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Start a New Flip Project 
 
Access www.activemerchandiser.com and choose “Login” on the upper right. Enter your Active 
Merchandiser user name and password, and click “Login.” On the Get Started page, choose  

 
 
Now you should see the Flip “Project” page.  At any time, you can use the Rename link to 
rename your project or the Delete link to delete the project. In the future, your Flip project will 
show up on your homepage, along with all the other Flip projects you’ve been working on.  
You’ll be able to click “open project” and resume your editing from there. 
 

 
 
Then choose Step 1: Import PDF 
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Now browse for the catalog PDF in your computer, and double click it.  The file will be imported 
automatically. 
 

 
 

Click the “next” button when the PDF upload is complete. The system will process the PDF for 
you. This may take a few minutes, depending upon your file size.  
   

 
  
Have More Than One PDF? 
 
If you’ve loaded previous images or PDFs, you can choose to append new to existing ones. 
   
Don’t Have A PDF? 
 
You can assemble a catalog by importing individual pages from image files. You may choose the 
Step 1: “Import Page Image” from the project page or select the link marked “here” as shown 
above. For additional information, see our tutorial entitled “How to Import Catalog Page 
Images” to see how. 
When you’re done, click “Finish and Go Back.” 
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Back at the My Project page, you can see how your flip looks in the pop-up preview pane by 
clicking thumbnail of your project or the preview link in the top right corner. 
 
Do you need help with the Flip preview pane? Click the question mark (located in the upper 
right corner) for access to a full help menu.  
 
Step 2: Table of Contents 
 
Would you like to add a table of contents to your catalog?  Click Step 2: Table of Contents on 
your Project page.  
 
 

 
 

Click “Add Entry,” enter a “section name” into the available space, and add the number of the 
page where that section begins.* 
 
*Remember that you may have unnumbered pages at the beginning of your catalog, such as 
one for a cover image or one for contact information. Be sure to add those pages to the total 
number, making the result reflect the actual (physical) page.     
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When you click “add entry,” you’ll be given a new space for more section entries. Continue your 
list, or click “cancel.” When you open your Flip preview, you’ll see the Table of Contents button 
on the left side.  Click to expand. Want to make changes? Simply close, minimize or move your 
preview pane and continue with your edits.  
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Step 3: Publish Your Catalog  
 
Once you’ve got your project configured the way you want, it’s time to share it with others! 
There are a few different ways to do this. On your Project page, click one of the Step 3 options: 
 
A: Publish Online 
 
There are four ways to have your Flip catalog display on your website. These options range 
from simple linking to more heavily integrated displays. Choose whichever option you believe 
would be best for your particular needs.  Many options can be done without the need for any 
advanced development skills. 
 

 
 
 
 
 
 
 
 
Want To Do Some Fancy Linking? 
Use the ‘Copy and Paste HTML code’ option and click the “More Options” button to change 
your screen size, page format, or display mode.  After you click “apply,” these changes will be 
saved in your copied links.   
 
 
 
 
 
 
 
 
 
 
 

1. Our most common and easiest to manage 
option is the Flip Group. Flip groups allow 
users to quickly post and manage their 
catalogs on their websites with minimal 
work following initial placement. 
 

2. Animated links add a bit of motion to a 
webpage by showing a slideshow preview of 
the catalog right on the page. 
 

3. Simple linking is just a quick link that can be 
placed on a website to link directly to a Flip 
catalog. 
 

4. More advanced integration options such as 
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B: Send in an Email 
 
Follow the instructions to create a Flip enhanced email message. 
 

 
 
C: Generate a PDF with Create (Optional) 
 
You can create a PDF from your finished Flip catalog.  
 

          
 
Click “Finish and Go Back” to preview your catalog or close your editing session.  
 
 
 
 
 
 
 
 
 
 
 

Click the format you’d like, and 
then “Generate PDF.”  

 
You’re done! 
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More Options 
 
Did you notice the “Hot Spots,” “Look + Feel,” and “Edit with Create” links?  These are also 
found under “More Options” on your Project page. Let’s explore them.  
 

 
 
Hot Spots  
 
Hot Spots are areas within your Flip project that will link to a web page, display product 
information, jump to a related page in your Flip catalog, or display product codes and link to full 
product information.  When the customer clicks here, the specified action will occur.  Click the 
Hot Spots link to add them to your catalog!  
 

 
 
Click on the page near the outside of the area where you want to place an “active” (link) hot 
spot.   You’ll see a little circle appear.  Click again in another area, creating a box that encloses 
the product but does not encroach upon another product.                                 
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Now decide which type of hot spot will work best for you.  
 
Take a second to see how each hot spot type will look when the customer places their mouse 
over them. 

 
 
The “Link” option creates a link directly to your website or product information. 
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The “Xproduct” option allows you to enter information about the product directly to the popup. 

    
 
The “Page” option creates a link to another page of your Flip catalog. 

   
 
The “Product” hot spot shows your product code, and will link to full product information in 
your Active Merchandiser Product Data Library. 

   
 
Video Spots 
 
In addition to adding in interactive links to your Flip catalog, you may also add YouTube video. It 
is quick and easy to add full video capability to any catalog with just a few simple steps.  
 
For a full walkthrough for video hot spotting, please refer to our “Adding a YouTube Video” 
tutorial in the Help section. 
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Look and Feel 
 
The Look and Feel tab allows you to change the background color and presentation of your catalog.  
 

 
 
“Advanced Options” allows you to make more specific adjustments. Refer to HTML code  
for assistance.  
 

 
 
Delete Pages 
 
The Delete Pages link will take you to the Import Page Image editor which will allow you to 
easily navigate your Flip catalog, add, delete, or replace pages. This is a great tool to use when 
trying to insert pages or swap out page images. 
 

You can choose to have your Flip display 
faster… 
 
You can select a logo (cover) image, choose 
to use only the name, or use nothing at all…      
 
You can create a visual break between 
pages… 
 
…and select a skin (background) color.   
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Edit With Create 
 
The Edit with Create option allows you to do lots of fun things with your catalog! Build unique pages, 
add text and shapes, add bulk product links, and more. Refer to the Active Merchandiser Create tutorial 
or contact activemerchandiser@whereoware.com for more details.  

 
Dynamic Pages 
 
Dynamic Pages allow users to quickly manage and apply promotions to their catalogs. Whether 
a project is assembled through the Create tool or imported into the Flip tool, Dynamic Pages 
can be applied as long as there are hot spots. Dynamic Pages can be enabled through the 
Settings menu. Refer to the Active Merchandiser Dynamic Pages tutorial for more details. 
 
One-Click Catalog Update 
 
The One-Click Catalog Update feature allows you to update product information and images for pages 
generated using the Create tool. This powerful tool gives users the option to change the product fields 
and images that are displayed in their catalog in one simple step. No need for a reprint. Refer to the 
Active Merchandiser Create tutorial or contact activemerchandiser@whereoware.com for more details.  
 
 
For more information, contact activemerchandiser@whereoware.com. 
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