������N�Q���;�=���N�Q���<�R�	
�] [A-Z]{2} �4�V�N���T�O�O�D�Q�B�@�R�D���B�G�@�Q�@�B�S�D�Q�R

Canadian zip codes

�#�@�M�@�C�H�@�M�O�N�R�S�@�K�B�N�C�D�R�@�K�S�D�Q�M�@�S�D�A�D�S�V�D�D�M�K�D�S�S�D�Q�@�M�C�M�T�L�A�D�Q�R�T�B�G�@�R�,���3 ���%�����3�N�L�D�B�G�N�N�R�D�M�N�S�S�N�O�T�S�H�M�S�G�D
�R�O�@�B�D���!�M�C�M�N�S�D�U�D�Q�X�K�D�S�S�D�Q�H�R�T�R�D�C�@�R�S�G�D�E�H�Q�R�S�K�D�S�S�D�Q�V�G�H�B�G�C�D�R�H�F�M�@�S�D�R�Q�D�F�H�N�M���4�G�D�Q�D�F�H�N�M�R�@�Q�D���E�Q�N�L�D�@�R�S�S�N
�V�D�R�S�����S�G�D�M���M�N�Q�S�G�	�����!���"���#���%���'���(���*���+���,���-���.���0���2���3���4���6���8���9��

\s*[a-ceghj-npr-tvxyA-CEGHJ-NPR-TVXY]\d[a-zA-Z](\s)?\d[a-zA-Z]\d\s*

�4�G�D���D�W�O�Q�D�R�R�H�N�M���R�S�D�O���A�X���R�S�D�O��

�] \s* �:�D�Q�N���N�Q���L�N�Q�D���V�G�H�S�D�R�O�@�B�D�R
�] [a-ceghj-npr-tvxyA-CEGHJ-NPR-TVXY] �4�G�D���Q�D�F�H�N�M�R���K�D�S�S�D�Q�R
�] \d �/�M�D���C�H�F�H�S
�] [a-zA-Z] �/�M�D���K�D�S�S�D�Q
�] (\s)? �:�D�Q�N���N�Q���N�M�D���V�G�H�S�D�R�O�@�B�D
�] \d �/�M�D���C�H�F�H�S
�] [a-zA-Z] �/�M�D���K�D�S�S�D�Q
�] \d �/�M�D���C�H�F�H�S
�] \s* �:�D�Q�N���N�Q���L�N�Q�D���V�G�H�S�D�R�O�@�B�D�R
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