PRINTER’S PLAN 2014

To Do After You Upgrade

» REQUIRED To-Do’s

IMPORTANT! Before you start using the new version, do the following steps.

1. Inthe Home section of Printer’s Plan, compact your database:

Jobs Scheduler TimeTracker Services Customers A

' -
rlome
* Printer's Plan Main Menu

List Manager

In the List Manager, open \

About > My Database.

« | About/ My Database

(3] About

----- @ Erinters Plan Click Compact.

Qa ] Databascp MY DATABASE

----- ' My Company Location: C:\Printer's Plan\PlanData.mdb After Printer’s Plan has confirmed
(3] Information on the Internet Maodified: June 10, 2011, 09:06

that compacting and indexing have
been successful, click OK to close the

window. /

2. Inthe Settings section, re-set the printing options for your Work Orders and Estimate Details using the
screenshots you saved/printed as reference before upgrading.

Size: 79339520 bytes (75 MB)

----- ) Printer's Plan Website . -
Engine: 3.6. File format: Access 2000+

..... ) Check for Updates

----- ) Support Hours
..... o KevCustoroers Wehsite

. ‘ 1. Inthe List Manager, open Printing > Document Options. ’
Settings

* Printer's Plan Main Menu

2. Inthe Printing window, select Work Order to display
the options for Work Orders.

E ] General Settings
i [3 Printing

3. Inthe Set Document Options column, review the new
options and checkmark the ones you want to set as
default.

[T o R S ——— S

Select a Document

1) Barcode Qptiens

- Favorite Posting Reports

Set Document Properties Set Documers

J| Documents: . . d| Print:
Document Title: Description (not printed) = b t Data
................ ocument Da
(Vo Order Work Order [ Estimated (Chargeable) Time
. Default Note or Mema / Letter to Customer: [ Estimated (Chargeable) Quantity
----- Order Receipt u : * (a line to write down "Actuals’ manuall
..... Delivery Ticket -] Cost
----- Invoice (Custom) Price
Invoice (Booklet) Document Style (Format)
Invoice (Letter Style) u Column Headers and Lines
= Quote Documents Vertical Job Mumber for filing)
( Estimate Detail - [ Space between Service Categories
Quotation (Default) \/ ervices.
Quotation (All Services) en Ttems
----- Quotation (Mo Subtotal) & 4' Repeat Steps 2 3 for the 3
..... Quotation (Custom) o . B reund)
..... Quotation (Baoklet) Estimate Detail. s (gray background)
Quotation (Letter Style) et Gray background)
A/R Documents 0.25 0.25 (documentmargins ininches) [C4 Notes (yellow background)
----- Statement (Default) u Notes (bold font)
----- Past Due Notice Size w More Options
Statement (No Aging) Print Service Barcode Page
Statement (Letter Style) il e Print ‘This job (Ttem) was copied from..." info
--------- Other Documents u Print 'End with # of good sheets (Run Size)' info




3. Inthe Settings section, set the new How to display/print Item Unit Prices option for Jobs:

. 1. Inthe List Manager, open Jobs > Job Options.

SSLEINgS
2. Choose the default for displaying the Item Unit
Price. (In the Item Specs window, you will have
e an option to change this selection for a specific

[J Printing Iltem.)
(3] Jobs

[ }Job Options \p
i) Product Types How to display/print Item Unit Prices er1000 (in 2 decimals)

Require replacement of discontinued Services to print Order/Quote documents | Yes

4. In the Settings section, reset the How to Save Item Price options:

Sattings , .

1. Inthe List Manager, open Jobs > How to Save Item Price.

« Printer's Plan Main Me

2. This window was previously named Pricing and has changed
significantly. We have reset all the options to Always Ask.

Reset them according your preferences.

\

List Manager
] General Settings
(] Printing

(3] Jobs

i Job Options

-\ Product Types

. Shipping Methods Je I""'/'Jr\"\'fr Save Item Prica 2
@ Datato Require | D3 row Tto save 1tein Frice
- Data to Reset (after pastq' These options are global and used when 'Default Item Price' is not equal to 'Saved Item Price’
i [E8] Which price do it fter clicking "Save 8: Close’ in 5 Window?
| .0 How te Reund ltem Prict o l price - you want to save after clicking "Save in Specs Wi 2
----- ways asl

----- Always save default price (do not ask)

----- (a) Ask if price is locked  (b) Save default if not locked

----- (a) Ask if price is locked or was edited in Cost window (b) Save default if not locked or edited
@ ‘Which price do you want to save after clicking 'Reprice” in Job Window?

----- @ Always ask

----- Always save default price (do not ask)

----- (a) Ask if price is locked  (b) Save default if not locked

----- (a) Ask if price is locked or was edited in Cost window (k) Save default if not locked or edited
I_T_l Show Item Cost in the "Price Changed’ window?




5. Inthe Settings section, reset the “Allow printing cost on work orders” option.

Home  Jobs Scheduler  TimeTracker  Services  Customers AR Reports | Settings

e . 1 : { a
Settings y = = i
~ Printer's Plan Main Menu

] General Settings

i Profiuct Types
4 Shigninn Methndc

Job Options &
How to display/print Item Unit Prices Per1000 (in 2 decimals) -
Require replacement of discontinued Services to print Order/Quote documents | Yes -
How to display/print Service Unit Prices Use Service Property -
Set the Mew Quote Status as Hot -
Change the Quote Status to "Won' after converting it to an Order Yes -
When entering a new Job, set the Job Title to Item 1 description Yes -
After creating a job Ask me what to do next -
In the Motes window, add the new date and text at the top (last note first) Yes -
In the Specs window, remind me if paper is assigned without a printer Yes -
How to open a Job, if Job's C5R does not match the Default CSR -
After entering a deposit, add a payment note to the Memo field Yes -
After printing/emailing invoice/quote, add date printed to job note Mo -
After creating an Order, set Due Date = DateIn + 7 days Do not set -
After creating a job from scratch, add customer's default job notes Do not copy -
Allow printing cost on work crders Yes -

[ OK ] [ Cancel Ves

Click the arrow in the Allow printing cost on work orders field.

a) If you want to keep the selection as “Yes”: First select “No”;
then, click the arrow and select “Yes” again. (This procedure is
necessary because the selection “Yes” needs to be reset to
become effective.)

b) If you want to change the selection to “No”: Select “No”.



6. In the Services section, open each Copier and review the Colors/Side field for accuracy. Select one of the two
new Digital options unless you charge for more than one pass for one side of a color copy job

Explanation:

Earlier versions: If you used the Copy specs window, Printer’s Plan ignored the option assigned in the
Colors/Side field of the Copier and charged for only one pass per copied side.

Version 2012 uses the assigned option (2/0, 4/0, etc.) to calculate the number of passes per side and
charges for full number of clicks for each pass. The new Digital options will make Printer’s Plan charge
for one pass for each copied side.

S, \
— r 1
ServIces
1
* Printer's Plan Main M]
Copier: Color Copier
List Manager
|_J Design '
P 1
O P:;l:r ! Service Mame Color Copier Sales Dept [Digit:l - Color ']
— 1
[_] Prep Bindery i Invoice Name Digital (1 dlick/page of FinSize ~|
. ; -
g :::::::g | Popup Reminder é;g (1 pass/1 color/side)
1
S 1 3f0
e | DefaultNote 4::0
- Wide Format — . 5/0
i) Special I Pricing Properties s ::0 I
A Aa 7f0
|_] Finishing :
- uanti I i 8/o
] Mailing i Q i3] Mpressions /0 (1pass/o colors/side)
] Brokered ! 1:: 1 (1pass/1color)
; ! 22
[J QuickSale | 573
R 4/4
i Round-up to ] 5/5
i 6/6
i Waste... [Use following Waste Properties: - 707
! 8/8
/ 9/9 (1pass/9 colors)
Digital (1 click/side of FinSize):

Assume that you have a job for 1,000 1-sided flyers
and that you are printing (copying) it as 2-up. With
this option, Printer’s Plan charges for 1,000 clicks
(#Fin Size sheets x 1 side) although the number OV
actual clicks is 500. Additionally, the program .. . . -
Digital (1 click/side of RunSize):

Wes the number of colors. With this option, for the same job described
above, Printer’s Plan charges for 500 clicks

(#Run Size sheets x 1 side) which is the actual
number of clicks. Additionally, the program

@res the number of colors. /




pare Saved vs. Default
-

7. Inthe Jobs section, take a look at the difference between the default prices in V2008 and in V2012:
~ Items |j New Item B Edit Specs % Edit Costs = Reprice A G F X = [#
Item Description Quantity  Time Unit Price Price = 3 0L = e |
Sl1 Comer (1 Orininall 1.3778/Ea 4 = 0
1. Open an Order or a Quote in which the prices are the 250
same as Default prices (look for the green equal sign).
- Items |j New Itemn B Edit Specs %+ Edit Costs = Reprice Z O & X E
Ttem Description Quantity  Default Time Default Price  Default Price
@_mm-- -
& Graphics: By Hour Design 42.50 42.50
0 Plate: Metal 2 2 44,00 44,00
_| Cover Coated: 10pt C15-23x.., = 112 111 4 5141 50.96
B Press: 2 Color - Quickmaster .. 444 = 1:33 152 = 19145
2. Click the Compare Saved vs. Default button.
3. You'll see a red minus sign in the Difference column if the
default price calculated by V2011 is higher than the one
calculated by V2008. A green plus sign appears if the V2011
price is lower.
8. Inthe Jobs section, review and set the new options for printing Work Orders.

I_T_l Select a Document:
For In-House:

-

For Customer:
Invoice (Default)
Order Receipt
Delivery Ticket
Invoice (Custom)
Invoice (Booklet)
Invoice (Letter Style)

New Options

|
Printing #QOriginals on Work 1
Orders is now an option. J

|_?_| Check Document Options:

Document Data

(4 Estimated (Chargeable) Time

(4 Estimated (Chargeable) Quantity

(v ' {a line to write down "Actuals’ manually)

Cost

Price

Document Style (Format)

4 Column Headers and Lines
Vertical Job Mumber (for filing)

(4 Space between Service Categories

(4 Space between Services

(4 Page break between Items

Highlight Options

4 Tterns (gray background)

(4 Papers and Printers (gray background)
Other Services (gray background)

(4 Motes (yellow background)

(4 Motes (beld font)

- More Options

Print Service Barcede Page
(4 Print 'This jeb (Ttem) was copied frem...'
Print 'End with # of good sheets (Run Size)' info
(4 Print Item Quantity with Item Description
Print #Qriginals with Item Description
(4 Print Ship to Notes with Special Instructicns
(4 Print Special Instructions and Notes on every page

info




Term “Original” in Digital Printing jobs
If you had been using the Digital Printing/Copying Specs page in version 2008 or earlier, you must train your staff
to understand the term “Original” in version 2012. One “Original” is the final printed one sheet of a set,
whether it is one-sided or two-sided. For example, if there are five sheets in the final printed set, then the job

has five originals.

. Logo image files

Be sure that your company logo image files are named as LogoEmail.bmp and LogoPrint.bmp. In versions
2003.5 and earlier, these files were named as MyLogoEmail.bmp and MyLogoPrint.bmp. Versions 2005 through
2008 recognized both names. Version 2012, however, recognizes only LogoEmail.bmp and LogoPrint.bmp. For
this reason, if you have files in both names, confirm that the correct images have the acceptable file names,
which are LogoEmail.bmp and LogoPrint.bmp. Then, delete the ones named MyLogoEmail.bmp and

MyLogoPrint.bmp.

] Invoice Mo Lines.rtf
B Invoice.rtf

Z| LogoEmail.bmp
&| LogePrint.brmp

2] PlanData.mdb

Update the Item locations (new feature):

Jobs Schedulel

Home

|_| Orders
|| Items

----- J= Schedule
..... {0 Held
..... 3 Wait
----- x‘ﬁ; If'roof

..... =| Paper
----- Printing
----- —| Digital

----- =d Finishing
----- Brokered

.....

Other

11. Scheduler users only: (If you do not have the optional Scheduler tool, skip this step.)

1. Inthe List Manager, list Items > All.
2. Select all Items in the list (Ctrl+A).

Schedule Job
Preview Job

Edit When

Update Order Status...
Update Itern Status...

s

Expand the List
Collapse the List

Refresh the List
Search List...
Select All

View Filter...

View Quantity Column Totals...

Set Column Sizes...

(29 Items of Orders in Progress listed)

A
I Item Description / Serv... Date CSR/Oper Tag
Monday
3%  Brochure 07/05/2010 Paul
5% Cover 07/05/2010 Lisa
3% Inside pages 07/05/2010 Lisa
55 Inserts 07/05/2010 Lisa
Tuesday

'3 NTINE N Dol

3. From the list menu, select Update It$
Status. This process works as follows:
If all Services of an Item are done, the
Item status will be updated to Done;
otherwise, the Item status will be

] 07/09/2010
F@® 24281

Allied

changed to the Department of the first

KTO-DO Service in the ltem. /

We have made some significant improvements in Scheduler. A tutorial video and a printable guide will be
available soon. Until then, if you would like to join a tutorial webinar, please contact us: info@printersplan.com
800-638-7526 Option 0.



mailto:eleanor@printersplan.com

» RECOMMENDED To-Do’s (optional)

1. Inthe Settings section, set your shop options (these are new options):

Settings . .
: : 1. Open General Settings > Shop Options.
+ Printer's Plan Main Menu

2. Select a Printing Method. Your selection

(3] General Settings determines how the Colors section of the Paper
Y 5hop Options specs is displayed.

i () Passwords

3. |If Saturday or Sunday is a work day for your
business, set the corresponding option to Yes.

Printing Method Maostly Digital Printing + Offset = Pri 's p| il i .
Ssturday is @ Workday Mo rinter’s Plan will warn you if you assign a non-
Sunday is a Workday No - work day to the Job Due Date or Proof Due Date

of an Order.
Scheduler users only: The Auto Schedule feature

will not schedule tasks for non-work days. /

2. Inthe Settings section, set the new options for Order and Quote documents.

3| Print:
............. Document Style (select one):
‘ ----- G4 Standard (job totals at bottom)

u
..... Classic (job totals in price column)
----- Letter Style
------------- Document Info (check all that apply):
..... m Column Headers and Lines
3| Documents: b 4 Company Logo

------------- Order Documents Company Name
----- Company Address

Select a Document

W (“Yinvoice (Default) [N YA S Company Phone and Fax

i —_— v Ship To Address
) . |7 Order Receipt 4 Shi
D J‘_‘;‘I’rsFa\.rorlte Posting Rep D;Ii:rerye'lc';ecliet ..... Ship By + Due Date & Time
D Customers Invoice (Custom) |+ m Receiv?d Ejy N Date
O] Accounting Tnvoice (Booklet) \
Employees Invoice (Letter Style) 1. Open Printing > Document Options.
] Employ
] Vendors || """"""" ’ ) .
Frequently Used Text ||| Estimate Detail 2. For each document shown (Invoices, .
eq ly rvices
----- Quotation (Default) 0 d R iot. D | Ti k t d - -
..... Quotation (All Services) raer neceipt, Lelivery Ticket, an [vices & Prices
..... Quotation (No Subtotal Quotations), select whether Sub-ltems 4
----- Quotation (Custom) H+H i
_____ ontation Goskic) and/or # Originals should be displayed
..... Quotation (Letter Style) on the document. + Tax.)

that apply):
............. — 5;—// Pply.
H ITEM ™NOT

Service Notes
Ask 'Shipped today?'
E lob bdemao

]

#0riginals (or #5heets) after Item Description




3.

4,

In the Settings section, set the Default Document Type and Default Quantity for Product Types:

1. Open Jobs > Product Types.

Sattings

= Printer's Plan Main Menu

2. For each Product, select a Default Type and enter a Default
Quantity, both of which will be applied to new Items.

[_] General Settings

] eining o N
Product Types
Default Type and Quantity will be assigned to new Itemys
To Hide: Type ~ before text,
) Data to Require Product Mame Default Type Default Qty
) Data to Reset (after paste) NE Originals 1000
How to Save ltem Pri
i — 1| Letterhead Originals 1000 1s
i) How to Round Item Price 1
[ Customers 2 Envelope Qriginals 1000 2
] Accounting 3 Business Card Qriginals 1000 3
] Employees 4 Brochure Originals 1000 4
[] Vendors 5 Form Originals 1000 5
[ Frequently Used Text 6 Flyer Originals 1000 6
7 Manual Originals 1000 7

In the Customers section, exclude Hidden Customers from the Top Customers, Inactive Customers, Contacts,
and Shipping Addresses lists as follows.

List Manager &« = Top Customers /10 This Year (10 listed) [ Exclude Hidden
[3 Customers Mame CusMe lobs Cost MetSale Margin  AvgMargin [|LastOrd
""" @ Al (any status) @ Action Business Systems 7 12 2457327 2029298 471971
""" ® Al (not hidden) @ AscotInc. 10 12 2195520 2643467 447938
: g:t:: ’ © 4BC Company a1 11 2277492 2582281 3547589
..... @ Hidden ) Attman & Associates 43 11 9391.36 1118415 1792.79
_____ @ New Today ) Allstate Cleaning Services 34 6 8268.28 1002491 1756.63
_____ @ New This Week  Annapolis General Hospital 38 6 685218 8138.27 1286.09
_____ @ New This Month ) Abel Laboratories 32 9 6549.66 8005.77 145611
..... @ New This Vear O Albright Associates 36 9 6431.79 7836.16 140437
_J Prospects . Atlantic Insurance Compa... a3 g 617260 7522.44 134984
[_] Customers + Prospects U Allied Building Supplies 35 6 360295 4288.81 685.86
(3] Top Customers
i@ 10 This Month

e 10

Exclude Hidden Customers

This option is used for Top Customers, Inactive Customers, Contacts, and Shipping Addresses

3 List Option:

------ [v] Exclude Hidden Customers {uncheck this option to include) 3. Inthe dlalog bOX, checkmark the Exclude Hidden
Customers option, and click OK. This option will
also be applied to the other Customers lists

mentioned; you do not need to go through these

\steps again for those lists.

oK | ’ Cancel




Notes on Version 2012

Services > Service setup window > More Service Properties window:

t

Service Setup window: MR e 3T The fields under Scheduler

/ ~' (optional tool) and Inventory
2 Note /7 (optional tool) are used only if you

- % Service Center Stockroom hd .
07/16/2010: Modified cost . [ ] have purchased the optional tool
»  Default Operator [Scott hd ] i .
D oetaitTag [ 2 under which they are listed. If you

Copooooo000o00000000000000000000000000acY do not have either or both of these

tools and would like a free trial,

I, | 056 contact our office:

Default Vendor [xpedx v]
S < Vendor Speciic Code > Info@printersplan.com
UPC < Universal Product Code = 800'638'7526 O pt|0 n 0
FSC < Forestry Certification Code =

“------------------------------------.,‘

e

E [¥] Track Minimum Level 5000 E

E Reeam Quantity 500 o

. In Stock 12000 -

: On Order i} :

.

*
‘s EsEEEEEEEEEEEEEEEEEEEEEEEEEnEEn?

Color / Black pricing

The new Color / Black pricing feature of the Price Table is good for pricing digital jobs where one side is copied
in color and the other side in black.

Copier: Copier - Color
How to Use this Price Table

1 Seecta column based on = on s Pnted (Black | Black/Back | Colr | ColarBlack | Clar/Cola) -
2, Select a row hased on: e Cumntie = Imreeane Ty
e If you assign multiple papers to an Item using this digital printer, you need to be aware of the following:

Paper 1 printed as: | Paper 2 printed as: | All clicks will be charged at:
Color one side black one side Color/ rate
color/black color one side Color/Black rate
color/color black/black Color/Color rate
black/black black one side Black/Black rate
color/color color one side Color/Color rate

e Color / Black pricing feature does not capture the exact “per copy” cost because you can assign only one
‘per copy’ cost in the ‘Run Table’ of Service set up window. The best option for now is to assign an average
cost of color and black copy.


mailto:Eleanor@printersplan.com

Services Section
Although major improvements are added in the Services section, your Services set up will convert as is. After
completing the steps listed in the After You Upgrade section of this document, you can continue using Printer’s Plan
without visiting the Services section again. Later, when you have time, you can return to the Services section to
reorganize and make any modifications. Major changes in this section:
e You can add New Service Departments and Categories and reorganize the existing ones.
e The Service properties window includes new fields and is more flexible.
e The Copy Papers Category has been moved to the Paper Department. If you wish, you can now move the papers

in this Category to other Categories in the Paper Department.

e We've renamed the Copying Department as Digital.

Jobs Section

e |tem specs window has new fields and a new look. Although the interface has changed considerably, the
functionality is still similar to that of V2008. It will be helpful to familiarize yourself with this window before you
start entering jobs. We’ve prepared video tutorials to help you learn about this window. See Learning Printer’s
Plan 2012 on page 2.

e The Item Specs window is the same for both Offset and Digital/Copy jobs.

Customers Section

e The Normal status has been renamed as Active.

e New Customers, Contacts, and Ship To Addresses assume the Active status instead of the On Hold status in
version 2012.

Reports

The PP Companion reports section has been eliminated entirely. Most of these reports have been re-created in the
KeyReports section. The following document will help you locate the reports in KeyReports that match the ones you
were using in PP Companion:

http://www.printersplan.com/v2011/download/Reports.pdf

If you have been using a report in PP Companion and cannot find its match in KeyReports, please let us know.

If you are using a report custom-made by Printer’s Plan, please confirm that it works in version 2012. If it does not,
please let us know. We will modify it for this version. (You can find your custom-made reports in Reports > Custom
Queries.)

Optional Tools

e New

o Inventory

o Reminder

o XML

o Surveylink
e Improved

o Scheduler

o TimeTracker

o JobTracker
e Discontinued (If you have been using either of these tools, please contact us at 800-638-7526 Option 0)

o LaptoplLink

o PaperlLink

For a brief review of the new and improved optional tools, please visit:
http://www.printersplan.com/v2011/download/OptionalTools-2011.pdf

For a FREE TRIAL and pricing information for these tools, please contact us:
800-638-7526 Option 0
info@printersplan.com

10
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Pricing changes (from earlier versions)

Due to the reorganization of the Services section and the major improvements in it, Printer’s Plan 2012 prices jobs a
little differently than the earlier versions do. Following are the major changes:

e In earlier versions, if you enter a Copy Item with an odd number of originals and 1 > 2, the Item still converts
as 9 clicks with the same price; but, if you open the Specs window and Save & Close, the Item will change to
10 clicks and will be re-priced accordingly.

e Bindery (Finishing) waste is added to Digital jobs as well as to Offset jobs.

Rest assured that upgrading will not change the pricing of your existing jobs. Only if you re-price an Item or a Job will it
be updated with the new default prices.

For more details on pricing differences, please see the Pricing.pdf document, which you can download here:
http://www.printersplan.com/v2011/download/PricingDifferences.pdf

Conversion

When you first open Printer’s Plan 2012 after the upgrade process, Printer’s Plan will convert your database. The
conversion will take approximately 2 to 20 minutes, depending on the size of your database, the speed of your computer
and the speed of your network if you're doing the conversion from a workstation.

Important: Do not use your computer during the conversion.

During the conversion, new fields and tables will be added to your database, increasing its file size by 40-50%. After you
compact it following the conversion, your database will become smaller but will not return to its former size.

11


http://www.printersplan.com/v2011/download/PricingDifferences.pdf

Notes on Version 2014

QUESTIONS? Please contact Technical Support: Call 800.638.7526 Option 1 --- Email support@printersplan.com
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