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Services Section

New Wide Format Services
Wide Format services are greatly improved in version 2014. How to set up the new Wide Format
Categories depends on whether you have already created a Wide Format department and its categories
in an earlier version of Printer’s Plan.

a) If you have not created any Wide Format categories yet, follow the instructions under Case A.
b) If you have already created some Wide Format categories, follow the instructions under Case B.

Case A: Creating a Wide Format Department and its Categories

Follow these instructions if you have not created a Wide Format department and its categories yet.

1. Inthe Services section, click Service Settings and select Departments and Categories.
i

= = S = ==
* Service Settings 1 oo partsantd s Eaigiris )
. temrs O B
Departments and Categories... * :D:M Tapar
Ferp Bindery
Quick Motes... . E;mmm
e £ e
Update Cost Multiplier... & ioiato o | & ) Bkt
Update Costs... oo

2. Click Add Department to create a Wide Format department.
Highlight the Wide Format Department and click Add Category.
4. Select Wide Format Medium (new category type) and click OK.

2

New Category
You can add up to 100 Categories to each Department.

3| What type of a Category do you want to add?
Paper
Offset Press

; Digital Printer
----- Wide Format Printer

----- [ ] Wide Format Medium

[ Other

5. Name the category, such as Medium.

6. Repeat steps 3 through 5 to add a Wide Format Printer category and name it, such as
Printer.

7. Repeat steps 3 through 5 to add other Wide Format categories. Select Other as the category
type. Here’s an example of a Wide Format department and its categories:

.Em _| Service Departments and Categories

4+ Add Department | @[ ] Graphics
4 Add Category E-L| Paper
- _| Prep Bindery
_ &~ Digital
43 Moveto Top -] Printing
4 Up =

Medium
Printer

@ Down

¥ Move to Bottom

Laminating
e () Substrate

7 Rename @ Finishing
8. Click Save & Close and then restart Printer’s Plan.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Case B: Reorganizing the Existing Wide Format Department and Services

Follow these instructions if you have already created
a Wide Format department and its categories in an earlier version of Printer’s Plan.
Please note that you will not lose your existing Wide Format Services.

1. Inthe Services section, click Service Settings and select Departments and Categories.

* Service Settings

Departments and Categaories..
Quick Motes...

Update Cost Multiplier...
Update Costs...

2. Expand the existing Wide Format department.
3. Rename the existing Wide Format “Printer” and “Medium” categories as Medium-X, Printer-X.

4. Highlight the Wide Format department and click Add Category.
5. Select Wide Format Medium (new category type) and click OK.

New Catzgory
You can add up to 100 Categories to each Department.

3| What type of a Category do you want to add?
- Paper
----- Offset Press

Digital Printer
Wide Format Printer

Wide Format Medium
o Other

6. Name the category, such as Medium.

7. Repeat steps 4 through 6 to add a Wide Format Printer category and name it, such as
Printer. Move the newly created categories so that all categories are listed in the desired
order. Your window may look like as follows:

Service Departments and Categories -
.Em __| Service Departments and Categories

4= Add Department (- |_] Graphics
4 Add Category —J Paper

- _| Prep Bindery
_ [ Digital
4 Moveto Top E' Printing
£ vp ] v Format

-~ Medium-X
= Printer-X
& Move to Bottom Medium
Printer

# Rename Laminating
B4 Change Color S.ul?:tr.ate
. g Finishing

8. Click Save & Closé and then restart Printer’s Plan.

Continued on the next page...

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Case B continued

created.

9. Drag the existing Wide Format Medium and Printer Services into the new categories you just

|_] Graphics

__| Paper

__| Prep Bindery
[[] Digital

[_] Printing

(3] Wide Format

_ 4 | aminatinn

| Name [ Graphics
) Stock - Canvas - IzaperB'nde
@ Stock - Gloss J r.e!) indery
[_] Digital
) Stock - Matte oL
r— [] Printing
W fociiiny) [S] Wide Format

) Medium-X

4 Add Department
+ Add Category

4L Down

¥ Move to Bottom

# Rename

55 Change Color

X Delete

Select all the services in the old categories
and drag them into the new categories.

MNarme

JStock - Canvas |
 gStock-Gloss |
Jotock-Matte |
gstock-Vinyl |

10. Close Printer’s Plan and open it again.
11. Click Service Settings and select Departments and Categories.
12. Delete the Medium-X and Printer-X categories.

.E m __| Service Departments and Categories

[ [_| Graphics
__| Paper
_| Prep Bindery

Medium-X

Delete the old categories.

Printer-X

Printer
Laminating
Substrate
Finishing
[#--[_| Finishing
-] Mailing
[]---D Brokered

13. Open the Services you moved into the new Medium and Printer categories in step 9 and
complete the additional fields. (See the following instructions on how to complete them.)

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Properties of Wide Format Medium

Medium: Stock - Canvas 36 . Active + Header i

General Properties

Service Mame Sales Dept ’W]dE Format -
Invoice Mame Canvas
Popup Reminder
Default Note Size... 36 Thickness... 0
Pricing Properties
Quantity Total Height (Length) V] Setup Table | Per Minutes Mat.Cost | Setup Price
Divide by... 12
Round-up to 0
Run Table | QtyBreak | Units/Hour | Mat.Cost Run Price
a 1 1.00

Wide Format Material Setup Options

If the material In the Size field, To enter Costs In the Quantity field, In the Divide by
type is: enter: per select: field, enter:
Linear Foot Total Height 12
ROLL Roll Width Linear Inch (recommended) 0
ininches Square Foot 144
Total Area
Square Inch 0
Sheet Run Size Sheets 0
(recommended)
Sheet Size as Linear Foot 12
FLAT Width x Length - Total Height
in inches Linear Inch 0
Square Foot 144
Total Area
Square Inch 0

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Properties of Wide Format Printer

Printer: Wide Format Printer . Active
General Properties
Service Name Sales Dept Wide Format -
Invoice Mame ~
Popup Reminder
Default Note Total Area = Document Size x #Documents Printed
Pricing Properties
)
Quantity HToizI Area v] Setup Table | Per | Minutes | Mat.Cost | Setup Price
Divide by... 94 Lot (1) 15.00
,\ Speed and Ink costs are per square foot
Round-up to 0 based on the Divide by field.
Run Table Diff.Level | Speed Ink Cost Run Price
o 1 50.00 1.00
2 40,00 233
Resolution and Coverage Difficulty Levels —) 3 30,00 333
4 20,20 4.00
5 20,00 5.00
Cost |[Time Cost +Material Cost -]

PRODUCTION SPEED, INK COST, AND DIFFICULTIES

Printer's Plan uses this table to calculate Run Time and Ink Cost based on
Resolution and Coverage difficulties. Each difficulty has five levels 1
(normal) through 5 (most difficult).

a) The Resolution difficulty effects production speed and time.
b) The Coverage difficulty effects ink usage and material cost.

Enter the speed based on the Quantity property. If Quantity is:

a) Total Length: Speed is linear inch (or foot) per hour.
b) Total Area: Speed is square inch (or foot) per hour.

Run Time (Hour) = Total Printed Length (or Area) / Speed
Time Cost (S) = (Setup + Run Time) x Cost per Hour
Ink Cost (S) = Total Printed Area x Ink Cost

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Jobs Section

Reminder tool improved (See Page 28 for more.) \

Home | Jobs Scheduler  TimeTracker Services Customers AR Reports Settings

Johs N L& & 5| & *| S
(= P ion e biens [l New | Fid | Open

List Manager < = Orders / Ready to Ship (6 listed) W My Jobs Only

New Feature: Job Documents (See Page 23 for more.)

More Information

w Orders / Ready to Post (5 listed) W My Jobs Only [ ] LR B
Dateln DateProof DateDue Time DateShipped PO Invc InvcPrinted  Subtotal Discount  Shipping  Postage Tax Paid
03/06,/2014 03/15/2014 1 pm 03/08/2014 Email 2 210.00 0.00 0.00 0.00 10.50 000
03/01/2014 03/10/2014  1lam 03/08/2014 89675 Email 1 61.25 0.00 0.00 puno 206 —
03/06/2014 03/15/2014 1lam  03/08/2014 14 Print 2 231509 0.00 000 (.
03/06,/2014 03/10/2014 10 am 03/08/2014  94883211.. Print 2 3030.09 0.00 0.00 Customer
03/06,/2014 03/10/2014 1 pm 03/08/2014 8546 Print 1 164.31 0.00 0.00 CusMo
Title
Dateln
DateProcf
DateDue

Job lists include new Time:

columns. \,"ESES*‘WE"-.‘
" ” : | E
The column “Invc” shows . IEEEF‘l‘irﬂed .
how to send an invoice = |Subtotal .
. . 7 |Discount !
(email or print) based on *  |Shipping :
the customer’s settings. _T_xtage
(See Page 12 for more.) % Pgid, e
Balance
. . New filter The column “InvcPrinted” First
List Orders with | ‘etes. h h . ¢ Last
reminders. 0 With Reminders To-Do = Shows how many coplies o Last Email
an invoice has been LEStShIleEY
dll‘m CEERRRER
printed. % |SRepho
'llsfaiulslllllll‘
Location

----- ) Received Today

----- ) Received This Week
----- ) Received This Month
----- ) Received Last Week
----- ) Received Last Month
..... ) Older Than1 Month

----- ) Older Than 2 Menth

.....‘.ﬁmq]gng'gglinlllp-
With Reminders Te-Do i

‘g EEEEEEEEEEEEEEEERY

List Quotes with
reminders.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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2435

Application Forms

FIRIEIE it co customer No.a1

Reminder tool improved.
(See Page 28 for more.)

j New Job

“j Paste this Job

1
E@ Rearrange
]

Schedule

£ ] )
} 7 | Reprice

New Feature: Job Documents.
Attach multiple documents to
an ltem. (See Page 23 for more.)

ABC Company ABC Company Michelle Greene In 3/19/2014
800 Pike Street 9645 saratoga Blvd, mgreene@abc.com Due 3/21/2014
Baltimore MD 21202 Baltimore MD 21207 Phl: 410-539-3466 x 35 4 pm
Shipping: 50,00 Ph2: Ship by  Our Truck
Cell: 443-567 4398 Ship'd
Fax: 410-539-5586 CSR Lisa
Status  In Progress
Erom . History
m J MNew Item 2= Edit Specs | % Edit Costs | = Reprice | £ A = x H 2| @ ¥
Item  Description Specs Note Service Note  Service Reminder  Ask Vendor Mo
%1 Application Forms 1 Orig...
Documents .
_| Carbonless: 3 Part - Par... .ﬁ' 0 Atlantic Paper (Default: Chesapeake)  01/0§/2011
B Printer: Printer - Blk & ...
B Pad: NCR Padding
B Number: Mumber1 - t.. =] Starting Mo: 24001 @ Starting No:
W Packane Annbylahels @ labels/sheet

Eﬂ% e-Lette
e-View

[ |
Print/Email
1)

Job Note

Vendors.

A red icon appears when a Service has a
Service Reminder or a Question (Ask: How
many...) or its assigned Vendor is different
from its default Vendor. Click the icon to
view the Reminders/Questions/Default

This feature is especially helpful after
copying a History job into a new Order.

Memo to Customer

Job Totals

Balance Due

Subtotal 1,607.36 [Total
Discount 0.00 | Paid
Shipping 0.00 | Balance
Postage 0.00

Taxable 1,607.36

Tax 96.48

1,704.34
0.00
1,70434

MNet 30 Days

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Specs Window

# Description Forms

Service Spec

g Price Level Use Price Table ~

Price Rounding  On -

Format Unit Price -

[ Size (W x H)

A
Add Services From: Category Service (right-click for options) . X
B Printer Printer - Color New Price Table option
B Graphics & Offset ptsfPack  Qur Stock (See Page 9 for more.)
) Poper New Document Type:
| Prep Bindery Sheets/Pack _)JJEJJIJ to use Price Table
B Digital = You may price this Item by using a price table.
Pad . =
Printi Leen ant [vhes
: i —)U““"‘J‘l‘nd‘“‘ _rjj’)j_; 3| Do you want to use Price Table?
Wide Format - . . fee One
This information will be printed on invoi -0
B Finishing - Yes but use another table...
. MNo.
B Mailing 3| Select Document Type
B Brokered | | il Originals
_Other | e Sheets '
. = Envelopes

----- Mames

----- Originals/Set

----- Sheets/5et

----- Sheets/Pad

----- Tabs/Set

----- | ) Sheets/Pack

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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How to Set Up and Use the New Item Price Tables

How to Set Up | HowtoUse |

To use this feature, you must first create Item Price Tables
for Template ltems.

In the Jobs section, open a Template.

Open the Specs window of an Item of the Template.
In the Specs window, click Price Level or select Use
Price Table from the list.

(@) Price Level Maormal
Price Rounding  Mormal
e Bid
Fermat Unit Price Rush

@ Size (Wx H) Special

I . e

Mgk Ttem Price

Select Create...

3 Do you want to use Price Table?

e
No.

Setup the table and Save.

Prace Table (#4216]
I

Template 12-1 Business Cards 1 Side ! J!

|| How to Use this Price Table
L

1. Sefect a e based on: [Sheets per Set (Orgnais)

2 Seleet a row based ar:
3. Rt e rice I the seected ool ns:
4. Caicudate the Sevvice Price Lsing Si method: |
5. Mty the price by [Sheets per et

| Item Price = Cell Price % Sheets per Set

Now this table can be assigned to an Item of an Order
or Quote.

After creating Price Tables, you can assign them to
Quotes and Orders.

1. Create a ‘test’ quote. Click New ltem.
2. Inthe New Item window, select the Template for
which you’ve just created a Price Table. Click OK.

1 Create from scratch: Product hem

g +) Brochure
| Newlem =) Dusiness Card
=) L[] Business Cards L Side
(i) ookt tee Butirsens Cardle 2 Sades
L Copy from Customer's:
— 2]Pad
~| Ordess ] Backet
= ] Letteshead
)| Quoths Tl Envelope
ElFem

3. In the Specs window, you will see:
[[[]| Price Level

4. Save & Close the Specs window.
5. Inthe Job window, click Price List button:
| = Reprice

@)o
6. In the Price List window, select ‘Varies’ to see
prices at 500, 1000, 5000, and 10,000.

List prices at every...  [EIEH -

Use Price Tahle =

Default prices of Business Cards1 Side

Quantity Price Unit Price
500 50.00 0.1000,Ea
1,000 60.00 0.0600/Ea
5,000 100.00 0.0200,/Ea
10,000 100.00 0.0100/Ea

The steps above are based on a New Item. You may

also assign the same Price Table to an Existing Item

that has the same Product Type.

1. Inthe Specs window of the Item, click Price Level.
Click ‘Yes’ to use Price Table.

2. You will see a list of tables created for the Product
Type of the Item. Select a table and click OK.

B Prce Tables

Salect a Price Table for Business Card

| Hote This bt inchudes proce Lables croated for Template Berm of Broduct Type: Biiness Card.

Product Type Description

Plouines Cocd [ Business Cusch 1 Side

3. Click Save & Close the Specs window.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Specs Window - Wide Format Medium

ROLL Widthwise Layout Lengthwise Layout

WIdE Format WIdE Format
o — e ——
Modified Modified
Inventory | Not tracked Inventory | Not tracked
I Remindar I I Rembader I
size Click to swap sides Size Roll48
+4 Doc.Size P N +4 Doc.Size 24 %18
#Ups... 2 | #Ups.. 2
PRINTING ON 1 '
Set Coverage difficulty to recover Vendor b
ROLL MATERIAL _ o Note -
ink cost. Set Resolution difficulty N Diftculties
t . . t t Coverage  Mormal -
Roll Width o increase printing time. s e .
biccu e Bleed MNone -
48”
Lavout Layout
Yield 5 (2 ups x 3 rows) No-Print: 1 Yield 5 (2 ups x 3 rows) Mo-Print: 1
RrmA R Mat'l Area 3,456 (48 Width x 72 Length) Mat'l Area 2,502 (48 Width x 54 Length)
FI n:'Sh SI Z”e Print &rea 2,160 (5 Outx 18 x 24) Mo-Print: 1296 (3735) Print &rea 2,160 (5 Outx 24 x 18) Mo-Print: 432 (16%)
18" x 24 - .
18 2
18 15
24 24
(o ]

FLAT Mix Layout

e ™ r ™
Wide Format u ‘Wide Format E
Medium: Backing Medium: Backing

Modified Modified
Inventory | Not tracked Inventory | Not tracked
l Remind: l Reminder l
Medum . Medtum . .
s | Clickto calculate #Ups. \ = Click to override #Ups to
e Defaultis “Mixed” layout. P use “Straight” layout.
Print... MNeo-Print - Print... No-Print -
PRINTING ON Vendor - Vendor -
FLAT MATERIAL Note - Note -
Flat Sheet Size
48" x 96” P o
Yield 5 0ut (1 Sheetx 5 Up) Yield 5 Out (2 Sheets x 4 Up)
FInISh S|Ze Mat'l Area 4,608 (1 Sheet x 48 x 96) Mat'l Area 9,210 (2 Sheets x 48 x 90)
” ” Print Area 4,320 (5 Outx 24 x 36) Print &rea 4,320 (5 Qutx 24 x 36)
24 X 36 48 48 .
T 2 / Straight lavout: 4 up
36 . 36
/ Mixed lavont: 5§ /"¢
z % %
Lo | L |

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Customers Section

] Customers Mame CusNo  First
_ Prospects @ <Your Cem
pany Name> 1 .
£ C.usl:lrl(ers :tPtros)peds @ Default Customer 10 Customer #20 is the new
----- an atus, i -
..... ® Al (no:hidden] L_JPlanWeb Customer default customer for
: © Walk-in ** Ea . L.
----- : gct:eld “online” orders. It is similar
..... n Hol
..... @ Hidden to the Walk-in customer
..... ®
_____ T e #31 and has been created
----- : New This Month for use by Web2Plan*.
----- Mew This Year
" @ Special Custorners *Web2Plan is a new Web solution

from Printer’s Plan. It integrates
Web-to-print systems with
Printer’s Plan.

w Lustomers / All [any status) (14 histed)

Last Email Phone Cell

41 Sharon Jones sjiones@abc.com 410-539-3466 x 35 443-567-4398

32 Llinda Wertheimer lwertheimer@abel.com 10-7 2 Iodd
ems 37 David Kirschner i

New columns are added to

customer lists.

|8] Contacts

----- |&] Al (any status)
..... [&] Al (not hidden)

‘i"il Wlthqlllt ﬂl’d Frannnnns » New filters

Click to view and follow-up

‘IIIIII
=
=
=
o
3,
=
o
i
=
(5]
_|
g
=1
o

prospects and customers.

v
EEEEEEEEEEEEEEEEEEEEEEEES

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Customer

ABC Company

ABC Cc

300 Pik

The new Documents button creates / opens

Baltimore MD

21202 |

ichelle Greene
greene@abc.com
1: 410-539-3466 x 35

a special folder for each customer. (See 2
Page 23 for more.)

ell: 443-567-4393
oc 410-539-5586

Ann M Linz
alinz@abc.com
Phl: 410-727-4565
PhZ:

Cell:

Faw: 410-727-4752

< Country =

Website www.abcco.com

Mew Job Alert

Work Order Note

I_Iclose

Invoice Alert

N

Remember to enter shipping charges if any.

Invoice Memo

New website field: Click the button

L’} D eImEnts General Properties Financial Properties
/ , .
gl 5o to open customer’s website.
Source Price Rounding | Off - £ el BUYS SRS
SalesRep | Jim - P.O : On Demand Books
@ Print : = [ Visit monthly
New field: CSR L= T [uaend  New options:
rocaten Tems [e®om:  How to send invoices? Print or email.
Alert  |Past-Due - Discount | 0% . .
— " Tvelce Method . |cmal . How to send statements? Print or email.
Web Orders [ves v] % sendstatement [resiEmal 1 The Job and Statement list will show this
0 GroupID A Credit Due... 000 [...] information.
Customer ID  ABC Co Credit Limit § 2000000

TRy

O

Dates :
| Last order: 03/19/2014 (Today) .
m | Last Quote: 03/19/2014 (Today) L]
m | Last Payment: 03/22/2014 (In 2 days) :
: Mext ReOrder: 12/31/2014 (In 9 months) o

Customer MNote

New Invoice Alert:

This message will appear in red
when Invoice is selected in the
Print window. Then, when a
Print button is clicked, a pop-
up window will display the
message.

Quick info

] ké 2 Document:
For In House:
Wieek Order
Fos Customer:

@ Invoice [Defaut)
Ordes Receipt
Delhvery Ticket
et (Cuntom]
Imvcice (Bocklet)
Inwesce (Letter Style)

Q|

1] Eheck Document Options:

Eneument Style tselect onel:
G Starcdard (job botels at bottem]
Classic job totak n price column)

Leates Style

Document Info (check all that applyl:
G Codumn Headers and Lines

[l Company Lege
Compuny Hame
Company Address
Comgsny Phone and Fax

g To Addres

IMPORTANT NOTE:
Rernember to entes chipging charges  any,

D yeu want to continue!

Service Notes
G Ask Shipped todayT
G Job Meme:
G4 Sub-hems

Mo Attention

e'J_\| d|
| ) 'yl
 Pins 7o (R caa 0 | i 77

[ =Originals or #5teets) sftes hem Description

=izl

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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@ Status: Active ,_@

Ship To Add #19
& Ship To ress (#19) Click to change the Status of this __

Attention
Phone

Comparny
Address 1

Address 2

City
Country

.
a Tax

E Shipping:
E Route

E Distance
.

Charge &

Created

Modified

SLELLLELLLR LR LR LRI N
*

< use customer's = w

.
®assssssssssssnnssnnnnnnnnnns®

443-337-9234 lUse the back door for delivery of cartons.
ABC Company
5645 Saratoga Blvd. New fields:

Tax, Ship by:

When this Ship To address is assigned to a Job, Printer’s Plan

Baltimaore MO 2120

will override the customer’s default Tax/Shipping Method with

the information in these fields. To keep the customer’s default

Tax/Shipping Method, select the <use customer’s> option.

Charge $:
A When this Ship To address is assigned to a Job and if the
25 miles Shipping charge of a Job is zero, Printer’s Plan will use the
20.00 :: amount in this field as the shipping charge. However, if this
Ship To address is assigned to a Job with an existing shipping
W10/ 1012 @~ charge, Printer’s Plan will ignore the amount in this field and

3j26/2014 [~ keep the Job’s existing shipping charge.

Route (alpha-numeric field; up to 30 characters):

Distance (numeric field; enter whole numbers in miles):

These fields are currently for information only and may be

used in custom queries and reports.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.



PRINTER’S PLAN 2014 What’s New and Improved | 14

Contact Window

4, Ms. Sharon Jones Click to change the Status @ Stotus Active  ||5]
ﬁ of this contact. %

Name User Defined X X . I
First | -4 Send card Click to add/VIeW Reminders e giaject on hold. Follow up January
. Send | . ing to review.
Last Jones 7 oo oo for this contact.
Salutation Ms, - -4 Visit mon
Job Titl Direct - Sports fan
ob Title irector Property 5
Department | Marketing - Property 6
Contact Property 7
Phenel 410-539-3466 x 35 Property &
Phone 2
Cell 443-567-4398
Fax 410-539-5586
[ Email sjones@abc.com Crented
i Modfied [101/23/2014
Send Email Yes -  pa———
Other [[]101/23/2014 =
Send Survey | Yes -
Key Contact | Yes
e v New field: Contact ID (alpha-numeric field; 30 characters)
Contact ID ; | | |

L5 ShipTo No =
N

Click to assign a default Ship to address. When
this buyer places an order, Printer’s Plan will
override the customer’s default Ship To address
with this one.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Reports Section

New reports

[N Posting
() Summary
) Summary of Sales

Posting / Summary of Taxes (Paid Invoices)
Date Range: Last 12 Months (02/07/2013 - 02/06/2014)

Summary of Taxes L3 - ~ NetSales
Summary of Taxes (Paid Invoic naf subtotal-Disc
List of Invoices + QuickSales 0 Exempt Invoices 4 719119 719119 0.00
List of Taxes | | | 4 719119 7,191.19| 0.00
ool ) Uil VT (e ey 1 |Maryland Invoices 15 17,498.27 0.00 17,498.27
.\ List of Payments 8
Maryland Quick Sales 5 192.00 0.00 192.00

-\ List of Credits Given/Applied
Changes to Earlier Invoices 17.691.27 0.00 17,691.27

20
@ Accounting 24 24,882.46 7.191.19 17.691.27

Production / Date Due vs Date Shipped (16)
Date Range: Last 12 Months (02/07/2013 - 02/06/2014)

This report does not include Credit and Credited invoices,
This report only includes jobs that are posted.

(5 Production Mumber of Days
""" O Orders Date Shipped - Date Due
""" K ore than ays ear J
: ?’dm E’;peBtEd More than 10 days early 0 0.00
----- ervices Te-Do
..... @ Services Done and Posted 6 to 10 days early 4 19,050.54 21.1%
----- & Dateln vs Date Shipped 3 days early 0 0.00
8 . Date Due vs Date Shipped 4 days early 0 0.00
Printer and Paper Summary 3 days early 1 33286 04%
----- U Paper Usage by Digital vs Of 2 days early 0 0.00
1 day early 0 0.00
0 (same day) 12 18,085.59 20.0%

1 day late 13 30,459.99 337%

3] Sales by
----- 0 Sales Department
----- ) Service Category
----- & Product Type

..... ) Business Type  Sales by ustomer + Contact + Product: 44 (PostingDate between 02/1
- () Customer Source

..... @ Shipping Type Customer Cus... First Last Product #ltems  Quantity Price
_____ @ Location O ABC Company 41 AnnM Linz Brochure 1 1000 2017 60
_____ ® ) ABC Company 41  John Smith Brochure 3 11450 6601.01
..... @ CSR ) ABC Company 41 John Smith Guidebook 1 5000 1769.76
_____ ) SalesRep ) ABC Company 41  Sharon Jones Form 1 1000 33286
..... O Tax Type U Abel Laboratories 32 Linda Wertheimer Brochure 1 500 45.20
.. () Department + Service O Abel Laboratories 32 Llinda Wertheimer Letterhead 1 1000 319.77
----- & Department + Job U Abel Laboratories 32 Mark Sturm Brochure 5 21000 267291
----- @ Category + Service U Abel Laboratories 32 Mark Sturm Business Card 1 10000 364.49
----- & Category + Job © Abel Laboratories 32 Mark Sturm Letterhead 1 10000 115978
""" O Customer + Category U Action Business Syst... 37 David Kirschner Brochure 3 11000 3170.25

----- & Customer + Product

..... [} Customer + Contact + Prog

Product + Customer + Con|

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Settings Section

[3] General Settings

[ ] Accounting
] Employees

-+ PaperVendors

-+ OtherVendors

) Paper Colors
----- 2 Ink Colors

: - Quick Motes -
Services

Work Orders
Invoices

Itemns
Customers
Alerts

AR

g Contacts

-+ ShipTo

-+ Vendors

00000000 ¢

:] New password-protected areas: Add a customer from the Job window;

----- )_Shop Options Add/edit Item Price Tables.
1 @ Passwords 65  Add Customer from Job window
""" - Reminder Types R L I e

011 1 U

i ) Document Options P Set left margin for All Reports:
..... _ Barcode Options { I g:::;t'h‘“’"e”“ R . Top
..... ) Favorite Posting Reports | oIE------> % 05 ”:0.25 {document marging in inches)

Jobs K ST erertea et ne e s et a e
i O Job Options S | New Tob Options {added to the bottom of the existing options iist:
""" s = ' On invoices/quaotes, print a blank space if Shipping or Postage amount is zero Yes
- @ Shipping Methods i| | _Oninvoices/quotes, include sides info if Print #Originals, ., option is checked ..., Yes...

""" _ Data to Require §In the Job window, alert {flash) if a Service has reminders or default vendor is replaced Yes
'@ Data to Reset (afeerpaste) | 3| ; ........................................................................................... :
""" i Set the new alert (flash) option to [Yes] if you want the red icon in the Jobé

from the default vendor. See Page 7 for more.)

)} been the case in the earlier versions).

4 Vendors:

----------------------------------------------------------------------------------------------------------------

window to flash a few seconds after an Item is created. (This icon appears:
when a Service has a Reminder/Question (How many...)/vendor different :

K
g o
--------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------
.
o

New option (under “History to Order”):

|- Gd Reset 'Document Options' for printing Invoices

Checkmark this option if you want to use the current default settings for
printing an invoice. If unchecked, Printer’s Plan will print the invoice with :
the options selected when the History Job was originally printed (as has

K
g
-----------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------
3 o,

The Buyout Vendor category has been eliminated and your Buyout
vendors have been moved into the Other Vendors category.

The Vendors area has been expanded to include new fields and a filter.
(See Page 19 for more.)

0 o
-------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

Quick Notes: Create Quick Notes to use in various Note fields to save time§
and eliminate errors. (See Page 21 for more.) :

.
----------------------------------------------------------------------------------------------------------------

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Printing — New Alerts

.
Print 1 copy of Invoice (Default) to Microsoft XPS Document Writer

[1] Select a Document:
............. For In-House:
Work Order
e For Customenr:
..... @ Invoice (Default)
..... Order Receipt
..... Delivery Ticket
----- Invoice (Custom)
..... Invoice (Booklet)
Invoice (Letter Style)
- List:
- the list on the screen -
—
..... Job Dates
Job Amounts

- Items:

..... Item Specs
----- Iterm Amounts
- Services:

Service Specs

----- Service Amounts .. Prices (check all that apply):
- Barcodes 0 e Item Unit Price
Item Barcodes 1 L [ Ttem Price
- Shipping: [ e [Z4 lob Totals (Subtotal + Disc + Tax...)
= ShipbylebMe 1 e Other Options (check all that apply):
----- Ship by Vj Item MNotes

[2) Check Document Options:

............. Document Style (select one):
..... 4 Standard (job totals at bottom)
----- Classic (job totals in price celumn) II
..... Letter Style

............. Document Info (check all that apply):
..... 4 Column Headers and Lines

..... 4 Company Logo

..... Company Name

----- Company Address

..... Company Phone and Fax

..... m' Ship To Address

..... Ship By + Due Date & Time

----- 4 Received by Date

Specs (select):

----- Job Title

..... + Item Description

..... + ltem Description + Paper
..... + Item Description + All Services

..... v + Item Description + All Services & Prices

Alert message appears if
Invoice method is Email.

Service Notes

[ Ask 'Shipped today?
[ Job Memo
Sub-Ttems

Invoice Method: Email.

e

Preview

=

[& =0riginals (or #shséts)  Change default options.

Alert message appears if you

Mo Attention /

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Printing - New Logo Options

(1] Select a Document:

For In-House:

Work Order

For Customer:
Invoice (Default)
COrder Receipt

o
Invoice (Custom)
Invoice (Booklet)
Invoice (Letter Style)

Document Title

LogoPrint.bmp and LogoEmail.bmp files are the default files for all job documents. Now you can use a
different logo with each job document based on Document Title and Location (Store)* number. You
accomplish this by adding the Document Title and/or Location Number to the file name.

You have three new options to name logo-image files (LogoPrint and LogoEmail):

1.

Using the Title: LogoPrint-Invoice.bmp, LogoPrint-Delivery Ticket.bmp

2. Using the Location (Store Number): LogoPrint-2.bmp, LogoPrint-3.bmp
3. Using the Title and Location: LogoPrint-Invoice-2.bmp, LogoPrint-Delivery Ticket-3.bmp

*Location (Store) Number can be assigned
filtering Jobs, customers, and reports.

Business | Manufacturing -
sece

CSR.

Ship via

[ Location

Alert

Customer Window

to a customer and a Quote/Order/Template. It can be used in

uuuuuuu

P.O.

[Lu[ah\:ln [store 1

C.5.R. Lisa

Order | When Window

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Vendors

The Vendors area has been expanded to include new fields, a Vendor properties window for each
vendor, and a new Vendor Documents feature.

The Buyout Vendor category has been eliminated and your Buyout vendors have been moved into the
Other Vendors category.

To add/modify vendors, go to the Settings section. Click to modify the | | Click to delete the
selected vendor. selected vendor.

SETTINGS

0 General Settings @ Vendors for Outside and Buyout Services 7 Filter | 1 | ) | " Edit | x | —

[] Printing

[] Jobs

D Customers MName ContactMame Phone Email Status Sort

[J Accounting ) Raven Promo Aaron Palmer 410-233-2487 apalmer@ravenprofno.com  Active 5 1

[ Employees @ Star Pramotions Gwyneth Smith 410-345-8767 gsr—= Active = 2

(3] Vendors @ Harbor Bindery Lizzy Douglas 410-897-388 1ud Click to add a Active = 3
() PaperVendors @ signs Now Chelsea Mullens 443-997-48 ch| new vendor. Active =y 4
i . D Speedy Labels Lisa Lindsey 410-768-7§65 lisal@speedylabels.com Active 5 5

[[J Frequently Used Text D Sun Printing Sean Colder 301-879-7376 shannon@sunprinting.com  Active ) 6

Click to open the Find window

to filter the vendor list.

Click to export the
vendor list. (Requires the
optional Export tool.)

:

Name : is exactly like
- Address n is not exactly like Motes contains
= |Zip = starts with
: Contact : ends with
- |Phone :
: VendorlD : does not contain
n is between
. Status -
. N | Find Now H Cancel
.l .
EEEEEEENEEES
A

You can filter the vendor list by one of these filtering criteria.

Tip: Enter the vendor products you buy from a vendor, such as
coasters, in the vendor’s Notes field. Then, to see a list of the
vendors that sell coasters, search the list by the word “coasters” in
the Notes field.

See the next page for the new Vendor properties window.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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New Vendor Properties Window

Vendor number
Eﬁ-';} Raven Promo @ Status: Active F=
|
Vendor # Mote
Mame | Raven Promo | 9/26/2013: F{eceivet?l 20 mugs short, but they delivered 20 plus 10 at no
ddress charge the next moming.
Address 245 Western Road Mugs. coasters, caps.
Address2
City Baltimore
State MD
Zip 21201
Country
Contact
Mame Aaron Palmer You can organize documents, such as purchase
Phone1 410-233-2487 orders, by Vendor Number. Click this to open
e the vendor’s document folder. If you have not
Fax_ #H10-254-2233 created a folder for this vendor, Printer’s Plan
<3 Email apaimer@ravenprome.com will create it for you. (See Page 23 for more.)
Options
@ Website WWW.TAVENPromao. o - N
VendorlD ¢ VendorID (alpha-numeric o
Torms Net 30 field; 30 characters) Modicd
Rating Excellent - Other [ 3/27/2014 +
SortMNo 1 %
oK || Cancel | | Open Vendor's Documert Folder |

You can open the Vendors list from the specs window of a Service in a Job with all the functions of the
list view enabled. This allows you to open the vendor window to view notes and other information or
search for another vendor selling the same product.

Service Specs

Category Service (rig

B Promotional Products Coasters j’g\:; Vendors for Outside and Buyout Services [ Filter | New

Name ContactMame

Modified [ Jravenpromo [ Aaron Palmer £10-233-2487
@ star Promotions Gwyneth Smith 410-345-8767
Iventory | InStock: 0 - On Order: 0 @ Harbor Bindery Lizzy Douglas 410-897-3885 Idouglas@hat
Reminder @ Signs Now Chelsea Mullens 443-997-4888 chelsea@betH
r el abal L Linch 410 76 T

A

(Q‘u’endor * Raven Promo

| | Click to open the Véndors
| list window.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Quick Notes

Printer’s Plan allows you to preset the notes that you use often as lists, each list specific to an area of
Printer’s Plan. Then, you select from these lists to quickly add notes to Jobs, customers, Services, etc.

To create the Quick Notes lists, go to Frequently Used Text under the Settings tab. (See Page 16.)

Quick Notes List Name Where the List is Used
Services Note in Service setup window
Work Orders Job Note; Work Order Note in Customer window
Invoices Job Memo; Invoice Memo in Customer window
I[tems Item Note
Customers Customer Note in Customer window

Although Customer Notes show in the Note field of the Payment
window in A/R and vice versa, each of these two Note fields has its
own list, not available to the other one.)

Alerts New Job Alert and Customer Alert in customer window
A/R Note in Payment window

Contacts Note in Contact window

Ship To Note in Ship To window

Vendors Note in Vendor window

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Example:

1

In the Job window, click Job Note.
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The following example shows how to use the Quick Notes feature for the Job Note field.

In the Note window, click Quick Note

Job Note

the date to the note.

or Date + QNote if you want to automatically add

v

Work Orders
ﬁ Date Stamp
E Date + Time

& Quick Note
_./ﬂ Date + Qhote

£ Lisa

click Add/Modify.

If a list of Quick Notes has not been created yet,

B one found. You may Adaodiy-

4 Enter notes that you often use in the Job Note Quick Notes )
field. You can add up to fifty notes, each up to 50 Work Ofders
characters.

Limit: 50, To Delete: Clear text. Maximum text 50 characters.

All graphic files have been received.

Include "Time to Order” form in the last box.
Meed labels

Next time, when you click Quick Notes in the Job

Note window (step 2 above), you will see the list
of Quick Notes you added.

Duick Note

=
=

Work Orders

| Check all that apply:

- | All graphic files have been received.

Include "Time to Order” form in the last box.
Meed labels

Checkmark the notes you want to add to the Job.

3/24/2014: All graphic files have been received,

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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New Document Folders

The upgrade setup program creates a new folder on your server where your Printer's Plan database is

located and names it Documents. It also creates three sub-folders within the Documents folder and

names them CustomerDocuments, JobDocuments, and VendorDocuments. You can use these folders to

organize your digital document and graphic files. To create individual customer and vendor folders: a)

Create a new folder and name it with the customer’s/vendor’s number, or b) Click the Documents

button in the Customer/Vendor window and Printer’s Plan will automatically create the Document

folder for that customer/vendor.

You maintain the contents of these folders in Windows Explorer. The folders can be easily accessed from

within Printer’s Plan. See below.

Printer's Plan folder on your server computer

4 .Printer'sP‘Ianv
. Documents
_/ J| CustemerDocuments
c 41
_/ /| JobDocuments
) 31
c 41
_/ /| VendorDeocuments
. 6
. 8
. Email
. Photos
. Products

SUB-FOLDERS OF THE DOCUMENTS FOLDER

CustomerDocuments to store digital documents, such as a
Tax Exempt form. Folders are named with customers’
numbers, such as 41. In the Customer window, click the
Documents button to view the contents of that customer’s
folder.

JobDocuments to store digital graphic files attached to
Jobs. Folders are named with numbers of customers to
whom the files belong. Use folder 31 to store the files
attached to Templates. See next page for more about Job
Documents.

VendorDocuments to store vendors’ documents, such as
Purchase Order forms. Folders are named with vendors’
numbers. In the Vendor window, click the Open Vendor’s
Documents button to view the contents of that vendor’s
folder.

You may move the Documents folder or just one of its sub-folders to another location. If you do, you

must set the new location (path) in Printer's Plan. For example, to relocate the JobDocuments folder:

NS

lahe j

*  Printer's Plan Main Menu m

Set this Window as the Startup Window

Customize Appearance

Customize Workstation Ontinns

Change Data Source Folders

Select Change Data Source Folders from the Printer’s Plan Main Menu (as shown below).
In the Data Source Folders window, click the Job documents option.

In the Browse window, find the JobDocuments folder.

Repeat steps 1 through 3 on each workstation.

Be sure the new location is accessible
_!_IJ Data Sources:

PDF sttachments: C:izTempy/ | Trom all workstations.
Label data: C:\zTemph
Export data: C:\zTemph)

8 ]Job documents: V\server2\c$\Plan\DocumentsJobDocuments\,

----- Customer documents: \\server2\c$\Plan'\Documents, CustomerDocuments’,

. Vendor documents: Yiserver2\c5\Plan\DocumentsiVenderDocuments',

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Job Documents
Use the Job Documents folder to store customers’ digital graphic files and job-related documents. You
must first create for each customer a new folder and name the folder with the customer’s number.
Then, move the customer’s digital graphic files and job-related documents into this folder.

-
7 Job Documents - Customer 31 '

%a Template 43 - Manual 32 pages Printed @ Attach... | [l Detach... | |~ Open Document | |- View Document Folder

Path: Chinetpub\wwwroot\PlanWeb\JobDocuments\31\Cover.pdf - Size: 898 KB (920,037 bytes) - Mod :03-27-2014 12:56

Ttem Description / File
[J1.0  What's New - Cover
[
[J2.0  What's New - Inside Pages
d Contents.pdf
i Pages.pdf

How to open the Job Documents window:
¢ In the Jobs section: After listing jobs, click the Job

Documents button.
e Inthe Job window: Click the Documents or Attach buttons.

i
[ oo | § g

What you can do in the Job Documents window:
1. Attach multiple documents to an Item.

Detach documents from the Item.

Open a document in a browser or pdf viewer.
View the contents of a document folder. What's New & Improved
View a list of the Items attached to the same document.

View a list of the documents attached to Items.

en @ g DN

U [t Close | Chinetpub\wwwroot\PlanWeb\JobDocuments\31\ Cover. pdf L'fg View List of...

| .
Job Doeuments oo*

[

@ Documents attached to Templates

List of Documents used by Templates List of Jobs using the same document

The list is sorted by Customer Name, Job and Item Mo.

The list is sorted by Customer Mame, Job and Itern Mo.

Document Path Document Path
| ]JcbDocuments\31\Pages.pdf | ]JlobDocuments\31'Cover.pdf

. JoebDocuments\ 310 Contents, pdf
) JobDocuments\ 31\ Cover.pdf

This list shows the Items that use the same

This list shows all documents used by Templates. document

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Now you can modify the order of columns of the lists in the main Printer’s Plan window in the following

Miscellaneous

Customizing Column Locations in List Views
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sections: Jobs, Scheduler, Services, Customers, A/R, and Reports (reports under “More Reports” only).

Note: The modifications are list specific. For example, the order saved for “All” orders will not hold for
“Ready to Ship” orders.

To modify the order of the columns:

1. Display the list.

Home | Jobs | Scheduler TimeTracker Services  Customers AR Reports  Seftings
- g . N
Jobs & O KX &
~__ Printer's Plan Main Menu | print [§ Email | Security
List Manager <« | v All Orders (40 listed) Il My Jobs Only
[31] Orders JobNo Customer CusNo  Title Dateln DateProof
b d @ 235 ABC Company 41 Application Forms 03/25/2014  D3/26/2014
e Ig P:glge;’ @ 234 Apex Realtors 81 Brochures 03/25/2014
; R:a . °m o %3 ABC Company 41 Note pads 03/25/2014
@ Reo d: to Po; @ 232 ABC Company 41 Ervelopes 03/25/2014
@ Received Today : 2431 Apex Realtors 81 Brochures 03/25/2014  03/27/2014

2. Click the header of the column you want to move and

= All Orders (40 listed)

W My Jobs Only

JebNe Customer %J CusNg‘ Title a Dateln DateProof

© 2435 ABC Company == == 4 Application Forms ¥ 03/25/2014  03/26/2014

@ 2134 Apex Realtors & Brochures : 03/25/2014

FIEE ABC Company 41 Note pads w 03725/2014

@ 2432 ABC Company 4 Envelopes wm 03/25/2014

O 2431 Apex Realtors 31 Brochures N 03/25/2014  03/27/2014
2430 ABC Company 41 e w e m 03/25/2014  03/28/2014

drag it to the desired location.

~ All Orders (40 listed) W My Jobs Only

JobNo " Title @ Customer CusNo  Dateln DateProof
[ I Application Forms : ABC Company 41 03/25/2014  03/26/2014
@243¢ ¥ Brochures = ApexRealtors a1 03/25/2014
o433 " Notepads = ABCCompany 41 03/25/2014
@ : Envelopes = ABC Company 41 03/25/2014
D31 o Brochures “ ApexRealtors 81 03/25/2014 03/27/2004
@230 8 WSS E v ABC Company 41 03/25/2014  03/28/2014

L]

JobNo Title Customer Cushle Dateln DateProof DateDu *
02435 Application Forms ABC Company 41 03/25/2014  03/26/2014 03;’27/20
@ 2434 Brochures Apex Realtors 81 03/25/2014 04/04/20
2433 Mote pads ABC Company 41 03/25/2004 03/27/20
@232 Envelopes ABC Company 41 03/25/2014 03/27/20
o Brochures Apex Realtors 81 03/25/2014 03/27/2014  03/31/20
O 2430 Mewsletter ABC Company 41 03/25/2014 03/28/2014  04/01/20
O 229 Letterhead AscotInc, 40 03/25/2014 04/02/20
o228 Stationery Allied Building Su... 35 03/24/2014 04/02/20
0457 1 etterhead Ahel | ahnrataries 2 027402014 a0 T
d 3

17 0f 40 |43 Refresh | 0 Search | % Totels | 7 Fitter | | <> Columns | | [&|

| S—

4. Select the “Use modified column width and/or order as shown behind this window” option and
click OK.

3| How to set columns for this list *All Orders’

Column Widths, Column Ordars

Use default settings (built-in column width and column order)

Use default celumn order but resize columns to fit in this window
i (@ Wse modified column width and/or order as shown behind this window

Cancel

You may customize the order and width of columns of this list for this computer

Questions? Call 800-638-7526 Option One or email support@printersplan.com.



PRINTER’S PLAN 2014 What’s New and Improved | 26

Hiding Columns in List Views

Hiding columns in list views has been made easy. This feature, as in the Customizing Column Locations
feature, applies to the lists in the following sections: Jobs, Scheduler, Services, Customers, A/R, and
Reports (reports under “More Reports” only).

Note: The modifications are list specific. For example, the order saved for “All” orders will not hold for
“Ready to Ship” orders.

1. Display the list.

Home Jobs Scheduler TimeTracker Services Customers AR Reports Settings ‘Q
: = 14 T A A
Jobs DL & & B & | & T
~_Printer's Plan Main Menu | New || Find | | Print [§ Email | | Reminder fdlisa,

List Manager <« v Orders / In Progress (25 listed) W My Jobs Only = W< B Fa
(3] Orders JobNo Customer CusMo  Title Dateln DateProof ~ DateDue  Time  DateShipped PO

- @ Al [ PIES ABC Company 41 Application Forms 03/25/2004  03/26/2014  03/27/2014 4 pm
TR & 2434 Apex Realtors 81 Brochures 03/25/2014 04/04/2014

4 R" d°t i ©un ABC Company 41 Envelopes 03/25/2014 03/27/2014

£3 (e} 1l

: o d: . Po; © 2130 ABC Company 41 Newsletter 03/25/2014  03/28/2014 0470172014
@ Received Today © 29 Ascot Inc. 40 Letterhead 03/25/2014 04/02/2014  10am 1

& <k A Tod 2428 Allied Building Su... 35 Stationery 03/24/2014 04/02/2014  Neen 48779

2. Click the checkmark button.

 Orders / In Progress (25 listed) (]

]

W My Jobs Only

L]

3.

JobNo Customer CusNeo  Title Dateln DateProof DateDue  Time DateShipped PO -
© 135 ABC Company 41 Application Forms 03/25/2014  03/26/2014  03/27/2014 4 pm L
[ Apex Realtors 81 Brochures 03/25/2014 04/04/2014 1
02432 ABC Company 41 Envelopes 03/25/2014 03/27/2014

O 2430 ABC Company 41 Mewsletter 03/25/2014  03/28/2014  04/01/2014

O 210 AscotInc. 40 Letterhead 03/25/2014 04/02/2014 10 am 1

O 21z Allied Building Su... 35 Stationery 03/24/2014 04/02/2014  Noon 48779
O 212 Ascot Inc. 40 Application Forms 03/24/2014 04/03/2014 11 am 856

0 218 Action Business Sy... 37 Business Cards 03/23/2014 04/08/2014 1 pm 123

.l 2415 Action Risiness Su. 37 ﬂnnllr‘ahnn Farme 0377377014 0a/m/2ma 2 nm 75 S2
<

Listed: 25 [4pRefresh [0 Serch | I Totals | 7 Fiter | <> Columns | | [4|

In the Show/Hide Columns window, checkmark the columns you want to see in the list view.

Show/Hide Colummns
JobNo Customer Title Dateln DateDue PO
Which columns do you want to see? 2435 ABC Company Application Forms 03/25/2014  03/27/2014
- [ JobNo ® 234 Apex Realtors Brochures 03/25/2014  04/04/2014
[d Customer — 2433 ABC Company Note pads 03/25/2014  03/27/2014
Cushlo @ 2132 ABC Company Envelopes 03/25/2014  03/27/2014
- [ Tite FIED Apex Realtors Brochures 03/25/2014  03/31/2014
. Dateln © 230 ABC Company MNewsletter 03/25/2014  04/01/2014
DateProof @ 1 AscotInc, Letterhead 03/25/2014  04/02/2014 1
[4 DateDue & 228 Allied Building Su...  Stationery 03/24/2014  04/02/2014 48779
Time o5 2477 Ahel | aboratories | etterhead 03/24/2014 041477014 123
DateShipped
- PO

4. To return to the default view, click Use default settings in the Show/Hide Columns window.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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New Customize Appearance Options
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Home Jobs Scheduler TimeTracker

Inhs D

Set this Window as the Startup Window

Printer's Plan Main Menu

E[ Customize Appearance

Customize Workstation Options
Change Data Source Folders

Turn Securite On/OFf

Customize Appearance (for this computer only) |

The Remember last size and position option
allows Printer’s Plan to remember the new
sizes and positions of the following windows
after you resize them.

ll

gusmmmmmnnE,

Printer’s Plan Main Window

Style of Main Buttons (New, Find, Open, etc.)
@ Icons and Text (Default)
Icons Only
Text Only
@ Background of Other Buttons
. Dark Gradient Background (Default)
Dark Flat
Lite Gradient
Lite Flat
[3) Background of List Manager
@ Pale Color (Default)
Pale Gray
White
[4) Color Intensity
Highest
Higher
High
@ Mormal (Default)
Low
Lower
Lowest
[5] Font Size
Largest
Larger
@ Mormal (Default)
Smaller
L mon e e Smpfbegtasanasasannnsansnnnsanannsanannsanannnannnnnnnnn,
[6) Resizable Windows (Main, Job, Specs, and AR Payment)
@ Remember last size and position
Use default size and position

AN EEEEsEEEEEEEEEEEEESEEEEEEEEsEEEEsEEEEEsEEsEssEsssssessssnssnanns®

Cammanmnnns®

| UseDefautOptions | | Close | | Change Window Color

Job Window

Specs Window

Payment Window

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Tools

Reminder (Optional Tool)

New features have been added to the Reminder tool.

New Reminder Window

Section

B Jobs: Order 2432

S Reminders for All Sections, Any Type, Today or earlier, Lisa, Not Done

What

. Jons: Quote 499 Follow up
[ Jobs: Order 2427 Call
B Jobs: Qu—-£ TR

Click to view th
filter box shown
below.

Check for delivery [#] 04/08/2014

[#] 04/08/2014

When Time Who Mote Status a
8 Lisa Call vendor to remind of delivery for Thursday. @ High [y
8 Lisa Will decide by Friday. @ High [y
pm 153 E] ark to send high resclution lego. g
[*] o04/08/20014 2 8 L Call Mark d high resolution | @ High =

Click All to list everyone’s reminders

Click All Mine to list the default CSR’s reminders.

Click Default to revert to the default filter selections.

Click Save as Default to save the current filter selections as default.

Quick List buttons

Quick filters
an flar [ Al Al
Home Call ? High
Jobs (Current) Meet Tomorrow [E| | Medium
Scheduler Fellow up Mext 7 Days Paul Low
TimeTracker Order Mext 30 Days Done
Services Check for delivery
Customers Send
AR
Reports
Settings
\ - Aute (Current Section) j
Section What When Time Who Mote Status o]
[ Jobs: Order 2432 Check for delivery [#] 04/08/20.. 8 Lisa Call vender to remind of delivery for Thursday. @ High =
B Jobs: Quote 499 Follow up [®] 04/08/20... B Lisa Will decide by Friday. @ High =y
1 Jobs: Order 2427 Call [#] 04/08/20.. 2pm & Lisa Call Mark to send high resolution logo. @ High Ep
1 Jobs: Quote 502 Follow up [*] 04/08/20... 8 Lisa Ask about project due date. ) Medium [
Reminder List Options
{for this computer only)
Check all that apply:
[ Auto-Popup if there are reminders due today/earlier for current section and default CSR
1+ Show Filter Boxes
[ Job window: Include the reminders of customer and buyer
- [ Customer window: Include the reminders of customer's contacts \
& Close |@ Open Jobs: Quote 502 See next page for an explanation of these 4 ﬁg Options
options.

Now you can access the Reminder window from a Contact window, also.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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™

(fort

» 78
=

- [ Job window: Include the reminders of customer and buyer

H Customer window: Inclucle the reminders of customer's contacts

minder List Options

his computer only)

Check all that apply:
G4 Auto-Popup if there are reminders due today/earlier for current se If CheCked, the f||ter' box will always be
displayed in the Reminders List window.

Show Filter Boxes

If checked, the Reminder window of a Job will include the

reminders of its customer and buyer. The Reminder button
will flash in orange if there are any reminders for today.

If checked, the Reminder window of a customer will include
the reminders of its contacts. The Reminder button will flash
in orange if there are any reminders for today.

New List Filter: With Reminders To-Do

A new filter is added to the Orders and Quotes (Jobs section) and to Contacts (Customers section) to list
only the Orders/Quotes/Contacts with reminders to-do.

In the Jobs section

|3 Orders

- All
1) InProgress

- _) OnHold
.\ Ready to Ship
@ Readyto Post
- (@ Received Today
- () Shipped Today
. Late
i) Due Today
Due Tomorrow
1) Due This Week
-0 Due Mext Week
| i) Discrepancies
[ 1) With Reminders To-Do

(3 Quotes

) Received Today

0 Received This Week
U Received This Month
) Received Last Week
U Received Last Month
0 Older Than 1 Month
) Older Than 2 Manth

« Quotes / With Reminders To-Do (4 listed)

Customer

Customer

Ois04 Atlantic Insurance Compan
ABC Company

Annapolis General Hospital

+ Contacts / With Reminders To-Do (4 listed)

In the Customers section

|&] Contacts

(] Default Payers

[&] With Orders

[&] Without Orders

[&] Of Prospects

[&] With Reminders To-Do

First Last

Do When Time

[&] Atlantic Insurance Company Chris Allenton Follow up 04,/08/2014
[8] Attman & Associates Doug Asner Meet 04/08/2014 10 am
Do When Who [8] Baltimore Art Institute Elly Reinhardt Follow up 04/08/2014
; 35 Faliaw ip T T Baltimore Art Institute Sarah Finkelstein Follow up 04/08/2014
41 Follow up 04/07/2014  Lisa High
38 Follow up 04/07/2014  Lisa High

Open an Order/Quote/Contact to enter notes and to assign a new follow-up reminder.

Reminder is an optional Power Tool. To purchase Reminder or to try it for one month, contact us at:

800-638-7526 Option 0
eleanor@printersplan.com

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Shipping Labels (Optional Tool)

You can access the Shipping Labels:

1. From Jobs/Orders section: Now the list in the Shipping Labels tool includes only the selected
Orders. Earlier versions included all Orders.

2. From the Job window: Now you can print labels for any Job Type (Order, Quote, History). Earlier
versions let you print labels only for Orders.

p
Shipping

E—.r_'é. Print Labels

# Select an Item
_gj 2415 Application Ferms

| B Y Application Forms

Set Label Properties

Item Description  Application Forms il

_J 2381 Mewsletter
_| 2368 Special Window Envelopes

Quantity Shipped
Per Box

#Boxes

5000

1000

> @

ld 5 Labels to Labels to Print’

[ Ship To...

This list includes the Orders s QTY: 1000 of 5000
selected in the Jobs section
(not all Orders).

< 5ame as Bill To »

N

JobMo

SR Y-S

The appearance of the
tool slightly changed but
its functionality remains

Item Description QtyShip... Qty/Box  Labels Shipto Address

#==lizgtion Forms 5000 1000 5

0 < SameasBill To >

the same.

a Close @ Print Labels

ShippinglLabels is an optional Power Tool. To purchase ShippinglLabels or to try it for one month,
contact us at:
800-638-7526 Option 0
eleanor@printersplan.com

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Jobs

Fixed or Changed

Job window: Resizing the window did not adjust the width of top (Customer to When) and
bottom (Note to Balance) boxes evenly. Fixed.

Job window: Converting walk-in to a regular customer did not copy country data. Now it does.
Changed: Previous version deleted the original Ship To record. New version does not.

Note window: Clicking the [Date Stamp] or [Date + Time] buttons added extra blank line at the
end of the note. Now it does not.

Specs window: Printer’s Plan now asks you to confirm when you change the Product Type that
affects pricing. The earlier versions did not.

"-.I IMPORTAMNT: Changing the product from Pad to Form will change
' document type from Sheets/Pad to Sheets and pricing method (how
the Item is priced).

Change the preduct to Form?

Specs Window: If you click Cancel after making changes, PP asks "Do you want to save the
changes?" and gives you three choices: Yes, No, and Cancel. If you click Cancel, the Specs
window is closed and you lose your changes (same as clicking No). Fixed. Clicking Cancel does
not close the Specs window.

Paper Specs window: If you replace a paper that was marked as done using the replace
command, the status of the new paper remained as done. Now, Printer’s Plan asks if you want
to reset it as 'To-Do'.

Mixed Grain Cutting: Cutting 26 x 40 to 8.5 x 11 can yield 10 out if the bottom two rows are cut
mixed grain (2 rows of 3 + 2 rows of 2 = 10). Printer’s Plan calculates 9 out (3 rows of 3) because
it checks only the last row (not multiple rows) for mix grain cutting. This exception is not fixed.
Pricing: Waste was not added when an Item has just paper and a folding Service but no press or
copier. Now, waste is added if the waste formula of the paper is “Use Waste”. If the formula is
“No Paper Waste”, no waste is added.

Jobs-Printing

9.

10.

11.

12.
13.
14.
15.

16.

Invoice: Item price did not include negative sub-item prices. Now it does.
Work Order and Invoice: The quantity of “Originals” was printed when the Originals label was
“blank”. Now it does not. A number without a text is confusing for the customer.

Specs Old Version New Version
7 Description Letterhead
,Wl 5000 Thankyoufnshaonde Thank wmir for tha arriar
J 5,000 Letterhead 2 Color 1 5,000 ‘ Letterhead 2 Color
15 1 e Dusigm
Sides 1 printed ‘1 Writing: 24# Classic| | Writing: 24# Classic Lin

Work Order and Invoice: The space after a quote character (“) was lost when printing italic text
in Times New Roman font. It’s fixed by using the italic style of the font assigned to the
document.
Printing option for “All reports”: Now you can set the left margin.
Payment Receipt: Two address lines were printed without a space between them. Fixed.
Terms line did not print on a quote when using the classic style if “Prices for more quantities”
unchecked. Fixed.
When adding <Terms> to the Memo field only the terms number printed, not the term name.
Fixed.
Quote: If Item 1 has multiple quantities and Item 2 is “no-charge”, additional quantities were
printed for Item 2. Now additional quantities are not printed for the second Item.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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Customers

17. Shipping Address 2 field: If the number of characters exceeds 50, the warning message showed
an incorrect field name: “too many characters in City field”. Now it shows the correct field
name: Address 2.

18. New: Default text in <>, such as <GrouplD> is printed on work orders.

19. Inactive customer list: The Buyer column was blank if either the first name or the last name of
the buyer was missing. Now it shows what’s available, either or both names.

20. Survey Link: when you email survey the last survey field gets updated but not the last email.
Now both fields are updated.

AR
21. A statement was printed when a customer has a credit on the account even though the
customer’s Send Statement option is set to No. Now the statement is not printed.
22. Resizing A/R window did not adjust the width of top (Payment to Note) boxes evenly. Fixed.
Scheduler
23. Schedule Job window: When you mark all services as “Done”, the job status was not updated.
Now it is updated.
24. If you print the list on the screen after clicking a column header to sort the list, the printout did
not include the colorful icons. Now it does.
PriceWiz
25. Digital printer/copier was shown as in “Other” field. Now it is correctly shown in the “Printer”
field by replacing the “Offset Press” Service, if any.
TimeTracker
26. If you start a day before assigned start time (see TimeTracker Settings) and immediately pause
and then resume the start time records the actual start time and not the assigned start time.
Fixed.
Inventory
27. Check Inventory window: The status of Service was set to “On Order” when there was an
amount in the On Order column -- even if you had enough "In Stock" for the service. Now, the
status is set to “In Stock” if the On Order amount is zero and the In Stock amount exceeds the
amount required for the service.
Export
28. Special characters (opening and closing quotes, “<”, “*”)” are replaced by “”.
WebLink

29. Set the Item Status as ‘In production’ or ‘Schedule’ based on the New Item Options in the
Scheduler tool.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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