PRE-ORDER
(QUICK REFERENCE GUIDE)

STEP ONE: DESIGNATE PRODUCTS & PACKAGES FOR PRE-ORDER USE

a. Click the “Setup” tab on the top. Click the “Product Management” tab on the
left hand side. Click on the “Offers & Packages” tab, then click on the desired
offer.

Locate the desired package/product, then click on the “EDIT” tab.

Click on the “Edit Package Settings” tab.

d. Under the “Where do you want this package/product offered” section, select
the “l want this package/product to be available for ordering online” option
AND the “I want this package/product included for pre-orders online” option.

e. Click the “Save Settings” tab at the bottom.

[glen

STEP TWO: CREATE THE PRE-ORDER EVENT IN CORE
a. Click on the “Events” tab at the top of the page, then click the “Click here to
create new event” tab.
b. Enter eventinformation. Select the HQOE level at the bottom from the
dropdown, then click the “Next” tab.

STEP THREE: SETUP THE PRE-ORDER EVENT IN CORE
a. Confirm correct event settings and change if needed.
i.  Under the “Event Settings” tab, make sure the “Enable Lab Auto-
Cropping of Group Images” box has been checked, then click
the “Save Settings” tab.
b. Confirm correct tax & shipping settings and change if needed.
i.  Under the “Tax and Shipping Tab”, select the desired tax rate for the

event, then click the “Save” tab.
c. Select applicable online settings for pre-order
i. Select the “Online Settings” tab. Under the “General Settings” section,

deselect the “Customers can find their proofs by last name” box. Then
select the “Enable Pre-Orders” box.

ii. Inthe pink box, type “OK” in the text box to confirm pre-order activation.

iii.  Adding a pre-order placeholder image (optional) : Add the event Order
Number, Roll and Frame where the desired placeholder image is located.

iv.  Adding a pre-order message (optional): Type desired message in “Pre-
Orders Event Message” box.

v.  Click the “Save Settings” tab at the bottom.



d. Select applicable offer and input all titling, caption and crest data.

Click on the “Offer Setup” tab, click on the “Which offer would you like
to use for this event?” dropdown, then choose the applicable offer.

Fill in all Caption/Titling data & select all applicable product crests.
When finished, click the “Save” tab at the bottom.

e. Select a modifier for the event.

Select the “Edit Teams/Category” tab on the left hand side, then click the
“Edit/Add Divisions” tab.

From the “Modifier” dropdown, select the applicable modifier then click
the “Save” tab.

STEP FOUR: ENABLE EVENT ON RETAIL

a.

On the “Event Details” screen, click the “Enable event on Retail” tab.
b. Click on the “Event Details” tab on the left hand side to refresh the screen, then
click on the “Preview Event” tab at the bottom.

STEP FIVE: CREATE SPLASH PAGE WITH PRE ORDER LINK

a.

On the homepage of the BizHub, click on the “Quick Links” tab, then select the
“Marketing: Organization Splash Screens” tab.

Click on the “Create New” tab, then on the next screen click the “Create New
Splash Page Now” tab.

Enter applicable data under “Shoot Information” section, then enter an event
specific message AND the pre-order HTML code under the “Important Picture
Day Information” section.

Use the link below to insert into the pre-order HTML code. Replace the
information highlighted in yellow with the specific event ID (this will
change every time) and the franchise specific CCS account number.
http://tss.partypics.com/QPPlus/SearchNames.aspx?EventID=1554068& Accou
ntNumber=91030

Paste the link above with event specific ID and specific franchise CCS
account number, into the YELLOW section of the HTML code listed
below:

<a href="http://tss.partypics.com/QPPLUS/Packages.aspx"><h1
style="font-size:175%">CLICK HERE TO PREORDER YOUR PICTURES
NOW</h1></a>

Once the pre-order web link has been pasted into the HTML code, copy
the ENTIRE HTML code and paste it into the “Important Picture Day
Information” section of the splash page. Next click on the “Save
Changes” tab.


http://tss.partypics.com/QPPlus/SearchNames.aspx?EventID=1554068&_AccountNumber=91030
http://tss.partypics.com/QPPlus/SearchNames.aspx?EventID=1554068&_AccountNumber=91030

d. Upload any other desired documents by clicking the “Add/Remove Upload
Documents” tab under the “Uploads” section.

i.  Click the “Choose File” tab. Browse for the desired document. Select the
document and click the “Open” tab. Once the document has been
selected, click on the “Upload” tab.

e. Display the newly uploaded documents by clicking on the “Add/Edit Links on
this Splash Page”.

i.  From the “File” dropdown, select the file that you uploaded in the
previous step. Type in link text in the “Link Text” box, then click the
“Add” tab. Link will then appear in the box below.

ii.  When finished, click the “Back” button on your browser to return to the
splash page control screen.

f. To add product images to the splash page, click on the “Update product
spotlight” tab in the “Product Spotlight” section.

i.  Click on the “Search By” dropdown menu and select the method you
want to search products by. Enter the appropriate data in the “Enter
Description” box. Select the appropriate product when the text
description populates in the “Select Product to Add” screen. When the
correct product image populates in the “Product Spotlight” area, click
the “Save Changes” tab.

ii. Click the “Back to Splash Page Admin” tab to get back to the splash page
control screen.

iii.  Once the splash page build is complete, click on the “Preview” tab at the
top to see a preview of the splash page.

g. Send either the splash page URL or the web HTML code to the
league/organization director. They can in turn either post it to the organization
web page OR send the URL link to all of the parents in the organization.

i.  To copy and paste the URL: On the splash page preview screen, copy the
URL for the splash page, then paste it into an email to the
league/organization director.

ii. To copy and paste the HTML web code: Click on the “Web Code” tab at
the top. On the next page, select the TSS Logo you want displayed, then
highlight and copy the web code that appears in the box below. Paste the
web code into an email and send to the league/organization director.

STEP SIX: COLLECT PRE-ORDER DATA ON PICTURE DAY
a. Use the “Pre-Order Tracking Form” to collect subject first and last name, subject
image number, subject division and subject modifier on picture day.
b. Each camera station should have multiple copies of this form.




STEP SEVEN: MERGE PRE-ORDER DAY WITH PICTURE DAY ORDER DATA
a. Type all of the pre-order data (subject first and last name, subject image
number, division and division modifier) into the same spreadsheet used to
process picture day orders.
b. Upload images.
i.  For detailed instructions on how to do this, please refer to the
“Uploading Images” section in either the “Standard Order Entry” or the
“Green Screen Order Entry” section of the CORE Manual.
c. Lockrolls & align images.
i.  For detailed instructions on how to do this, please refer to the “Locking
Rolls & Aligned Images” section in either the “Standard Order Entry” or
the “Green Screen Order Entry” section of the CORE Manual.
d. Upload the spreadsheet (with the Pre-Order Data Included).
i.  For detailed instructions on how to do this, please refer to the
“Uploading the Spreadsheet” section in either the “Standard Order
Entry” or the “Green Screen Order Entry” section of the CORE Manual.
e. Import pre-orders.
i.  Click on the “Imported Orders” tab on the left hand side, then click on
the “Import Pre Orders” tab at the top.
ii.  Match all pre-orders with the applicable name from the name dropdown
menu, then click on the “Save Name Assignments” tab.
f. Transfer & identify group images.
i.  For detailed instructions on how to do this, please refer to the
“Transferring & Identifying Group Images” sections in either the
“Standard Order Entry” or the “Green Screen Order Entry” section of the
CORE Manual.
g. Queue Orders for Transmit.
i.  For detailed instructions on how to do this, please refer to the “Queuing
Orders for Transmit” section in either the “Standard Order Entry” or the
“Green Screen Order Entry” section of the CORE Manual.
h. Transmit orders.
i.  For detailed instructions on how to do this, please refer to the
“Transmitting Orders” section in either the “Standard Order Entry” or
the “Green Screen Order Entry” section of the CORE Manual.




PRE-ORDERS

1. DESIGNATE PRODUCTS & PACKAGES FOR PRE-ORDER USE

IMPORTANT: Packages, products and offers must be designated for pre-order use before they can be
used for that purpose.

IMPORTANT: This designation is done on a “per product/package” basis. It must be done for every
product and/or package that is desired for pre-order use.

3 WAYS TO SET UP THE PRE-ORDER OFFER:

ONE: Utilize your standard offer and just make sure each desired pre-order product and package
has the pre-order designation. (THIS IS THE BEST METHOD PROVIDING PRE-ORDER PRICING IS
CONSISTENT WITH PICTURE DAY PRICING)

TWO: Create pre-order products and packages within your standard offer by copying the desired
products and packages, then giving each product/package the pre-order designation. (THIS IS
THE BEST METHOD PROVIDING PRE-ORDER PRICING IS DIFFERENT THAN PICTURE DAY PRICING)

THREE: Create a stand-alone offer specifically used for pre-order use. (WITH THIS METHOD, IT
WOULD BE NECESSARY TO CHANGE THE OFFER ON THE EVENT BEFORE PICTURE DAY ORDERS
COULD BE PROCESSED)

HOW TO GIVE A PRODUCT/PACKAGE A PRE-ORDER DESIGNATION:

STEP ONE: Click the “Setup” tab on the top. Click the “Product Management” tab on the left hand side.
Click on the “Offers & Packages” tab, then click on the desired offer.
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STEP TWO: Locate the desired package/product, then click on the “EDIT” tab.

Kens Offer

Packages A-La-Carte Product Impact
Add-Ons Products Add a2 New Package/Product Groupin

[woar srovems | [omre | [oorv | Prints
ADD A SINGLE PRODUCT | | ADD PACKAGE

Hame

CE— () 10
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1-8x10 Group

2-5x7
el P lryeal

STEP THREE: Click on the “Edit Package Settings” tab.

=< Back to Offer Details <<Previous Package | Mext Package ==
Package Builder: Package Details

Offer: Kens Offer

Package: 1-8x10

Product/Package: 1-8x10

[#ee n rrocver] or Special Billing Package
Lab Cost

ProductID Qty Estimate Product Description Modifiers Contains Group Notes

D 8x10 1 221 8x10(1) CROP, Mo dersib...

STEP FOUR: Under the “Where do you want this package/product offered” section, select the “l want
this package/product to be available for ordering online” option AND the “I want this
package/product included for pre-orders online” option.

Where do you want this package/product offered?: ¥ [ want this package/product to be avaiable to order through my CORE account.

# 1 wanft this package/product to be available for ordering online.

[T want this package/product to be avaiable as an upsell only. Do not show on the offer list,
[ This package is available for bulk orders across multiple favorite images.

# I want this package/product included for pre orders online.

STEP FIVE: Click the “Save Settings” tab.

Mix & Match:  [1 T want my customers to be able to order this package using more than 1 image.

ble when ordering from a Group/ Team image.

vailahle when ordering from an Action Shot.

purchased once per MameID or BIBMumber.

ntains custom collage backgrounds, do not also show CCS colage generic backgrounds.
is package/product to only being ordered with specific images:

Restrict this package to specific Images: [ | [ only want this package to b
1T only want this package
[I Limit this package to
[ If product in pack;
1T want to resgg

Save Settings

FOR DETAILED INSTRUCTIONS ON HOW TO BUILD AN OFFER, PLEASE REFER TO THE OFFER SETUP SECTION IN THE CORE MANUAL




2. CREATE THE PRE-ORDER EVENT IN CORE

STEP ONE: Click on the “Events” tab at the top of the page, then click the “Click here to create
new event” tab.
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STEP TWO: Enter event information. Select the HQOE level at the bottom from the dropdown,
then click the “Next” tab.
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3. SETUP THE PRE-ORDER EVENT IN CORE

NOTE: From the event menu on the left hand side, there are 5 steps to completing the event

setup.
1. Confirm correct event settings and change if needed
2. Confirm correct tax and shipping settings and change if needed
3. Select applicable online settings for pre-order
4. Select applicable offer and input all applicable titling, caption and crest data
5. Select a modifier for the event
x CBRE Customers Events Reports Setup Queues
@ 15 import
© 1 preorder mentation Event
@ 8 email joj
» Create Ny Hame:Pre-Order Documentation Event To-Do List
+ 755 Evili Order Humber: 26762321 Names: %
Event Details EventID: 1553584 Ve X
Ewvent Seftings nher 01000 Aligning: X
Tax & Shipping SPISt Typa: Spotting: X
Online Settings Event Date:(8/18/20 Printing: X
- Greenscreen Backgrounds Deadline Date:(8/25/2014 Ordering: X
Offer Setup - Retouch: X
- Caption Overrides Email: ¥
Edit Teams/Category Transmit: X
::::m:; Mark All To-Do Tterns Dor
Upload/Impart Images I 535‘._00 R )

ONE: CONFRIM CORRECT EVENT SETTINGS AND CHANGE IF NEEDED

STEP ONE: Under the “Event Settings” tab, make sure the “Enable Lab Auto-Cropping of
Group Images” box has been checked, then click the “Save Settings” tab.

? EURE o Canneliel
)4 & s Coiar
o Systerne

O 1 stalled order
» Create New Event

¥ TS5 Events
Event Details
Event Settings
Tax & Shipping
Online Settings
- Greenscreen Backdg
Offer Setup
- Caption Overrides
Edit Teams/Category
Manage Mames
Upload,Tmport Images
Manage Images
- Alignment Categories
- Align Images
- Align {Use for zCrop Only
-ID Images

- ID Bulk Organizer

Customers

Local Settings

Events

Reports Setup

Event: Green Screen Backgrounds (26728266)

Save Changes

General Settings

Queues

Signed in as

Event Name:
Organization:
Seasom:

Report Category:

Green Screen Backgrounds

TSS v
Default Season v
TSS

¥| Enable lab auto-cropping of group images
#| Event is active in CORE

Large preview for Retail Zoom €

Name of the event. This will be overwritten when the event is refreshed. Change in QP2 to make permanent.
Changing the org after imparting the event does not affect other event settings.

Seasons are used to hide older events after the season has expired.

Do not check this box if you want to perform all of your own group image cropping.

Password (optional) configure

NOTE: Failure to complete this step could potentially result in having to spend a significant
amount of time custom cropping each group image, for every product variation.



TWO: CONFIRM CORRECT TAX & SHIPPING SETTINGS AND CHANGE IF NEEDED

STEP ONE: Under the “Tax and Shipping Tab”, select the desired tax rate for the event, then
click the “Save” tab.

u g7 Cuinrieticl
:i!”p. EURE " Sntems  Customers Events Reports Setup Queues
O 1 stalled order Taxes & Shipping
» Create New Event Event: Green Screen Backgrounds (26728266)
> TSS Events Tax Settings
Event Details
Ewvent Settings

Tax Rates: || GA-GWINNETT (7.500%) OKLAHOMA (8.375%)
OK-CLEVELAND (8.375%) ¥ 00-No Sales Tax (0.000%)

Tax & shipping
Online Settings

- Greenscreen Backg
Offer Setup

- Caption Overrides
Edit Teams/Category
Manage Mames
Ipload/Import Images
Manage Images

= Shipping Settings

Default Carrier: | Post Office i
Default Packaging: | Envelope r

Shipping Scale: | Default Shipping Scale v
- Alignment Categories
- Align Images

- Align (Use for zCrop Only) 3
- ID Images i

Inclu oard on all orders.

THREE: SELECT APPLICABLE ONLINE SETTINGS FOR PRE-ORDER

STEP ONE: Select the “Online Settings” tab. Under the “General Settings” section, deselect the
“Customers can find their proofs by last name” box. Then select the “Enable Pre-Orders” box.
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STEP TWO: In the pink box, type “OK” in the text box to confirm pre-order activation.

Are you sure? You must return here and manuzlly disable pre-orders once images are availzble. You must
configure packages to be available for pre orders. And you wil have to import the pre-orders into the
CORE Imported Orders UI for fulfilment later.

Type OK into the box to confirm.
il

NOTE: A custom pre-order place holder image can be added if desired. This image must be added to an
event before it can be designated as the placeholder image.

STEP TWO A (OPTIONAL): Adding a Pre-Order Placeholder Image : Add the event Order Number, Roll
and Frame where the desired placeholder image is located.

PreOrders Placeholder Image
You may optionaly configure 2 placeholder image to be shown during pre-orders.
Ctherwise the CCS default pre-order image will be usad,
OrderMumber 26784505
Roll Placehalder Image

Frame |dsc_0023

NOTE: You can create a custom image specifically for the pre-order page. You can download a template
for this purpose on the BizHub (Library/CORE Training/Pre-Order Resources/Pre-Order Image).

NOTE: If no custom image is selected, then the default pre-order image will apply.

TSS

Photography-<

Online

THANK YOU FOR PLACING preorder

A PRE-ORDER!

PLEASE BE SURE TO
INFORM YOUR
PHOTOGRAPHER THAT YOU
PLACED A PRE-ORDER.

Custom Image Default Image




NOTE: A Pre-Order Event Message can also be added:

PreOrders Event Message

STEP THREE: Once all desired data has been entered, click on the “Save Settings” tab at the
bottom.

Landing Page

Event Graphic:| A t Default ¥

Save Setfings | Manage Images

FOUR: SELECT APPLICABLE OFFER AND INPUT ALL TITLING, CAPTION AND CREST DATA

STEP ONE: Click on the “Offer Setup” tab, click on the “Which offer would you like to use for
this event?” dropdown, then choose the applicable offer.

o o Cnruedicl
E EURE Wedgeer . customers Events Reports Setup Queues
@ 1 stalled order Offer Setup 2
> Create New Evel Event: Green Screen Backgrounds (26728266)
4 TESS I?:’E Which offer would you like to use for this event?
et Imported QP2/QP3 offer v
Vet Setinge Imported QP2/QP3 offer
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s t::ﬂr;g Sele CCS - All TSS Products Page Options:
CCS - Master Offer ¥ Expand product descripti
- d ) f sheets. | pand pro p
o e WRAEONE I 0CS - Master Offer- 514 50 8x10 Unit sheets.)  samples Expand modifier descript
er Setup CCS - TSS MASTER OFFER - 360 CODES f shests.) samples
- Caption Overrides Certification Offer
Edit Teams/Categary Jo Hester Offar
Manage Names pefz KK - All Products Test f Allow Change is checked, QPFlus users can modify t
Upload/Import Images High| Marketing Materials Hatahase.
Manage Images Master Offer- 510 8x10 Unit
- Alignment Categories Sa Master Offer- $10 8x10 Unit- e
- Align Images Master Offer- $14.50 8x10 Unit- With Upsells
- Align (Use for zCrop Only) Samples
- ID Images Cgf}; TSS Marketing Materials
- ID Bulk Organizer —|TSS _I‘u‘laster All Products
- ID Group Images Waebinar Offer
Proofs: Print & Email




STEP TWO: Fill in all Caption/Titling data & select all applicable product crests

Grade 13 0 Text: i
Group Mame Text: i
Height i
Hometown o
Hometown 12 | [ Text v
Jersey Number ] 0 | Text: 4
Jersey Number 4 o | Text L
Jersey Number 7 0 Text: 4

IMPORTANT: Fill in caption data on this screen that would apply ONLY FOR THE ENTIRE ORDER,
such as the “Group Name”.

IMPORTANT: Any caption data in the spreadsheet will override caption data entered here.

To Choose the Applicable Crest: Click on the crest “Category” dropdown, then select
“Business”. The Business crests will then load to the “Crest” dropdown below.

gy Cmrielicl

EEURE miShems.  Customers Events Reports Setup Queues

© 1 stalled order Plaque Line 2 (Group) 5 = g  Text:

» Create New Event Plaque Line 2 4 | g  Text
(Individual)

» TS5 Events
Event Details Plaque Line 3 (Group) = 4 0 Text
Ewent Settings
Tax & Shipping Plaque Line 2 {Group) A 0 Text:
Online Settings N .
- Greenscreen Backgrounds Position g 0 Bxt
Offer Setup

25| School Text:
- Caption Overrides o 3 0o Tex
Edit Teams,Categor
Manage Na‘::es = Category:
No Crest
IUpload/Import Images - Elusis
2| Sport Crest

Manage Images 2 ] Crst: | Colleze .
- Alignment Categories Greek
- Align Images High School
- Align {Use for zCrop Only) Special

Wector

- 1D Images Category:

- ID Bulk Crganizer




Select the Appropriate Crest from the Dropdown.

Category: | Business v

Sport Crest 2 0

Crest: | Select v

Z008LMY SA_logo (23861)
2008LMYSA_logo (23861)
Category: | 2008LMYSA_logo MM (23861)
Z008LMYSA_logo MM (23851}
FB0VS0_2010_MEW! (25111)
. | 380vS0_2010_NEW! (25111)
FB0VS0_2010_MEW! MM (25111)
3B0VS0_2010_MEW MM (25111)
440104858 _redwhi_on_blk (23953)
Category: | 440104858 _redwht_on_blk (23963}
440104858 _redwht_on_blk MM (23853}
440104858 _redwht_on_blk MM (23853)
[2] Sport Crest 4 |0 874814_FYBAbball (23962)
Cresti | 274814 FyBAbball (23952)
874814_FYBabball MM (23962)
274314 FYBAbball MM (23962)
ACA LOGO (25203)
Categorys | aca LOGO (25203)
ACA LOGO MW (25203} -

[22] Sport C

Sport Crest 5 0
Crest: | None v

IMPORTANT: When Finished click the “Save” Tab at the Bottom

MOTE: If Allow Change is checked, QFFlus users can modify the cantents of the field.
| Highlighted rows indicates the row has not yet been saved to the database.

Save ?

FIVE: SELECT A MODIFIER FOR THE EVENT

STEP ONE: Select the “Edit Teams/Category” tab on the left hand side, then click the “Edit/Add

Divisions” tab.

!.:BDRE :'E'ﬁ- Customers Events Reports Satup Queues

@ 15 imported orders
@ 1 preorder
O 8 email jobs
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Event: Pre-Order Docurmentation Event
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Event Details
Event Setfings Division/ Team Name Modifier Hames Orders
Tax & Shipping Default Division 1 0
Online Seltings
- Greenscreen grounds  Move names from the selected division/team to | ision ¥ |. | Move

Offer Setup

FETREETE Edit/Add Divisions

Edit Teams/ Category

HQYOE Scans Copyright © 2002-2014 Candid Color Systems, v.4.0.2-03 (8181

/{CORE/Event/Shared/Divisions/Edit aspe? Eventl D= 1553584

Manage Names
Upload/Import Images

Frames

Overrides




STEP TWO: From the “Modifier” dropdown, select the applicable modifier then click the “Save”

tab.

!:EBRE :'3%- Customers

@ 15 imported orders
@ 1 preorder
O 8 emall jobs
» Create Mew Event
» TSS Events
Event Detaik
Ewent Settings
Tax & Shipping
Online Settings
- Greenscreen Backgrounds
Offer Sstup
- Caption Owverrides
Edit Teams/ Category
HQOE Scans
Manage Names
Upload/Import Images

Save

Division/Team Name

Default Division

on/Team Mame:

Maodifier:| Mon

Events Reports Setup Queues

Edit Divisions/ Teams in Bulk
Event: Pre-Order Documentation Event

The following divisions/teams are currently defined:

Modifier

Mone - Prompt me on each order.

Ll

Mone - Prompt me on each order.
Personalize (Personalize)

Allstar (T33Alstar1)

Baseball - 2014 (TSSBasehall2)
Basketball (TSSBasketball1)
Basketball - 2014 (TSSBasketball2)
Cheer (T33Cheer1)

Cheer- 2014 (TSSCheer2)

Cheer - Black (TSSCheerBlack1)

Add

Manags Images

- Alignment Catagories
- Align Images

- Align {Use for zCrop Onhy)
- 1D Images

- 1D Bulk Crganizer

- 1D Group Images
Proofs: Print & Ennail
Onrdering

- Bulk

- Individual

Cheer - Blue (T33CheerBlue1)
Cheer- Green (TSSCheerGreent)
Cheer- Orange (T3SCheerQrange1)
Cheer - Pink (T33CheerPink1}
Cheer- Purple (TSSCheerPurple1)
Cheer- Red (TSS3CheerRed1)
Cheer - White (TS3CheerWhite1)}
Cheer-Yellow (TSSCheerYellow1)
Custom (TS3Custom1)

Dance (TSSDance1)

NOTE: Once this step is complete, the event setup is finished.




4. ENABLE EVENT ON RETAIL

STEP ONE: On the “Event Details” screen, click the “Enable event on Retail” tab.
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01 alert

© 2 stalled orders

@ 37 pending orders

O 5 imported orders

© 1 agent job

@ 16 email jobs

» Create Mew BEvent

» TS5 Events

- ID Bulk Organizer
- ID Group Images

Proofs: Print & Email
Ordering

- Bulk

- Individual
- Imported Orders

Overview
Event: Pre Order Event 2

Hame:Pre Order Event 2
Order Humber: 26751481
EventID: 1551672
Account Humber: 310030
Market Type: TSS
Event Date:08/06/2014
Deadline Date: 0820/ 2014
Last Refreshed: 08/06/2014 20:32:01
Late Fee Date:08/20/ 2014
Late Fee Amount: 50,00
Shipping Scale: Default Shipping Scale
Shipping International: 535.00
Tax Rates:1 rates configured
Email Campaign: TSS Sports Email Campaign History
Campaign Start Date: Mot configured.
CORE Offer:Kens Offer (377 packages)

Email Campaigns
Automated queuing is disabled for this event. You should enable this
event.

Enable Campaign Auto Queuing

Br spotting and syncing your

more info

Order Entry | | Refresh Event Settings from the Lz | Enable Event on Retall

Names:
Views:
Aligning:
Spotting:
Printing:
Ordering:
Retouch:
Email:

Transmit:

To-Do List

BHE X XXX N XX

Mark All To-Do Ttems Dor

NOTE: Once the “Enable Event on Retail” tab is selected, it will take approximately 30 seconds

for the event to be enabled.

Email Campaigns

Automated queuing is disabled for this event. You should enable this after spotting and syncing your
event.

Enable Campaign Auto Queuing
more info

Saettings Sync

Packaging data: 100%
Uploading data: 100
Importing data: 100%:

Status message:

Event Sync
Packaging data: 2%
Uploading data: 0%
Importing data: 0%

Status message: Jipping event TaxEvents




To Preview Event:

Click on the “Event Details” tab on the left hand side to refresh the screen, then click on the

“Preview Event” tab at the bottom.

3 UBRE ‘:'-’?‘J-TE‘L» Customers Events Reports Setup Queues

O 15 imported orders Overview

9 1 preorder Event: Pre-Ordg tation Event

0 8 emai jobs
» Create New Event Order Documentation Event To-Do List
» TSS Events Order Number: 26762320 Names: X
Event Details EventID:13553584 Views: %
Event Settings Account Humber: 31909 Aligning: X
Tax & Shipping Market Type: TSS Spotting: X
Online Settings Event Date:08/18/2014 Printing: X
- Greenscreen Backgrounds Deadline Date:08/25/2014 Ordering: X
Offer Sstup Last Refrashed:08/18/2014 10:41:02 Refomde 3¢
- Caption Overrides Late Fee Date:(18/25/2014 Bk %
e e Late Fee Amount:$0.00 Transmits o 8/18/2014 11:51:00 AM
HQOE Scans o - .
Shipping Scale: Default Shipping Scale Mark All To-Do Items Dor

Manage Names
Shipping International: $35.00

Tax Rates:1 rates configured
Email Campaign: TSS Sports Email Campaign History

Upload/Import Images
Manage Images
- Alignment Categories

- Align Images Campaign Start Date:[|0f configured. 2
- Align (Use for zCrop Only} CORE Offer:Pre Order Offer (354 packages)
- ID Images
- I Bulk ©rganizer 1
- Email Campaigns
ID Group Images N N - N i 0
TrrE Terig Ee :‘:l:ﬁgﬂated queuing is disabled for this event. You should enable this after spotting and syncing your
Ordering :
~Buk Enable Campaign Aut i
] paign Auto Queuing
more info
- Imported Orders
- Digital artwork - - E E - -
Order Entry | | Refrash Event Settings from the Lz | Disable Event on Retail | Refresh Retail Offer Only Advanced Retail Event Sync Preview Event

- Attitude Artwork
» YM Events

NOTE: If everything was done correctly, the pre-order site should look similar to the following:

Photogray i

PRE-ORDER DOCUMENTATION EVENT

Packages [ A-LaCarte |
Package 1
2)8x10's
4) 4x7's

2) 8x10

B  Online

PreOrder

FAQ MAIL-IN ORDE

SUPPORT




5. CREATING SPLASH PAGE WITH PRE-ORDER LINK

STEP ONE: On the homepage of the BizHub, click on the “Quick Links” tab, then select the
“Marketing: Organization Splash Screens” tab.

Quick Links Helpspot S5 360 Toolkit Products

Rewards Quick Poll Survey Training Directory

Online Order Admin Area

Online Order Admin Tutorials

TSS ID Lookup

Having technical issues outside of normal business hours? Call our after hot
at 678-982-4314.

For after hours support for photography, please call 678-580-9543.
Advanced CORE Features Webinar Series Login Info:

Utilizing CORE for View First {Again): Monday, August 18th @ 2pm (EST)
https iwww4.gotomeeting.com/join/375600711

Dial +1(571) 317-3112

Access Code: 375-600-711

Audio PIN: Shown after joining the meeting

Meeting ID: 375-600-711

CORE August Training
August CORE Training Schedule

CCS Update for TSS - August 1, 2014
Candid Color Systems Update

Date: August 1, 2014
To: TSS Franchisees
From: Jack Counts, Jr.

Since we merged with TSS our goal has been to help you make more mensy. Our plan is to do that with superior marketin

TSS Apparel: Order Online

'!ll.-y

Staples Advantage Program: Registration

Staples Advantage Program: Login

Green Screen: Background Catalog

Marketing: Customer Emails for Vertical Response

Marketing: Booth Reguest Form

Marketing: Organization Splash Screens
New bsites: FAD

ranchis

New Franchise Websites: How do I?

Order Verification Emails

Franchisee List

Custom Mattes

Online Proofing

Online Schedule

Growth Fund: Financial Updates

wth Fund: Meeting Minutes

h Fund: Calendar

h Fund: Reimbursement Information

@lalalo

h Fund: Event/Membership Reimbursement Request

View P&D Report

@ Register today for savings up 1o 20%
vantaga 1554 Supies parinansi

Compare Sales

Sales Goals

View All

Online Orders

Online Orders Legacy

Search Orders

Countdown to CORE

Rookie Training Area

Starter Kit Contents

EZOE and 360 will be expiring

Rookie Report Card

August 8, 2014

Photo Survey Results

Recent Activity

Order Evaluation

on things you are already buying

One of the things we wantto do is save you money on your shipping and postage costs. We have taken 3 lot of pride in ho

Training Evaluation

Focus Archives

*M - Update Online Pricing

Green Screen

customers. We now want to do that for the TSS family. There are three basic ways we can save you money on shipping andpastage.

STEP TWO: Click on the “Create New” tab, then on the next screen click the “Create New

Splash Page Now” tab.

Create Mew Splash Pages

Code Group Mame g8/
Code Group Mame ansl
Code Group Mame a3l

2014 Copy
2014
2014

o oo
o @
T m
T m

5]
m
o

Create New Splash Pages

Create New Splash Page Now




STEP THREE: Enter applicable data under “Shoot Information” section, then enter an event
specific message AND the pre-order HTML code under the “Important Picture Day
Information” section.

Mew Splash Pages Web Code Preview

Splash Page last updated 8M8/2014 7:22:22 PM

Page URLs

Splash Page Url: hitpfeww tesphotography. comiorgs/458580

Prepay Url hitos.dvando imagequix. comygalleries hitm! #id=B95N45H & eyword=5006548 -

Shoot Information

Group Mame: |Group Mame Goes Here

Job ID:

ENTER APPLICABLE Start Date:
DATA

08/18/2014

End Date:  |08/18/2014

Contact Information

Photographer Name: |Staff Headquarters

Photographer Address: 2150 Boggs Rd

Photographer City: | Duluth

Photographer State:  |GA

Photographer Zip:  |30096

Photographer Email:  |itsupport@tssphotography.com

Phiotographer Website:  http/fwww tssphotography.com

Photographer Phone:  |673-740-0800

Reorder URL:  |http:/fwww tssphotography.com/reorder

Important Picture Day Information
ENTER EVENT SPECIFIC MESSAGE IF DESIRED THEN ENTER
HTML CODE FOR PRE-ORDER LINK

Save Changes




ENTERING THE HTML CODE FOR THE PRE ORDER LINK:

1. Use the link below to insert into the pre-order HTML code.

IMPORTANT: YOU WILL NEED TO CHANGE THE “EVENT ID” IN THE LINK EVERY TIME YOU
CREATE ANOTHER PRE-ORDER EVENT.

IMPORTANT: YOU WILL ALSO NEED TO PUT YOUR FRANCHISEE SPECIFIC ACCOUNT
NUMBER IN THE LINK AS WELL.

PRE-ORDER LINK TO BE INSERTED INTO PRE-ORDER HTML CODE

http://tss.partypics.com/QPPlus/SearchNames.aspx?Event|D=1554068& AccountNumber=91999

SPECIFIC EVENT ID FRANCHISEE SPECIFIC
NEEDS TO BE CHANGED CCS ACCOUNT
EVERY TIME NUMBER

NOTE: The event ID can be found on the “Event Details” screen of the specific event

zCURE E-E'%‘T:Tn. Customers Events Reports Setup Queues

0 1 alert

9 8 stalled orders

@ 16 imported orders
O 2 preorders Name: Canvention Event
» Create Mew Event Order Number: 26749088

» TSS Events EventID: 1536560

Account Number: 01908

Overview
Event: Convention Event

Ewent Detzils

Event Setigs Market Type: TS5

TR Event Date:07/12/2014

Online Settings Deadline Date:07/12/2014

- Greenscreen Backgrounds Last Refreshed:07/12/2014 13:07:00
Offer Setup Late Fee Date:(7/12/2014

- Caption Owverrides Late Fee Amount: 50,00

Edit Teams/Category Shipping Scale: Default Shipping Scale
RHEEEETS Shipping International: $35.00

E:E;’:::: S Tax Rates:1 rates configured
P Email Campaign: TS5 Sports Email Campaign History
- Alignment Categories Campaign Start Date:7/12/2014

- Align Images CORE Offer: Mot Yet Configured

= Bilimm (| les fmr =T rme Cimbal




2. Paste the pre-order web link into the YELLOW section of the HTML code listed below:

<a href="http://tss.partypics.com/QPPLUS/SearchNames.aspx?Event|D=1554141&
AccountNumber=91999"><h1 style="font-size:175%">CLICK HERE TO PREORDER YOUR
PICTURES NOW</h1></a>

IMPORTANT: REMEMBER TO CHANGE THE EVENT ID TO REPRESENT THE SPECIFIC EVENT AND
THE ACCOUNT NUMBER TO REPRESENT YOUR SPECIFIC FRANCHISE

3. Once the pre-order web link has been pasted into the HTML code, copy the ENTIRE
HTML code and paste it into the “Important Picture Day Information” section of the
splash page. Next click on the “Save Changes” tab.

Important Picture Day Information

Save Changes

NOTE: You can preview the splash page by clicking the “Preview” button at the top.

Splash Pages WebCode  Preview

Splash Page last updated 8/18/2014 7:46:41 PM

Page URLsS

Splash Page Un: hitpAww tssphotography. comiorgs/ 845759
Prepay Ur: hlipsfvando.imagequix.comvgalleries html 2id=B95N48H &keyword=30069845 - 0



http://tss.partypics.com/QPPLUS/SearchNames.aspx?EventID=1554141&

NOTE: If the HTML code was entered correctly, the following link should appear:

TSS

=N
Photography4 ...

30 Years of Capturing Memorjg;..

x Pre Order Link Documentation Picture Day Information *
8/18/2014

Photographer Information Important Picture Day Information

Email: itsuppon@tssphategraphy.com
F“'j‘”_s?hi'””'["i[:” A CLICK HERE TO PREORDER YOUR
site wissphotography.com PICTURES NOW

IMPORTANT: THE REMAINING STEPS ARE OPTIONAL STEPS TO FINISH OUT THE SPLASH PAGE
(with the exception of step seven)

STEP FOUR: Upload any other desired documents by clicking the “Add/Remove Upload
Documents” tab under the “Uploads” section.

Uploads

uments Add / Edit Links on this Splash Page

Click the “Choose File” tab. Browse for the desired document. Select the document and click
the “Open” tab. Once the document has been selected, click on the “Upload” tab.

Back to Splash Page Admin

File: | Choose File | Ficture Day Tips pdf

? Open
ke [0 » Photo-Ops » Forms FLS
(A [Upload |

Organize New folder

/7 Favorites hlame Uploaded
B Deskiop ] Office Coordinator Questionnaire.docx 012943 AM  Microsoft Word | p-Order Link.docx 8712014 1:42:02 PI
&) Operations 2012-2013 Action Items and 5... M Microsoft Excel dlife.wmy 412412014 3:48:43 PM
@ Outdaar Photography Checklist.dacx M Microsoft Word
) Outdoor Photography Checklist. plimmm 22/2014 4: W Adobe Acrobat
% Outdoer_Swim_Photography 13 M Adobe Acrobat
4 Libraries 8] Persona Srand Family Photo FA Microsoft Word | PPOMtdock 1119/2013 2:07:56 PM
3 Documents EJ Photo Ops Training Process. M Microsoft Word ES_Server_Users_Guide pdf 7i31/2013 3:15:14 PM
&) Music 4] PHOTOGRAPHY CHECK : Microsoft Word | kyersGuide.pdf 713112013 9:16:31 Al
] Pictures @) PICTURE DAY INFOI ; 2/12/2 M Microsoft Word
) videos ] Picture Day Tip Microsoft Word

| Recent Places

& Downloads 1119/2013 2:39:35 PM

%3 Dropbox
W Urep 1111212013 2:12:09 P

R_Blank_Template_V10.pef 412612013 11:36:45 Al
Pic Dayad 412512013 5:21:02 I
= Picture Day Tips.pef /20 M Adobe Acrobat| J] 1191 C DS .

1% Computer ) Place_holder-List_8_13_v2.pdf 1412:29PM Adobe Acrobat| | [lure Schedule(t).paf 412512013 11:27:18 AW

':'-i- 05 (C) ‘,E PPA Membership Application.pdf 210:13 AM  Adobe Acrobat ure Day Tips.pdf 4/24/2013 12:40:02 PM

(= KD External HD (E) ] pPA Summary.docx 2 P Microsoft Word  “Hure Schedule.pdf 412412013 12:39:35 PM

# sys (VWissfsOl\shareshoffice) ] problem Sheets SOP Guidelines Oct 2012 ... / A Microsoft Word li_links.png 32712013 44732 PM

; &) PROJECT SIGN-OFF.docx Microsoft Word
2 share (LS-XL1D9) (L) 2l C_0004.JPG 252013 9:57:15 AM

3 Archive Images (\ssnas0Z ] Proposed Job On Hold Action Work Flow...  5/1/2012 M Microsoft Bxcel _ : -
[ R P e e . I .. PR pact Series Graphics - 3-20-13 docx 3122/2013 12:36:18 PM
% DP2images (\\tssnas02) (P:) ~ < [ »
neviewPricing (2) pub 3/20/2013 4:03:18 PM
Fil : .

fle name: 360 FAQ docx I5A Picture Day Schedule (Arizona Field) 312072013 3:37:56 PM
cx
f5A Schedule LH NEW.docx 3/19/2012 4:33:45 PM

Price list soccer ‘ \B7E\GAT 2013 Soccer Overprint - Pose Choice 3i15/2013 5:25:48 PM




IMPORTANT: This step just added the document to the splash page cloud. It did not add it to
the specific splash page. You must complete the next step before the document will populate as
a link on the splashpage.

STEP FIVE: Display the newly uploaded documents by clicking on the “Add/Edit Links on this
Splash Page”.

Uploads

Add / Remove Uploaded Documents Add /[ Edit Links on this Splash Page

From the “File” dropdown, select the file that you uploaded in the previous step. Type in link
text in the “Link Text” box, then click the “Add” tab. Link will then appear in the box below.

Back to Splash Page Admin

Add File to Your SplashPage

Select afile fram the dropdown below that you want on your splash page and click the add butto
File: | Picture Day Tips

Link Text:  |Picture Day Tips

Add
Have a new file? Upload it now

Picture Day Tips Picture Day Tips

NOTE: When finished, click the “Back” button on your browser to return to the splash page
control screen.




STEP SIX: To add product images to the splash page, click on the “Update product spotlight”

tab in the “Product Spotlight” section.

Product Spotlight

Update product spotlight

Click on the “Search By” dropdown menu and select the method you want to search products
by. Enter the appropriate data in the “Enter Description” box. Select the appropriate product
when the text description populates in the “Select Product to Add” screen. When the correct
product image populates in the “Product Spotlight” area, click the “Save Changes” tab.

Back to Splash Page Admin

Splash Page last updated

Splash Page Product Spotlig 1

Search Product Spotlight

Search by
Description ¥ 2

Enter Description
memory mate

Select Product to Add:

Memary Mate_Wallat
Super Memary Mate,
Super Memary Mate {810
Memary Mate_\Wallet -- Base

Caption:

s Delete this product

Save Changes

Memory Mate Wallet - Softbal~Wg

NOTE: Adding a caption for the product is optional.

Product Spotlight

* Delete this product

Save Changes




NOTE: Click the “Back to Splash Page Admin” tab to get back to the splash page control screen.

NOTE: Once the splash page build is complete, click on the “Preview” tab at the top to see a

preview of the splash page.

Splash Pages Web Code Preview

Splash Page last updated 8/19/2014 10:11:36 AM

Page URLS

Splash Page Unl: hitp.fwww. tssphotography. com/iorgs/S4979

Prepay Ul hitpsfvando.imagequix comdgalleries htmil 7id=B93N49H &keyword=3006948 - 0

SPLASH PAGE PREVIEW

ISS

Photography—7, ..

30 Years of Capturing Memorig.

x Pre Order Link Documentation Picture Day Information *
' 8/18/2014 '

* Links Important Picture Day Information

Picture Day Tips

CLICK HERE TO PREORDER YOUR
PICTURES NOW

Photographer Information

Email: itsupport@tssphotography.com
Phone: 678-740-0800
Website: hitp:/fwww tssphotography.com




STEP SEVEN: Send either the splash page URL or the web HTML code to the league/organization
director. They can in turn either post it to the organization web page OR send the URL link to all
of the parents in the organization.

COPY & PAST THE URL:

On the splash page preview screen, copy the URL for the splash page, then paste it into an
email to the league/organization director/contact.

C'I [ www.tssphotography.com/orgs/94979 I
-

it Apps 304 CORE [ 360-CORE Orders Google H HelpSpotLogin [ BizHub [ Paul C.Buff, Inc. [ TSS Facebook CORE-Z Checklist 3 YouTube 4 VideoLAN - Official ...

Photography 1983-2013

Pre Order Link Documentation Picture Day Information
8/18/2014

SENDING THE WEB HTML CODE:

Click on the “Web Code” tab at the top.

Mew  SplashPages WebCode  Preview

Splash Page Info

Page URLS

Splash Page Un: hito:dwww tesphotography. comiorgs/S4879

Prepay Un: hitpsfvando.imagequix.com/gallenies. htmi 7id=B95N 45 &keyword=5006545 - 0




On the next page, select the TSS Logo you want displayed, then highlight and copy the web
code that appears in the box below. Paste the web code into an email and send to the
league/organization director.

Create New Splash Pages

Choose A Logo

TSS
:“"“WJI*‘“-: =t
Picture Day

TSS
PICTURE DAY FICTURE DAY =/
INFORMATION INFORMATION

click hera

click here

Now just copy the Code!

!— Begin code from T55 Photography ——>

p><a href="http://www.tssphotography.com/orgs/94978/ ">

img border="Q"
src="http://www.tssphotographyv.com/orgs/images/banners/3-120x120.gif"

idth="120" height="120"></a></p>

— END code from T55 Photography ——




6. COLLECTING DATA ON PICTURE DAY

IMPORTANT: Specific data must be collected on picture day to ensure proper data matching
when processing the pre-orders. Data that needs to be collected:

e Subjects First and Last Name
e Subjects Image Number

e Subjects Division

e Subjects Modifier (Sport Type)

IMPORTANT: Each photography station would need to be supplied with multiple copies of this
form.

NOTE: The Pre-Order tracking form was designed be used for this purpose. Downloadable from
the BizHub (Library/CORE Training/Pre-Order Resources/Pre-Order Tracking Form).

Pre-Order Tracking Form

EVENT: Buckhead Baseball

DATEOF EVENT: 08/06/14 | PHOTOGRAPHER: KenD
FIRST/LAST NAME IMAGE/SEQUENCE # DIVISION MODIFIER
Jordan Taylor 0462 Royals Baseball
Wryatt Luther 0469 Royals Baseball
Evan Coltrane 0458 Royals Baseball
Jude Salley 0476 Royals Baseball

NOTE: It would also be helpful to have signage up on Picture day to inform any pre-order
customers that they would need to inform the photographer of their pre-order status, so that
the correct data can be collected from the customer.



7. MERGING PRE-ORDER DATA WITH PICTURE DAY ORDER DATA

IMPORTANT: You must merge pre-order data with picture day order data, after picture day has
taken place.

IMPORTANT: The Pre-Order Tracking Form will be instrumental in this process.

STEP ONE: Type all of the pre-order data (subject first and last name, subject image number,
division and division modifier) into the same spreadsheet used to process picture day orders.

D37 \ Fx
A B C | D | E F

1 Spots FirstName LastName Packages Division DivisionModifier
2 |1-AAA_ D462  Jordan Taylor Royals TSSBaseballl
3 1-AAA_ D459 Wyatt Luther Royals TSSBaseballl
4 1-AAM_0458 Evan Coltrane Royals TSSBaseballl
5 |1-AAA 0476 Jude Salley Royals TSSBaseballl
6
7
g NO PACKAGE DATA REQUIRED. THAT INFO WAS INPUT INTO
10 CORE VIA THE CUSTOMER WHEN THEY PLACED THEIR PRE-
11 ORDER
12
13

NOTE: You can put these at the end of the spreadsheet as long as the correct division has been
assigned to each subject.

NOTE: Package data is not required, as that information was entered into CORE when the pre-
order was placed.

STEP TWO: Upload Images

NOTE: for detailed instructions on how to do this, please refer to the “Uploading Images”
section in either the “Standard Order Entry” or the “Green Screen Order Entry” section of the
CORE Manual.

STEP THREE: Lock Rolls & Align Images

NOTE: for detailed instructions on how to do this, please refer to the “Locking Rolls & Aligned
Images” section in either the “Standard Order Entry” or the “Green Screen Order Entry”
section of the CORE Manual.




STEP FOUR: Upload the Spreadsheet (with the Pre-Order Data Included).

NOTE: for detailed instructions on how to do this, please refer to the “Uploading the
Spreadsheet” section in either the “Standard Order Entry” or the “Green Screen Order Entry”
section of the CORE Manual.

STEP FIVE: Import Pre-Orders

Click on the “Imported Orders” tab on the left hand side, then click on the “Import Pre Orders”
tab at the top.

ECBRE Eﬂ%’gﬂ. Customers Events Reports Setup Queues

1 alert
o_ﬁ Imported Orders
| @15 mported orders  pyant: pre-Order Documentztion Event (26762320)
@ 1 preorder
© 8 email jobs Pre Orders
» Create Mew Event Manage pre orders placed on retzil that nesd to be migrated into unprocessed arders below,
» TSS Events
Event Details Import Pre Orders
Event Settings
Tax & Shipping
Online Settings Unprocessed Orders
The crders fisted below have not besn queusd, Check the orders you wish to procsss 2nd cick "Queus for Transmit”,
S Ereenscrean Backgrotmdsl| - ----------- -~~~ -o------a-- oo e T R e
Offer Sstup
- Caption Overrides
== Carrier: | Return In Box v
malatecony
HQd Packaging: | Envelope v
Man
Upl s Tax Rate: | 00-No Sales Tax (0.000%) ¥
# Automatically choose the tax rate. @ PICTURE DAY ORDERS

Categories Options: ¥ Automaticaly complete these orders, regardless of the balnce due. @
P Automatically transmit the completed orders. @
ETEREDETL If multiple frames exist for a customer, automatically choose the first one.

Process orders as fast as possible. &

Queue for Transmit Delete Save Merge 2l names
Ordering PIN Name Packages Paid SpecialCodes Primary Image Status Division Retail Pre OrderlD
- 4888  |Coltrane, Evan 1 $0.00 =dit | 1-AAA_0458 Royals
e TS 4889  Salley, Jude 1 £0.00 edit | 1-AAA_D476 Royals
- Digital artwork
- Attitude Artwork Queue for Trar Delete Save Merge all names

NOTE: Once the “Import Pre Orders” tab has been selected, any pre-orders will populate in the
“Pre Orders” section.

'y Camrctici
:!: cuRE miEmes  Customers  Events Reports Setup Queues
1 alert
0!al o Imported Orders
© 15 imported orders Event: Pre-Order Documentation Event (26762320)
@ 1 preorder
@ 8 email jobs Pre Orders
y Create New Event Manage pre orders placed on retzil that need to be migrated into unprocessed orders below,
» TS5 Events
Event Datails Impaort Pre Orders
SiEr S'E'fﬁ"?s The following pre-orders need name assignments
T*‘“r& Shipping OrderID FirstNamelLastHame
Onine Ssttings 20 Miyatt Luther Choose an existing name... ¥
- Gresnscreen Backgrounds
Offer Setup Save Name Assignments
- Caption Overrides
Edit Teams/Catagary Unprocessed Orders
HQOE Scans The orders listed below have not been queusd. Check the orders you wish to process and dick "Queue for Transmit”,
Manane Nampes - -------------------------------------------------------------------------------77 -, -




Match all pre-orders with the applicable name from the name dropdown menu, then click on

the “Save Name Assignments” tab.

¥ CORE =&

Codor
Eymbarim

Customers Events Reports Setup

01 alert

Imported Orders

@ 15 imported orders

Event: Pre-Order Documentation Event (26762320)

© 1 preorder

O 8 email jobs

Pre Orders

» Create Mew Event

Manage pre orders pleced on retzil that need to be migrated

» TS5 Events
Ewent Detsils
Ewent Settings
Tax & Shipping
nline Settings

- Greenscreen Backgrounds

Offer Setup

- Caption Owerrides

Import Pre Orders

The following pre-ordg ame assignments

Queues

MATCH PRE-
ORDER NAME
WITH NAME

OrderID FirstNa

FROM

20 Whatt Luther
Save Mame Assignments

Choose an existing n3

Choose an existing g
Create as new namng

CORE CORE
Unprocessed Orders Jordan Taylar
_The orders listed below have not beerg iV RUI]-]4
Evan Cuoltrane
Jude Zalley
Carrier: | Return In Box ¥

DROPDOWN

process and click "Queue for Transmit™.

NOTE: Once the “Save Name Assignments” tab has been selected, the pre-orders will then

populate in the “Unprocessed Orders” section along with all of the picture day orders.

91 alert

@ 1 preorder
9 8 email jobs
» Create New Event
» TS5 Events
Event Details
Event Settings
Tax & Shipping
Online Settings

Offer Sstup
- Caption Overrides
Edit Teams/Categary
HQOE Scans
Manage Names

Manage Images
- Align Images

- 1D Images
- ID Bulk Crrganizer
- 1D Group Images
Proofs: Print & Email
Ordsring
- Bulk
- Individual
- Importad Orders
- Digital artwiork
- Atttuds Artwork

» YM Events

» PR5 Events

> Email Reporting

3CDRE ﬂﬁ'?m- Customers

© 15 imported orders

- Grasnscraen Backgrounds

Upload/Import Images
- Alignment Categories

- Align (Us= for zCrop Only)

» Manage Retouching
» Refresh Act. Events

Events Reports Setup Queues

Imported Orders
Event: Pre-Order Documentation Event (26762320)

Pra Orders
Mznzge pre arders placed on retsi thet nesd to be migrated inte unprocess=d arders below,

Import Pre Orders

Unprocessed Orders
The orders listed balow have not been quausd. Chack the arders you wish to procass 2nd dick "Quaus far Transmit”,

Carrier: | Return In Box v
Packaging: | Envelope T
Tax Rate:

00-Mo Sales Tax (0.000%) ¥

# Automaticaly choose the tax rate. @

¥ Automaticaly complete these orders, regardless of the balnce due. @
Automatically transmit the completed orders. @
If multiple frames exist for a customer, automatically choose the first one.
Process orders as fast as possible. &

Options:

Queue for Transmit Delete Save Merge al names
P ; . 5 _— ’
l 4887  Luther, Wyatt 23 adt | 1-AAA_D469 Royals VG3578879
4888  Colftrane, Evan 11 £0.00 | Tedtt | I-AAA_D4DE Royals
4889  Saley, Jude 1 £0.00 edit | 1-ARA_D476 Rovals
Queue for Trar Delete Save Merge all nameas

Successfully Processed Orders

The orders below have been processed, If the order has nat been transmitted, you can dick "Remove from Queue” to cancel the

order and zllow them 1o be processad again.

PIN Name Pose  Packages  Pose  TaxState Tax Shipping ~ SubTotal Paid Total T OrderID Retail Pre OrderID

Remove from Queue o




STEP SIX: Transfer & Identify Group Images

NOTE: for detailed instructions on how to do this, please refer to the “Transferring &
Identifying Group Images” sections in either the “Standard Order Entry” or the “Green Screen
Order Entry” section of the CORE Manual.

STEP SEVEN: Queuing Orders for Transmit

NOTE: for detailed instructions on how to do this, please refer to the “Queuing Orders for
Transmit” section in either the “Standard Order Entry” or the “Green Screen Order Entry”
section of the CORE Manual.

STEP EIGHT: Transmitting Orders

NOTE: for detailed instructions on how to do this, please refer to the “Transmitting Orders”
section in either the “Standard Order Entry” or the “Green Screen Order Entry” section of the
CORE Manual.
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