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=» Vertical Data List
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w*  Printer's Plan Main Menu

o | emi | owor |

Home | Jobs | Scheduler  TimeTracker Services Custormers  A/R Reports  Settings Help
)y N !
Jobs P = & 0

&

#4 Refresh 2 Search I Totals T Filter <+ Columns l?gshow )i

¥ List Manager « |‘ All Orders (41 listed) [~ | My Jobs Only
obMNo ustomer usMe  Title ateln ateProof + FIELD NAME FIELD DATA
& Orders ~ | JobN C CusNo  Titl Datel DateProof ~
® ;“”P ® 2437 Action Business ... 37 Special Mugs 12/11/2016 @ lebNo 2437
. gn:j:ss .2435 :...-.-.-..................-..-.....-........-.............-.-.-.,.-...E .-""m . Customer, .. ... _AgtignBu;mes;Sy;tem;
2434 ] i i N 1
- ® Ready toShip @4 Show horizontal data vertically - 3p s
. @ Ready to Post " 1 =i o Title t ial Mugs
- @ Received Today ® 2 BC Cormpany EnVelopes ™ Piie Street 27092016 G © Daten ' !j?_o]ﬁ
@ Shipped Today ® 2420 ABC Company 41 abe-news 12/09/2016 - DateProof
.. @ Late ® 229 Ascot Inc. 40 Letterhead 12/09/2016 © | DateDue ’\'\},'lm 6
Due Today ® 228 Allied Building Su... 35 Stationery 12/08/2016 E Time
Br= T ® 2427 Abel Laboratories 32 Letterhead 12/08/2016 - DateShipped 12/16/2016
. Due This Week . 2426 Ascot Inc. 40 Application Forms 12/08/2016 E v Email
- Due Next Week o 212 Action Business Sy... 37 Business Cards 12/07/2016 E ' -
@ Discrepancies ® 2416 Atlantic Insurance ... 33 Brochures 12/07/2016 E
@ With Reminders To-Do ® 21415 Action Business Sy... 37 Application Forms 12/07/2016 E Vertica'
= Quotes @ 2414 Ascot Inc. 40 Brochure 12/07/2016 A -
: :I(I;t ® 21 Attman & Associa... 43 Form 12/07/2016 1 Data List
2407 ABC Company 41 Brochure, Form 12/07/2016 E
- Warm ® 2406 ABC Company 41 Booklet 12/07/2016
Cool ® 2205 ABC Company 41 Stsff Manuals 12/07/2016 [ ©  Balance i
@ Won ® 18 Alliance For The Bay 39 Newsletter 12/02/2016 [ Fist David
:;DSt T © 232 ABC Company 41 Employee Manuals 12/02/2016 E Last Kirschner
e R:z::: . T:i:\{,eak @ =n ABC Company 41 Annual Report 12/02/2016 D LestEmail
@ Received This Month 2378 ABC Company 41 Brochure 12/02/2016 o LastSurvey 00/12/2013
@ Received Last Week ® s Ascot Inc. 40 Letterhead 12/06/2016 H CSRMe 101
. Received Last Month ® 76 ABC Company 41 Direct Mail Envelopes 12/06/2016 ©  SRepNo 20
Older Than 1 Month [ FErS) Attman & Assacia.. 43 Form 12/06/2016 [[ : Status Ready to Post
Older Than 2 Month ®5n Allied Building Su... 35 Stationery 12/06/2016 Gl ©  Location 1
... @ Discrepancies ® 513 ABC Company 41 Application Forms 12/06/2016 E PO 1234
@ With Reminders To-Do ®nn Abel Laboratories 32 Letterhead 12/06/2016 [ : JobiD 502
] Templates . 2370 Attman 8 Associa... 43 Envelopes 12/06/2016 e
[ History O 2368 Attman & Associa... 43 Envelopes 12/08/2016 A+ E
|| WebOrders v < > YenssssssssEEEEEEEEEEEEEEEEEsEEEEEEEEEEEEEEE
Q Close Printer's Plan Row 1 of 41.

This feature allows you to see a selected row as a two-column list: Column Name and its Data.

.............................. CTTN

Click here to display

Vertical Data List:

the Vertical Data list.

e helps you see more information without scrolling horizontally.
e is especially useful when the main list has many columns.
e shows all columns of the main list (includes hidden columns).

e s automatically refreshed when you select another row from the main list.
e isavailable in the Jobs, Scheduler, Services, Customers, A/R, and Reports sections.

e TIP: If you want to view the data of a specific column, such as Paid or Balance, click the

corresponding row in the Vertical Data List so that it remains bold when you select a different row

from the main list.
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=» Jobs / “Date Due” Icons for Order Lists - Visual Help

New “Date Due” icons will help you easily identify “Late” Orders.

@ InProgress
On Hold

Ready to Ship
@ Readyto Post
Received Today
@ Shipped Today

JlobMo
® 2437
© 2435
® 2434
2433
® 2132
® 2430

Customer

Action Business Sy...
ABC Company
Apex Realtors

ABC Company
ABC Company

ABC Company

CusMNo
37
41
81
41
41
LAl

=» Jobs / “Status” Icons for Quote Lists - Visual Help

Title

Special Mugs

Form - Purchase Order
Brochures

World Traveler Brochures
Envelopes - Pike Street
abec-news

12/21/2016
12/13/2016 :[1]
12/21/2016 ¢ [

New “Status” icons will help you easily identify if a Quote is Hot, Lost, or Won.

=» Jobs / Summary

- Printer's Plan Main Menu

i Set as Startup Window

Select Summary from the
Printer’s Plan Main Menu.

Turn Security On/Off

Send Email to Support
Visit Printer's Plan Website

About Printer's Plan

Summary

ABC Company

Atlantic Insurance ...

ABC Company
ABC Company

Atlantic Insurance ...
Annapelis General ...

Ascot Inc.
Ascot Inc.

Atlantic Insurance ...

The new Summary list groups jobs by Job Type and Status.

See the Job Count
by Status.

25

Order

Quote

41 Yard Signs

33 Brochures

41 Information Books
41 Employee Manuals
Business cards
Forms

Registration Forms
Brochure

wE &

Brochure

@ InProgress
On Hold
Ready to Ship

@ Ready to Post

@ Hot
Warm
Conl

Template

History

© Won

Lost
¢ Offset Printing
<~ Digital Printing

@ Web Ordering

o Al

Page 2

DateDue
12/26/2016
12/23/2016
12/28/2016
12/23/2016
12/19/2016
12/28/2016
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JoB WINDOW

=» Job / Purchase Order

With this easy-to-use and flexible tool, you can print and email Purchase Orders.

2437-1-531

Popee B2y @-|

shopete |B13%E  O- |

il AR

| ougiogoliiere |
100 Ay Ad = |

o e ——— ey Sz Purchase Order
ool 2437-1-531

= R —_— Dasw: 1271972016 |

12 Coffee s 5505 Shees: 1 |

beatfid Mags

= Ship by Our Truce.
- Sho Date: 1226/16
. s Achen

- Sales Reg: 3m

T yeus harom ey amsScrn abeast the oo, pleses ¢l e a8 (137)
Thark yaas.

Setet gy $0.00

= a = I‘]-'_i‘- | L] |

1000 g €5 145 gy

To learn how to use this tool, please see page . 23
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=» Job / Reprice All: Additional Options

When you clicked the Reprice All button, earlier versions simply asked you a Yes or No question. This

version offers more options.

Reariange Earlier Versions This Version
G hedule simply asked you a Yes or No question gives you more options
D t i i
% peamens Do you want to reprice all ltems of this job? = Which Price Level do you want to use?
Lcheek | @& [ ] Use customer's default Price Level and Rounding Option
o Inventory If you click Yes, each ltem will be priced based on the customer's | = Keep Item's current Price Level and Reunding Option
default setting and the price will be saved automatically,. [ e or use:
@ Compare . [ N Mormal Price Level
= If you are not sure about this feature, click Mo. | Bid
’_' ViewCost | Rush
----- Special
Reprice All
............. or
juini _E_ _I ---------- Keep current Price Level and Rounding but change ltem Quantities...
mail
Form Letter
= | View as
Web Page

Reprice Options

=> Use customer's default Price Level and Rounding Option
Items will be repriced after setting their Price Levels and Rounding Options to the customer’s defaults. This

is the same as the Yes option of previous versions.

=> Keep Item's current Price Level and Rounding Option
Items will be repriced without changing Item Specs.

=>» Use a Price Level Normal, Bid, Rush, Special
Items will be repriced after setting their Price Levels to the selected level. Their Rounding Options will not
change.

= Keep current Price Level and Rounding but change Item Quantities...
Printer’s Plan will ask you to enter a new quantity for each Item. After clicking the Reprice button, Items
will be repriced based on the new quantities. Price Level and Rounding Options will not change. This
option is especially useful for:

v" Changing the quantities of multi-part jobs and sub-Items.
ltem Description Quantity |
1.1 Booklet | Cover

500
1.2 Booklet | Inside Pages: 16 5001 |
500

13 Booklet | Bindery

v" Applying the requested quantity before converting a multi-quantity Quote to an Order.

Description | Cuantity |New[luanti'ty|

1 Business cards 500 1500
2 Envelopes 1000 EDDq 1500, 2000, 2500, 5000
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=» Job / Ordered By Info

I Ordered By

;| Ms. Michelle Greene
S N e
mgreene@abc.com
Ph1: 410-539-3466 x 35
Ph2:

Cell: 443-567-4398

Cav A1N.520_5504

Ordered By data includes the
buyer’s salutation and position.

| vvnen

In 12
Due 12
Ship by O
Ship'd

CSR Lis
SRep  Jir
Fram N

=» Job / Totals window: Payment Information

Page 5

Subtotal 809.40
Discount ' 000/ | 000
9 S 1
Postage Click the new Payment Info button to see a
Tax list of previous payment(s) applied to the job.
Total ;
o ere o0 o] / ..........
Paid Payment Inf
m'mi - E ---------------------------- \-\i
0.00! Write Off . Terms:
gg; Balance 857.97 [Net-
=» Job / Specs / Price level: Ask Unit Price
Unit Price n|
Enter Unit Price: Default 0.0440/Ea. Last 0.0500/Ea ?g Price Level Ask Unit Price -
| 0.0440 Price Rounding  On -
Default ltem Price = 110.09 (2500 x 0.0440/E2) e e
Last Iterm Price was = 100,00 (2000 x 0.0500/Ea) E” Size (W x H) -

Using the Last Unit Price = 125.00 (2500 x 0.0300/Ea)

To enter price per 1000: Type m after the price.

Set ltem Price = 100.00 v 0K ¥ Cancel

additional data.

You can make more informed decision with this
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=» Job / Service / Vendor / Email Templates

Now, emails you send to vendors can be populated automatically with data about a specific ltem Service.

To send an email to a vendor about a specific Item / Service:

1. Inthe Job window, right-click on a Service to which a vendor is assigned, and select View Vendor...

2. Inthe Vendor window, click the Email button. Printer’s Plan will ask you to select a template.

3. Select a template.

m _II Mew Item B Edit Specs % Edit Costs = Reprice

[tern Description
E1 Coffee Mugs 5.5 x 8.5 - Ask ltem Price

- || Promotional Products: Mugs - Raven P

MNew [tem...
Sub-ltem...
Paste this ltem...

Edit Specs...
Edit Costs...
Edit Service...

y. View Vendor...

Purchaze Order...

(new %

Vendor
Name Raven Promo
Address
Address 785 Pratt Ave,
Address2 Second Floor
City Baltimore
State MD
Zip 21203
Country
Contact
MName Sean Palmer
Phone 1 410-434-2389
Phone 2
Fax 410-434-3333

Email Spalmer@ravenpromo.com|

o Review the sample template: The upgrade program copied two files to the Email folder,
which is in the Printer’s Plan directory of your server: Vendor Email Fields.txt and Vendor
Sample.txt. Please review these files before you start using this email feature.

o Create new templates. You can copy and paste the Vendor Sample.txt file and rename it.
Start the template file name with the word “Vendor”, then add some text to it, such as the
name of the vendor or service category. Examples: Vendor ABC.txt, Vendor Broker.txt,

Vendor Paper.txt, Vendor Thank You.txt.

Vendor email templates can include the following fields. These fields are also included
in the Vendor Email Fields.txt document mentioned above.

VENDOR FIELDS JOB / ITEM FIELDS
<Email> <JobNo>
<Vendors.Name> <Title>
<ContactName> <ltemNo>
<Phone> <ActualQty>
<Phone2> <ChargeQty>
<Fax> <TimeCost>
<Notes> <MatCost>

<Cost>

<ServiceNote>

SERVICE FIELDS

<CatName>
<Services.Name>
<Name2>

<Size>

<SKU>

<UPC>

<FSC>
<UnitCost>
<Unit>
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=» Job / Specs window: Item Document Types

m B
»Description | Form - | [0 DOCUmMent Types

Sy jom This information will be printed on invoices
1) Originals [1
Sides 1 printeg
= Select Document Type
. ] R You can customize the names of these
ategory Service i Sheets p .
1 Design By Hou Envelopes Document Types, except for “Names”.
Carbonless 3 Part - i Na_m.es
%4 Run i Originals/Set See Page 17.
B Fror i Sheets/Set
Bacl
k Sheets/Pad
1 Printer Printer § Tabs/Set
1 Dand NER P Sheets/Pack

=» Job / Specs window: New Cut-to-Finish-Size Option

When you set the Finish Size of a paper smaller than its Run Size, Printer’s Plan automatically adds the
default Cut-to-Finish-Size Service to the Specs. Now you can turn this auto-add option off:

1. Inthe Settings section, select Jobs > Job Options.

2. Inthe Job Options window, set the last option to No, and click OK. Now, it is your responsibility to
add a cutting Service to the job specs.

In the Specs window, add Cut-to-Finish-5ize Service automatically MNo

=» Job / Costs window: Wider Service Column

Categony: Mame Service names now include the Service
Notes to help you differantiate the

Services when an Item includes the same
B Promotional Products: Mugs - White with Blue and Yellow logo Service more than once.

B Promotional Products: Mugs - Red with Black and White logo

=» Job / Specs / Cutting Layout: More Trim Width Options
Finish Size [+] cut mixed-grain

: [ cut multiple-pieces Trim Inside Horizontal and Vertical

Swap Sides Center Horizontal i i i

__ e e widths list now also includes 2.5, 3.0,
[] Trim Inside Horizontal 3:>and 4.0 inches.

2.5 w

Trim Inside Vertical 4
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=» Job / Specs / Large Format / Medium: Additional Spacing Width Options

The list for Horizontal and Vertical spacing now also includes 2.5, 3.0, 3.5 and 4.0 inches and additional 1/8%
intervals.

Horizontal

Vertical

Yield 0.75
Mat'l Area | 100

Print Area:__ 2.00

1/8

4,00 :
--- In 1/8th of an Inch:

=» Job / Specs / Paper / Replace

If you click the Replace button in the Paper Specs window and then select a paper with a different parent
size, Printer’s Plan asks you “Do you want to replace the paper?” and alerts you “...cutting specs may
change”. If you replace the paper, earlier versions calculated the number of cuts and showed the results in
the Specs window. This version opens the Cutting window for you to view and modify the new layout.

Paper Specs for Digital Printing d

Offset: 60# White 23 x 35
Modified 11/06:2013 \

Inventory Not tracked )
. Paper
Reminder
Offset
L@ How many? p .
----- none
Originals e 00 Color
PaperColer i 23x11
@Vendor CurSteck i 11x17
4 Sizes (AOutx2Up=8 e 23x35
Parent Size  23x35 e OO White
Run Size nsxiws LA T
o - i @ 117"
Finish Size M= i 23435
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SERVICE

=» Service / Increase Price Table Prices by a Percentage

This feature is available for Services with the Use Price Table option.
Price

Markup...

How to increase Price Table prices by a percentage

1  Inthe Service window, (TTT] oitt. Table
click the Price Table
button. m Markup Table

_-_// (TTT] Price Table

2 In the Price List window, Black/ | Bll/Blk | Color/ | Col/Blk | ColfCol |
lick th . Cost/Click -> 002000 00200 01000  0.0600  0.1000
clic t € Increase Prlces Row # Serv'iceO_t_\.-'| Price ‘ Price | Price | Price |

0.0800 0.0800 0.4200 0.2500 0.4200

=

by... button.

2 100 0.0600 0.0600 0.3200 0.1300 0.3200
B 500 0.0400 0.0400 0.2400 0.1400 0.2400
4 1000 0.0400 D400 02000 01200 0.2000
5
6
5
8
9
10
1
12
v Save X Cancel
3 Enter a percentage. Type a percentage, such as 5 or 5.5.

(type a minus percentage to decrease)

4 Select a Round-up B Round-up the updated prices to:
option. $0.0001

§0.0010

$0.0100

$0.1000

$1.0000

5 CheCk the resu Its 1 10 0.0880 0.0880 0.4620 0.2750 0.4620

2 100 0.0660 0.0660 0.3520 0.2090 0.3520
3 500 0.0440 0.0440 0.2640 0.1540 0.2640
4 1000 0.0440 0.0440 0.2200 0.1320 0.2200

6 Click Save.
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=» Services / Summary

The new Summary shows the count of the Services in each Category. The count includes discontinued

Services.

Printer's Plan Main Menu

Set as Startup Window

Custemize Appearance
Custemize Workstation Options
Change Data Scurce Folders
Turn Security On/Off

Send Email to Support
Visit Printer's Plan Website

About Printer's Plan

Summary

Select Summary from the
Printer’s Plan Main Menu.

10

| Graphics

. Proof

= Paper

@ Design
@ Preflight

Proof

Bond

Offset

Vellum Bristol
Index

Carbonless
Writing
Announcement
Misc Paper

Text

Cover

Text Coated

Cover Coated

Env: Business

Env: Announcement
Env: Book/Catalog
Env: Other

1
1"

Page 10
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¢ CUSTOMERS

=» Customers / Prospects / First/Last Quote Date

This report shows when a prospect requested the first and last quotes and the number of days since then.

(5]

Customers
Prospects

All (any status)
All {not hidden)
Active

On Hold
Hidden

Date Created
Today

This Week
This Month
This Year

Last Week

Last Menth
Last Year

([ JFirst/Last Quote Date

MName CusMo
Default Customer 10
Hunt Valley Florist 78
MICA 7
Printer's Plan 1
Star Computer a3
Symphony Products 82
Web Customer 20

=» Customers / Summary

Created
06/02/2005
0172472017
08/16/2016
07/01/2003
01/03/2017
10/18/2016
06/17/2017

Medified  First Quote

01,»*25;2015.-’
08/17/2015

01/03/2017
10/18/2015

#Quotes  CSR...

Last Quote

02/03/2017
1172472016

01/20/2017
0142572017

Days

75

13

0

(=T R E I~ R U )

(=T = = I =N = R =T =}

The new Summary shows the count of Contacts, Ship to addresses, Orders, Quotes, Templates, and History

Jobs for each customer.

~  Printer's Plan Main Menu

Set as Startup Window

Select Summary from the
Printer’s Plan Main Menu.

Turn Security On/Off

Visit Printer's Plan Website

Abou® 2rinter's Plan

Summary

This list includes ALL CUSTOMERS (any status).

Mame

[ <Your Company Name> I R

ABC Company

Abel Laboratories

Action Business Systems
Albright Associates
Alliance For The Bay

Allied Building Supplies
Allstate Cleaning Services
Annapolis General Hospital

Apex Realtors

Contacts

— Pa Pg RO P P Po Ba s

Shipto

3

Orders

Quotes

2

Templates

NOTE: Depending on the size of your database, this Summary may take from a few seconds to a few
minutes.

History

N I A R
16 T ] 43

20
2
25
16
14
14
19

1
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=» Customer / Summary window / Average Days Paid Info

The Summary window now includes Average Days Paid in the Aging section.

To view the data, click the Summary button in the Customer window.

Customer

Rl rr— e
— | VYear Rank Net Sale Dateln JobNo  Met Sale Amount Age Amount
New 2017 nfa 0.00 12212016 2433 293.78 12142016 21000.00 31-60 0051.87
2016 1 49096.92 12212016 2430 643.36 12f08/2016 26787.0¢ 51-90 1200.52
E - 015 1 46612.86 12/21/2016 2435  175.50 12/03/2016 )
014 1 28845.12 12/20/2016 2362 2581.15 11/30/2015 ) ,t Average Days Paid
013 nfa 0.00 12/20/2016 2366 45182 e/ J
12/15/2016 2356 0.00 / $
Documents 12/19/2016 2354 16431
12/15/2015 2407 2467.73
lII Summary > 12/15/2016 2406 209,40 Average Days Paid
12/15/2016 2405 643.27

=» Customer / Ship to List window

|
Company Name column is wider.

E ABC Company

Select an address and click OK  (right-click for m

Company Attention

< Same as Bill To » :
ABC Company 220 Lexington Avenue

ABC Company 9153 Morth Charles St...
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= Reverse Payment Function

1. List Payments Received 2. Select a payment 3. Click the Reverse Payment button

=
Reverse Payment...

¥ List Manager <« | ¥ Payments Received / Last Month (16 listed)

[ Invoices Ready-to-Pos Name Date Amount Reference Appliedto
00 Imvolces Unpaid @ ABC Company 12/03/2016 5861257 AR Check 2383 2384 2385 .. a1 27
B ::“""ces P:':""’F @ ABC Company 12/08/2016 26787.08 AR Check 2286 2346 2357 239... Y 28
~ = me:: E_ - @ ABC Company 12/14/2016 2100000 AR Check 42 M N
.ay::da e ) Abel Laboratories 1270772016 5000 Deposit Check 2409 32 44
® Thls‘i’eek @ Action Business Systems 12/07/2016 20000 Deposit  Check 2415 37 »
@ This Maonth 0 Action Business Systems 12/08/2016 928586 AR Check 2230 2327 37 29
@ This Year " Alliance For The Bay 12/04/2016 200,00 Deposit Check 2367 39 32
@ Last Week @ Alliance For The Bay 12/07/2016 -200.00 Deposit Check 2367 39 39
® 0 Allied Building Supplies 12/04/2016 100.00 Deposit Check 2369 35 33
ot Ve " Allied Building Supplies 12/07/2016 50.00 Deposit Check 2413 35 43
Which Payments Can Be Reversed with the New Feature?
Not Reversible
Reversible with this Feature

If you select one of these payments, If you select one of these payments, this feature will not

Printer’s Plan will ask you to confirm. allow you to reverse it. You need to manually reverse it.

e Deposit payment on an Order. e Quick Sale Payments.

o AR payment that partially or fully paid off an e Payment where only a part of the payment was
invoice. This payment can be for a single invoice or applied as credit to the customer's account.
multiple invoices. e Payment that had been applied to an invoice,

o AR payment where the entire amount of the payment where the invoice was later credited.
was applied as credit to the customer’s account.

=» Which Orders Do You Want to Post?

* Invoices Ready-to-Post / List (8 listed)

JobMNo Remark Cushlo_Customer First Last Dateln DateShipped  Subtotal
:ﬁ_ After you click the Post Now... button, the next window you 35
@ 2359 will see depends on the number of Orders selected 12/11/2016 61.25
O 2411 (highlighted) from the Invoices-Ready-to-Post list. 12/11/2016 94.01

If you select ALL Orders, If you select only ONE Order, If you select TWO or more Orders,

you'll be asked a Yes or All listed orders will be Highlighted orders only will be

No question. selected. selected
Do you want to start posting? == Which orders do you want to post? = Which orders do you want to post?
{have you backed-up the database?) L ] Al listed orders: 8 ' All listed orders: 8
o Highlighted orders only: 1 [ ] Highlighted orders only: 2
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=» AR / Statements: Option to sort Invoices by Date Shipped or by Invoice Number

Check the new option to sort invoices by Date Shipped, un-check to sort by Invoice Number.

ol »
Fuf e

- Printer's Plan Main Menu

Invoices Ready-to-Post
Invoices Unpaid

|
|
|
|
(]
(]
(]
|

P
-

Invoices Paid-in-Full
Payments Expected
Payments Received
Credits

Late Fee

Write Off

Send

. Staterment
Past-Due Motice
Staternent to Parent

Statement to Parent (exclude ck

ﬂ Select a Document:

Past Due Motice

. List:

[ ] Statement (Default)

Staternent (No Aging)
Staternent (Letter Style)

- the list on the screen -

a Check Document Options:

- Document Style (select one):
- [ Standard (job totals at bottom)
Classic (job totals in price column)
Letter Style
o Document Info (check all that apply):
& Column Headers and Lines
& Company Logo
Company Marme

----- Company Address
----- Company Phone and Fax
& Document Title

e More Info $:

Other Options

& Sort Inveices by Date Shipped

]

L J
Date Invoice Description Ordered By PO.
10M16M16 2357 Direc Mail Envelopes John Smith 259
10/261M16 1934 Envelopes John Smith 678
10/28/M16 2394 Flyers Michelle Gre 52
1101116 1933 Application John Smith 784
10216 1952 Application Forms John Smith 784
1/0416 1950 Mewsletar Ann M Linz 7
11/06/16 2425 MNewsleter Michelle Gre 123

=» AR / Email Payment Information to Payer

¥ List Manager <« [* Payments Received / This Menth (17 listed)

a) Check to sort Invoices by Date Shipped.
b) Uncheck to sort by Invoice Number.

| | Invoices Ready-to-Post Marne Date Amount
[ Invoices Unpaid L JABCCompany | 427032016 | 3361257 |
. o pany ) 116 Hlv
[ Invoices Paid-in-Full ABC Company To 1. Select payment(s) from the
[ Payments Expected e e Print.. Payments Received list.
.= Payments Received . q . .
Abel Laboratories - 2. Rightclick and select Email
Today ] . Email Form Letter... K
This Week Action Business Systems e Form Letter.
@ This Month Action Business Systems 3. Select an AR template.
------ This Year Alliance For The Bay Copy and Paste...
[P Llliance For The Raw

The email template can include the following new fields.

<PayDate>
<PayAmount>
<PayType>

<PayReference>

<PayApplied>
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= AR / Summary

The new Summary shows the financial settings for each customer.

~  Printer's Plan Main Menu

Set as Startup Window

Select Summary from the
Printer’s Plan Main Menu.

This list includes ALL CUSTOMERS (any status).

Mame

) ABC Com pany
Abel Laboratories

Action Business Sys...

Albright Associates
Alliance For The Bay

Allied Building Sup...
Allstate Cleaning Se...

Annapolis General ...

CreditL...

10000...
6000.00
20000.00
4000.00
5000.00
3500.00
1000.00
20000.00

CreditD...

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Balance

8303.04
3216.72
16446.00
4104.88
4151.51
3775.68
11343.57
4585.27

LateFee

Charge
Charge
Charge
Charge
Charge
Charge
Charge
Charge

Disc%  Tax%

6%
6%
6%
6%
6%
6%
6%
6%

Tax

Maryland
Maryland
Maryland
Maryland
Maryland
Maryland
Maryland
Maryland

Page 15

Terms

Net 301
Net 30 C
Net 30 C
Met30C
Net 30 C
Net 30 C
MNet 30C
Net 30 C
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REPORTS

=» New Report: Profitability / Business Type and Customer

This new report shows the profitability of customers grouped by Business Type.

' Posti Frofitability / business lypes and Customers (11 )

AR Date Range: Last 12 Months (12/20/15 - 12/21/16)
| (Quick Sales not included)
» Profitability -

@ Sales Departments

Customer
: S;Ni.ce Depmiments Advertising Ascot Inc, i 1:{;::5
a vices
@ Products Manufacturing Action Business Systers 55 ‘1;::\
: Eﬁﬁz and Products aiioslun noasw

@ Business Types

- 5 9
_ Allstate Cleaning SeM<<* g 384
; nd Customd . - 3 .
m. B ie Reps - Atman B Assoct® g 0
e V/ . Customer
@ SalesReps
: Sales By Month POt [
= c.lec By Month paid
=» New Report: Compare / Business Type and Customer
This new report compares the above report for two time periods.
Posti LUHIPalisOl / business types ana Customers (1)
AR Date Range: Last 12 Months (12/29/15 - 12/21/16)
This Period: 12/29/15-12/27/16 Last Period: 12/29/14 - 1227115 {Quick Sales not included)
P'IOﬁtﬂ.t, Business e This FITJ;TS LastP ' |
» Comparison Type e .
rtments 31684
5315‘ Departme Advertising AscotInc. Y
@ Service Departments 2081664
@ Services ion Business Systems nss M
Manufacturing Adin Bioves npse o um
Products ABC Company e
® s W8
@ Customers , 0
cts A : 963889
@ Customers and Prod Alistate Cleaning Servces e
iness Types Retai ates '
o Busness Tes and Custom{ Attman & Assod 15,6820 'f‘
3 Business -
@‘ : Customer Service Reps ptlantic ncurance €
@ Soles Reps

e
Ealac B Manth Post
- slec
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¢ SETTINGS

= Customize Item Document Types

ltem Properties

&7 .
# Description @DUGLJUJ&JJ: Types

Form -

Quantity 1000 E— . —— - -
I:@Griginals his information will be printed on invoices In the Specs window, you assign a
Sides 1prin Document Type to an Item.
== Select Document Type
----- ®
Category Service | B Sheets
[ | Design ByHoul Envelopes
Carbonless 3 Part-| {7 Mames
% Run Originals/Set
I Sheets/Set
Back 7
----- Sheets/Pad
M Printer Printer| " Tabs/Set
M Pad NCRPa{ Sheets/Pack

In the earlier versions, the names of Document Types were built-in. Now you can change some of them.

To edit a Document Type: Select Settings > Jobs > Item Document Types.

1) General Settings
I Jobs

..... @ Job Options Iltem Document Types I
..... @ Product Types
..... . Shipping Methods
..... @ Data to Require

----- @ Data to Reset (after paste) Document Type

----- @ How to Save ltem Price

Document Types are assigned in the Specs
window and printed on Invoices.

Originals Criginals
----- @ How to Round ltem Price Sheets Sheets
----- @ !t=m Document Types |
[ Customers N Envelopes Envelopes
[ Accounting 1 MNames Mames
[7] Employees Originals/Set Originals/Set
[(J Vendors Sheets/Set Sheets/Set

[7] Frequently Used Text
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¢ PRINTING

= Word Templates for the Shipments Tool Documents: New Fields

You can use the following additional fields in your Word templates for Delivery Tickets (or other documents)
that you print from the Shipments tool.

CSRName (Job CSR)
SRepName (Job Sales Rep)
TaxName

Terms.Name
JobShipByName (from When window Ship by field)

ShippedEarlier (quantity)
ShippedTotal (quantity)
IltemDocPath

> @ Close Button

This is another visual feedback to help you distinguish the buttons in the Print window.

8 [ 8 & U
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SCHEDULER

=» New Report: Print/Progress Report by Item Location

This report lists the Items of Orders-in-Progress based on Item Location:

Paper

Printng

Finishing

Job/liem

2376-1.0

2371510
2428-20
2366-1.0
2428-3.0
242810
2377-1.0
2406-1.1
2426-1.0
2356-1.1
237811

2312110
2374-3.0
2430-1.0
237812

243210
2374-20

2405-1.0
2415-1.0
2363-3.0
2330-1.0
237813

2370110
2418-1.0

237410
236410
2406-1.2
2363-20
2363-1.0
2356-1.3
2356-1.2

Not in Production

In Production (the department of the next Service To-Do)

Done (all item Services are completed)

[Cusomer  |[femDesciplon  |Daen  [DaeProol  [DaeDie [ Piie]
ABC Company Booklet | Bindery 1219/2016 12/28/2016 95.00
95.00

ABC Company Application Foms 12/18/2016 12/29/2016 583.60
AscotInc. Laterhead 2 Color 1212112018 1212812018 1,704.61
12292018 1,554.93

To print this report: In the Scheduler section, click 384323

. 1212212018 647 40
Print; then, select Progress Report by Department. 1212972016 7873
12292018 475.60

. 12292018 135.44

e the |15t on the SCreen - 1212012016 211474

Orders 12292018 B56.82

12292018 170.40

Weekiy Schedule byJOb Due Date 123002016 1,612.33

T Items 120302016 0.00

i 121302018 170.40

Progress Report by Job No 4,469.86

i 1212112018 84248

------ Progress Report by Job Due Date 1219913016 3117

oL rogress Report by Department 12/28/2016 643.36

— / 121302018 28880
1,805.81

12192018 2015.26

12182018 122212018 76.73

200199

12192016 12/26/2016 67713

Acdon Business Applicaion Foms 12192018 12/28/2018 205.04
Alied Building Supplies Forme 12202018 12292018 NAT7
ABC Company Employes Manuas 12014/2016 12/28/2016 305.24
ABC Company Annual Report| Bindery 12M4/2016 12/30/2016 95.00
1,403.58

Afman & Assodiakes Special Window Envebpes 121812018 12/28/2018 bE8.75
Aclion Business Systems Business Cards: Jones, Smih, Penn 12M%2016 01042017 64.00
63275

Alied Building Supplies Business Cards 12182018 122212018 109.64
Abel Laborgiories Leterhead 1212002018 1212212018 84248
ABC Company Booklet | Inside Pages: 16 12192018 12292018 544.00
Alied Building Supplies Envelopes 12/202016 12/29/2016 3438
Allied Building Supplies Business cards 1212002016 12/28/2018 175.14
ABC Company Booklet folded 16 page | Bindery 1219/2016 1203042016 0.00
ABC Company Bookiet folded 16 page | Inside Pages: 16 1211912016 12/30/2016 0.00
1,755.64

'/ | ! | | 16,097 86
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OTHER TOOLS AND FEATURES

= Inventory Tool

The size of the SKU field in the Setup/Adjust window is increased.

= Reminder Tool

Reminders List includes Contact Phone Number.

=2 XML Tool

XML export file includes additional fields to use in Web Page Templates (xslt files).

e SKU

e Caliper

e Sales Department Number
e Service Center Number

= Remember the Last Size and Positions of Windows

This version allows you to resize more windows. Here’s a complete list of resizable windows:

A/R Payment, New Item, Item Specs, Job Compare, Job, Job Documents, New Job, Ship To List, Contact List,
Note, Reminders List, Schedule Job, Shipment List, Other Common List Dialogs, Print What Dialog.

Depending on your selection for the Remember the last size and position option, Printer’s Plan uses either
the last or the default size and position of the resizable windows.

To set the Remember the last size and position option (computer specific):

1. Click Printer’s Plan Main Menu
Select Customize Appearance
3. Inthe Customize window, select Remember or Use Default option:

- Printer's Plan Main Menu I

Set as Startup Window
n Resizable Windows (Main, Job, Specs, and a few others)

Customize Appearance N L ] Remember last size and position

Customize Workstation Options Use default size and position

Change Data Scurce Folders
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= Notes Window Option

12/28/16 Job Note

{£H] Date Stamp
E Date + Time

] Quick Note
| Date + Quick Note

2016 11:01 Order Receipt er
11716720 :

11/16/2016 13:23 Invai
Deliver By 2 PM

Delivery Tlcket £

Page 21

When you open a Notes window, the insertion point (cursor) will be

either at the beginning or end of the existing text. This behavior
depends on your setting for the Notes window.

¥ List Manager

[ General Settings

[ Printing

= Jobs

.. @ Job Options

..... & Product Types

..... @ Shipping Methods

..... @ Data to Require

----- @ Data to Reset (after paste)
----- @ How to Save ltem Price
----- @ How to Round ltem Price
..... @ Item Document Types
[ Customers

To change the setting for the Notes window:

How to display/}
Require replacen

How to display/}

2.
options [

In the Settings section, open the Jobs / Job Options window.
Find the “In the Notes window...” option.
Select Yes to set the default insertion point to the beginning

of the existing text and No to the end.

=» Add Address Fields to Lists

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 tem 1 description Yes
After creating a job Ask mewhat t
In the Motes window, add the new date and text at the top (last note first) “fes
In the Specs window, remind me if paper is assigned without a printer [Yes

If you want to add addresses and contact information to a list displayed on the screen, right-click on the list
and then click Add Address Fields to List.

¥ List Manager

« |' Top Customers / 25 Last Year (14 listed)

[ Customers
Prospects

[) Customers + Prospects
= Top Customers

@ 10 This Month
@ 10 This Year
@ 10 Last Year

@ 25 This Month
@ 25 This Year
. 25 Last Year
- (@ 100 This Month
@ 100 This Year
- @ 100 Last Year
- (@ This Month
@ This Year
@ Last Year
(@ Other...
[ Inactive Customers
a5 Contacts
[.5% Shipping Addresses

=

Name CusMo
L ]ABC Compa Open
. Action Busin Print
. Aszcot Inc.
[ ] By The Bay B Email Form Letter...
@ Allstate Clear View as Web Page (XML)...
@ Albright Assc
@ Abel Laborat Copy and Paste...
© Attman & A Compare Job...
.A""apOI';G‘ Schedule Job...
® Atantic Insu View Decuments...
@ Allied Buildir - s
® Alliance For’ ange Status...
@ Averlnc. Delete...
© Apex Realtor
Add to Favorites...
Favorites...
Refresh List
Search List...
Select All

Export List (text file)...

Add Address Fields to List =

Printer’s Plan will add the following data to the list.
e Customer: Name, Address, Address2, City, State, Zip,
Country
e Contact: Title, First, Last, Phone, Phone2, Cell, Fax, Email

ustomerMame  Address Address2 State Zip

m—m—m

\ction Business... 1950 S. Holly Str... Baltimore 21218
\scot Inc. 4500 Lexington ... Baltimore MD 21234
Baltimore MD

iy The Bay Boa... 1 Southernmost...

21205

This feature is available in the
Jobs, Customers, and A/R sections.
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FIXES

1. Specs window / Large Format: If you add two media Services to an Item (one printable and the
other not) and later remove the printable one, you could not change the Print field from No-Print to
1 or 2 Sides. Now you can.

2. Work Order: Number of good sheets was not rounded up. Now it is.

3. Work Order: Service Notes longer than a page caused error. Now it prints whatever fits on a page
using a smaller font.

4. Shipment window / Shipment Amount:

a. Order: If you check the Add to Job check box, “This Shipment” amount was added to the
Shipping charge of the Order but the tax amount was not updated. Now it is updated.

This Shipment § Add to Job (Current £0.00)

b. History Job: The Add to Job check box is disabled. The Shipment Amount will not be added
to the Shipping charge of the Job.

This Shipment 15|.ﬂ'ﬂ' (this will not be added to the job)

5. New item window: The text of the Options button (in lower right corner of the window) was not
visible. Now it is.

6. Item/Service Notes: Text within <<>> characters were printed. Now they are not.

7. Find by Item window: When you search for a Service that “contains” a certain text, the Services
with the Category Number 1000 or greater were not listed. Now they are.

Item Description < contains >
Item Mote < contains =

Service Mame pad

8. Convert a Walk-in customer to a Regular customer: The customer was converted but the Job
window was not refreshed to show the updated customer data. Now it is.

9. Services: You could not drag a Service to one of the new Service Centers that were added in version
2016, Center #25 to Center #36. Now you can.

10. Reports / At a Glance / Top Sales: If Default Date range is set to a custom date using the
“Between...” option, dates for this report were set to December 1899. Fixed.

11. Reports / Profitability / Average Sales/Invoice: The last version 2016.03 did not calculate the net
sales and ranking in the last three years. Fixed.

12. Reports / Production / Printer and Paper Summary: If there is more than one paper on an item the
impression count on the printer gets doubled. Fixed.

13. If pasting a Credit and Revised invoice and the invoice has a payment (partial or full), set DatePaid
field = today (same as Credit Invoice).

14. Scheduler / Search window: The text in hidden or narrow columns (column width is less than 24
pixels) were not searched. Fixed.



PRINTER’S PLAN 2017 WHAT S NEW & IMPROVED Page 23

NEW PURCHASE ORDER TOOL (INCLUDED IN THE BASIC PRINTER’S PLAN)

With this flexible tool, you can now print and email Purchase Orders easily and quickly.

Purchase Order

2437-1.531
Do 128000

= How to Open the Purchase Order window

m ,j Mew Item =i| Edit Specs % Edit Costs = Reprice 'd’;
Item Description
1 Good Mugs 5.5 x 8.5

-. Promotional Products: Mugs - RaverdPromo Se

Paste this ltern... - In the Job window of an Order:

_ 1. Rightclick on a Service.
e 2. Click Purchase Order
Edit Costs... L~ ¢ )

Edit Service...
View Vendor... /

Purchasze Order...




PRINTER’S PLAN 2017 WHAT'S NEW & IMPROVED Page 24

=» Purchase Order Window - Data Sections

The Purchase Order window has eight distinct Data Sections.

' Vendor... 2| | M Ship to Customer... M- Shiptous? & P.0. NUMBER

Sean Palmer 410-434-2389 Eleanor Simon 410-561-4342
Raven Promo Printer's Flan | 2437-1-531 ‘
785 Pratt Ave, 116 Old Padonia Road
Second Floor Suite €
Baltimore MD 213 Hunt valley MD 21030 N FEREE M 12/19/16 B~
Vendor Ship To swpoate | D125 0~ | [PO#H
. J
o | o | ]
) Y . . nit Co Co
Description
12 Mugs 5.00 60.00
/| BEannl Mugs c
12 Good Mugs 5.5 % 8.5 Sheets: 1 Shipping 0.00 osts
Do the Tax
Do that
| o )
Beatiful Mugs
- Ship by: Our Truck
- Ship Date: 12/19/16
- Customer: Action Business Systems
- Sales Rep: Jim
. D
If you have any questions about this order, please call me at {123)-456-7890 or email me Lisa @successpress. com.
Thank you. Print: |
Lisa & Company Logo .
.. print if amount is ncnoptlons
Unit Cost
i [ Cost/Ship/Tax/TOTAL
v
N
=8 = - -
Print / Email PDF

When you open the window, Printer’s Plan initializes the Data Sections based on a Purchase Order
Template. Here’s how Printer’s Plan selects a template:

1. Printer’s Plan selects the Vendor’s Template if a vendor is assigned to the selected Service and the
Vendor’s Template exists, such as PO Vendor103.txt.

2. Printer’s Plan selects the Default Template (PO Default.txt) if no vendor is assigned to the selected
Service or the Vendor’s Template does not exist.

3. If both steps fail, Printer’s Plan initializes the data as explained on the next page.
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=» Data Sections: How Printer’s Plan Initializes Data

Section Description

# Vendor...

Initial Data: The address of the vendor assigned to the selected Service.

e C(Click the Vendor button to change the vendor. Changing the vendor in
this window does not change the vendor assigned to the Service in the
Specs window; however, the data will be re-initialized.

e Click L=

Raven Promo

735 Pratt Ave,
Second Floor
Baltimore MD 21203

Sean Palmer 410-434-2389 ‘

to open the setup window of the selected vendor.

o S G secukdof0T | Initial Data: The Ship To address assigned to the Order.

Eleanor Simon 410-561-4342 . . .

Piotersplan e Click Ship to Customer button to select a different address of the
ot valey MD 21030 customer.

e Click Ship to us to change it to your address (from Customer# 1 in
Customers/Customers+Prospects/Special Customers).
You can change this default to your address in the template.

o Click i=F to open the Ship To setup window.
Initial Data: The Default PO Number is formatted as Job#-ltem#-Service#.
‘ 2437-1-531 ‘ (You can find the Service number in the setup window of the Service in the
PO Date Services section. The number is to the left of the title bar at the top.)
shinfate | 010317 @~
Description Initial Data: The quantity and name of the selected Service. The “Invoice
Name” assigned to the Service is used if there is one.

| n ” Mugs Service Name Mugs Spedial
Invoice Name Mugs

Initial Data: The note assigned to the selected Service.

Tk
)

- dction Business
-

; i

_ Initial Data: The cost of the selected Service. Unit Cost is calculated from
>0 this cost and quantity.
ToTAL

o
=
=]
3
&

Initial Data: Your Default Purchase Order option that you can set in the
| Print: Settings section > Printing > Document Options > Purchase Order:

print if amount is not zero: [[] General Settings Other Documents B Frint:
: Unit Cost b Printing ) Purchase Order [E Company Logo
- m Cost/Shi a/ TOTAL _____ Receint print if amount is not zero:
B ) heceipt : Unit Cost
@ Favorite Postlng Reports o All Reports [ Cost/Ship/Tax/TOTAL

lg I‘é‘# 2 i
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= Purchase Order Template

The Purchase Order layout is built-in to Printer’s Plan and cannot be customized. However, you can
customize the data that goes into the document.

Printer’s Plan Initializes the Data Sections based on a Purchase Order Template.

~ | Documents The upgrade program copied two files to the

CustomerDocuments VendorDocuments / Templates folder, which is

v | | VendorDocuments in the Printer’s Plan directory of your server.
6 | = | e Fields for PO Templ i i
. plates.txt lists data fields
'=| Fields for PO T lates.txt
m- Templates =] Fields for PO Templates you can use in PO templates.
[ A Email | ||J PO Default.txt ‘

o PO Default.txt is the default template that you
can modify or copy and paste to create others.

= You Can Create Vendor Specific Templates:

Copy and paste the PO Default.txt file.

Rename it as “PO Vendor” + Vendor’s Number + “.txt”. Example: PO Vendor103.txt.

Open the template in Windows Notepad.

Add plain text and/or Data Fields to the Template Sections. See the Fields for PO Templates.txt file
for the data fields you can use.

A wnN e

= Template Sections: How You Can Customize the Initialization

A Purchase Order Template has six sections.

SECTION INITIAL DATA: What Printer’s Plan assigns to a section if no template is found or a
template section does not exist or template section has no data fields (empty).
DATA FIELDS: What you can add to template sections.

[PO.NO] Job#-ltem#-Service#.

[/] To exclude the Service#, add: <Jobs.JobNo>-<Items.IltemNo>

[VENDOR] The address of the vendor assigned to the Service.

(/1

[SHIPTO] The Ship To address assigned to the Order.

(/] To change it to your company address (Customer #1), add: <ShipToUs>

[DESCRIPTION]
[/

The name of the selected Service.
To change it to the Item Description, add: <ltem.Description> <ltem.Size>

[INSTRUCTIONS] | (none)

(/1

[EMAIL] (none)

(/] Printer’s Plan will add data from the Purchase Order window to the email body (text).

For a complete list of DATA FIELDS, see Fields for PO Templates.txt file

in the VendorDocuments/Templates folder in the Printer’s Plan directory of your server.
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= How to Print Your Logo on Purchase Orders

1.

On your Printer’s Plan server computer, where PlanData.mdb is located, create a bitmap image. Add
your company logo, address, phone to the image. Name the image as LogoPO.bmp.

TIP: Copy and paste your LogoPrint.bmp and rename it.

Check the Company Logo option. If unchecked or LogoPO.bmp does not exist, your company name
and address will be printed.

Print:
& Company Logo
- print if amount is not zero:
E Unit Cost
.. Cost/Ship/Tax/TOTAL

NOTE: You can set the default options in the Settings section > Printing > Document Options >
Purchase Order.

Printer’s Plan 2017

Upgrade Guide
(Revised February 7, 2017)

Printersplan.com — support@printersplan.com - 800-638-7526 ext. 1
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