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Introduction

About PrintSmith Vision

PrintSmith™ Vision is a browser-based print management system for commercial printers, trade printers,
copy shops, and quick printers. To help you run your business efficiently and profitably, PrintSmith Vision
combines estimating, invoicing, billing, point of sale, and accounts receivable in a single product.

PrintSmith Vision supports commercial printers, trade printers, copy shops, and quick printers. It provides
the features needed in commercial printing (like support for web presses, signatures, and large format
presses) without requiring that you use or understand features that do not apply to your business. As your
business grows and changes, however, PrintSmith Vision is flexible enough and powerful enough to grow
with you.

About Estimates and Invoices

Estimates are quotes you give to prospective customers indicating what you will charge for the work they
want you to perform.

Invoices show the actual price of the job and then serve as a bill for the work you performed.

Note Because estimates and invoices in PrintSmith Vision are so similar, this manual often uses the term
document to refer to them.

An estimate or invoice may include more than one job, and typically also includes some charges related

to the work involved, for example, a charge for design work, ink, cutting, or boxes.

In many situations estimates are unnecessary. If you know you have the job, you can just create an invoice

for the customer. For complex work, however, estimates help you determine an accurate selling price as

well as give you a way of submitting bids based on different quantities and different stock. If the customer

accepts your quote, you convert the estimate to an invoice, meaning the estimate is won; If the customer

rejects the quote, the estimate is archived (as part of the customer’s estimate history) and considered a

loss.

Tip For small simple jobs, you can use POS (point of sale) in PrintSmith Vision to record a sale and print out
a cash register style receipt. In this case, you typically bypass invoices altogether since the cost of
preparing the invoice could exceed the amount of the order.

The content of estimates and invoices is very similar, as is the procedure for creating them. Estimates

and invoices each have their own numbering system, however, and they are handled differently in the

system.

Warning If you use pre-printed forms for your estimates or invoices, they should not be numbered; PrintSmith
Vision automatically assigns numbers to both estimates and invoices.

Accurate estimating is a key part of the sales cycle. In PrintSmith Vision, you can create a simple quote

quickly, as well as perform sophisticated estimating when you are bidding for jobs.

PrintSmith Vision comes with a completely defined pricing system with definitions and functions for

everything from prepress to packaging. This pricing system can be adapted to your business so you are not

defining the system from scratch.

You can price products, services, or materials using any combination of pricing methods such as flat rate,
cost plus markup and/or rate, hourly rates, variable markups, and price lists. You can use the pre-press and
bindery charges supplied by EFI, adapt them, or create your own. Likewise, you can use or adapt the stock,
press, digital definitions, and price schedules supplied by EFI or create your own.
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About Cash Register

Cash Register in PrintSmith Vision provides all the functions you normally expect of a dedicated cash
register. You can enter sales and payments, keep a record of each transaction, print receipts, process credit
cards, and open a cash drawer.

Note Integrated credit card processing, the cash drawer, and the receipt printer are optional purchases.

Because the cash register is part of PrintSmith Vision rather than a dedicated machine, PrintSmith Vision
can provide a detailed breakdown of each transaction by date/time, the person who performed it, what was
done, and the account to which the transaction was posted. If you have an external cash register, you can
use POS to enter the totals from the register into PrintSmith Vision; this information then becomes part of
the detailed sales analysis that is typically performed each day.

Even if you have no need for a cash register, the cash register program serves as a link between estimating
and accounts receivable by tracking each estimate and the status of all jobs in progress and those awaiting
pickup or delivery. When an invoice is delivered to a customer and picked up in PrintSmith Vision, it is
automatically posted to accounts receivable and added to the full account history for each customer.

About Pending Documents

When you first create a new document, PrintSmith Vision puts it on the pending list. This list includes all the
“active” invoices and estimates in your shop, and is displayed in the Pending Documents window. This
window is your “command center” in PrintSmith Vision for working with active documents.

Tip You can also view a summary of the pending list from a mobile device.

Eventually, each document in the Pending Documents window is removed as follows:

*  You convert estimates to invoices if you get the job, or void (cancel) or archive them if you do not
get the job. You can track archived estimates in estimate history.

+ As work on invoices is completed, you pick up the invoices and indicate they were paid. You can
track picked up and paid invoices in the history that PrintSmith keeps for accounts.

The documents in estimate or account history are “locked” since they form part of the audit trail PrintSmith
Vision maintains. All details in the document are retained, however, and you can copy these documents to
new estimates or invoices. You can update the pricing with the latest prices when you copy a document, but
all the descriptive information and notes you made on the job (the location and condition of the artwork,
special pricing instructions, and so on) are retained.

When you copy a document from history, PrintSmith Vision keeps track of the source document. For
example, the old document number is displayed in the document window and printed on job tickets. If you
file artwork by document number, and get a repeat order, the job ticket has the old document number so you
can locate the artwork.

About Purchase Orders and PO History

Many jobs require items such as paper or ink that you must purchase. To help you manage the purchasing
process, you can create purchase orders in PrintSmith Vision for the kinds of supplies or outside services
that you typically need for the jobs you produce. Purchase orders can be created in the Invoice program and
in PO history.

The PO history program will show you the current and closed purchase orders. Here you can view a specific
purchase order and modify or change the status. There are several column headers that can be used to
filter or search for purchase orders.
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About Quick Access

Quick Access provides a view of the status of orders taken by the logged in user or for the entire plant.
Quick Access includes:
« Estimate, invoice totals and total orders for the previous day and current day.

* Year to date and month to date totals of orders, sales, and journal entries.
* Lists of invoices due today, overdue, and in proof.

« A list of estimates still in a pending state, with the ability to open and review them. When an
estimate is open, you can convert it to an invoice so you can go ahead and produce the job and bill
the customer.

* A log of the communication that has taken place with customers, with the ability to follow up on
issues.

About Work in Progress

Work in Progress displays the open jobs or documents. There are several options to filter the documents
including those that are outsourced and for Fiery production. You can set up new filters or use the ones
already setup based on due date. The jobs and documents can be set up by color to identify past due,
pickup ready, hold or those with a firm wanted by date.

From here you can access the jobs and documents and see the detail. You can also send jobs to Fiery
production if that is part of your workflow.

PrintSmith Vision: EFI-Hosted vs. Customer-Hosted
PrintSmith Vision can either be hosted by EFI (cloud-based) or hosted by you at your facility.

* EFl-hosted

When EFI hosts PrintSmith Vision for you, PrintSmith Vision is installed on a server in the EFI hosting
center, not in your facility. This cloud-based option means that EFI takes care of the hardware and software
infrastructure for you, as well as the installation of PrintSmith Vision, updates, backups, and so on.

* Customer-hosted

If you are hosting PrintSmith Vision, the PrintSmith Vision server is at your facility so you control the
hardware and software infrastructure and are responsible for installing and updating PrintSmith Vision,
performing backups, and so on.

Most PrintSmith Vision procedures are the same whether EFI is hosting PrintSmith Vision or you are hosting
it, but some procedures are different and some apply only to EFI-hosted or only to customer-hosted
installations. PrintSmith Vision - EFI-Hosted Guide explains what is different in EFI-hosted installations. If
EFl is hosting PrintSmith Vision, be sure to use this guide together with other guides like this PrintSmith
Vision — Setup and User Guide. Other guides will indicate when a feature or procedure applies only to
customer-hosted installations (not EFI-hosted).
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Contact Information

EFI Support

Web Site: https://customer.efi.com/support

1.855.EFI.4HLP
480.538.5800

UK Phone: +44 (0) 800.783.2737
EU Phone: +49.2102.745.4500
E-Mail:  Printsmith.support@efi.com

US Phone:

Regular US Service Desk hours are 7 A.M. to 5 P.M. Mountain Standard Time, Monday — Friday

Regular UK Service Desk hours are 8 A.M. to 5 P.M. Greenwich Mean Time, Monday — Friday

Regular EU Service Desk hours are 9 A.M to 6 P.M. Central European Time, Monday — Friday

Outside of these hours, you may leave a voice mail message and an on-call support representative will be
paged. Response time is based on the severity of the issue.8

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of

issues.

EFI Professional Services

US Phone:

US Fax:

US E-Mail:
Outside US E-Mail:

651.365.5321

651.365.5334
ProfessionalServicesOperations@efi.com
EMEAProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI software installations and upgrades. This group can also
help you implement, customize, and optimize your EFI software, plus offers a range of training options.


https://customer.efi.com/support
mailto:Printsmith.support@efi.com
mailto:ProfessionalServicesOperations@efi.com
mailto:EMEAProfessionalServicesOperations@efi.com
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System requirements

Client Requirements
PrintSmith Vision Client Requirements (one on which PrintSmith Vision is not installed) are:

e  Operating system: Windows 7, 8, or 10
e Macintosh OS X 10.13 (High Sierra) or higher
e Memory: 4 GB minimum (more memory will improve performance)

e Browser Requirements

oS Browser Browser Version Comments
Windows 10
Professional
Version 68.0.3440.75 -
Google chrome (64 bit) Certified
Windows2008 R2
Standard
Mozilla 61.0.1 (64-bit) Certified
Microsoft Edge 40 Certified
Mac OS 10.13 Safari 11.0 (13604.5.6) Certified
(High Sierra) ]
Chrome Version 6503325181
(64 bit) Certified
i0S 11.0.3 (15a432) Safari 11.0 (13604.1) Certified
iPad Chrome 62.0.3202.60 Certified

Monitor and Resolution Requirements
PrintSmith Vision is designed to be viewed and used on a large monitor with high resolution:

® 19-inch monitor
e  Minimum resolution of 1280 x 1024

Note: Important If you are using a laptop, to see estimates and invoices in full, the height (second number) must
be at least 1024 pixels.
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PrintSmith Vision Basics

How PrintSmith Vision Works

The computer where PrintSmith Vision and its database are installed is known as the server. If EFI is hosting
PrintSmith Vision for you, the server is in the EFI hosting center; if you are hosting PrintSmith Vision, the server
is at your location.

To run PrintSmith Vision, you use a browser from a client computer. For information about supported browsers
and client computers, see the PrintSmith Vision — Release Notes or the PrintSmith Vision - Installation and
Upgrade Guide.

Important When PrintSmith Vision is customer-hosted, the server computer must be configured not to go to
sleep. If the server goes to sleep, users who are running PrintSmith Vision from other computers will get a
“server down” message, and will be unable to use PrintSmith while the server is in sleep mode.

When PrintSmith Vision is customer-hosted, you can also run PrintSmith from the server itself.

Keyboard Shortcuts

If you like to use the keyboard to accomplish tasks, several keyboard shortcuts are available. A keyboard
shortcut is a combination of keys that you press at the same time, for example, CTRL+C means you press the
CTRL key and c at the same time.

Note On a Macintosh computer is the equivalent of CTRL on a Windows computer, and OPTION is the
equivalent of ALT.

When a keyboard shortcut is available for a command on a menu, it is displayed next to the command, for
example, CTRL+ALT+I for Invoice > Create Invoice.

Keyboard Shortcuts

Mew Invoice Ctrl + Alt + |
Mew Estimate Ctrl + Alt + E

Open Invoice by number  Ctrl + Alt + O

P P . aers

Here is where you can logout or go to the Legacy Ul version

@@ Goto Legacy UT g

I \\elcome admin

tries Logout
e — -
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Searching

For each program there is a search feature. You can search for different documents by using the dropdown.

Estimate Search Q

i [nvoice

We.b Drde.rs This Month
Delivery Ticket
721 Purchase Order § 35,582.35
K1) I — $12,318.55

Navigation

This panel allows you to access the different programs.

Quick Access

Estimate

Invoice

Pending Documents

Waork In Progress

Cash Reqgister

PO History

At the bottom of the navigation panel there are other options.

Settings

Templates List
Email Template

Table Editor >
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Template List

Templates List will take you where you can see all the existing templates. You can identify which type of
template it is by the icons, Invoice, estimate or job or choose to view all templates. The user can search for
templates by using the column headings.

Templates
B All Types B (& o 17) (8 estmate 30) (Buos 52)

(¥)

Template Name Doc# Category Created By Medified On Job Count
Select Date Range

=] 10005-2PgMail Nebula admin 29/06/2018 1 $113.74
B 16pp 4Col Booklet Comb Bind admin 31/08/2015 1 $404.31
B 160D 4Col Booklet Saddle Stitc... admin 31/08/2015 1 $697.26
B 4 Col BC iside - Digital admin 29/06/2018 1 $161.11

If you select a template, then you have the option to delete or change the category you want the template
grouped under.

Templates
g . ™y . e Ny
B3 All Types 98 U,%j Invaice 1?/| ( Estimate 30) \ B Job 51)
1 ltems selected [Clear] [ Change Category ] l B Delete
i Change Category “ Doc# Category Created By
broucher_jpeg

broucher_jpeg - Co
B : i JPeg i Nebula admin
broucher_jpeg - Copy(1)

B : 18 earier admin
= 16 LEAFLET - Copy ! admin
B : 4| Nebula v admin

You can also duplicate or delete the template using the icon next to the check box.

3R : 10005-2PaMail

=N i 16pp 4Col Booklet Comb Bind
Duplicate 16pp 4Col Booklet Saddle Stitc...
Tl Delete 4 Col BC 1side - Diaital

B : 4 Col BC Zsides - Digital
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Template Category

If you select Template Category you will be taken to a screen that list the categories. Here you can search for a
specific category using the columns at the top.

( E:‘ Template Categories (9)

Category Name Created on Created by
l | Select Date Range
i broucher jpeg 19/06/2018
g broucher jpeg - Copy 19/06/2018

broucher jpeg - Copy(1 19/06/2018

LEAFLET 14/06/2018

LEAFLET - Copy 19/06/2018

~

You can also create a hew category by selecting the + Category button. That will take you to a new screen
where you can add a category. You can also add an image to the category and a layout.

Create a Template Category

Category Name

Business Cards

Choose Thumbnail Image

Seledt files... 1

=
(]
(e
m
&
@)
B
oE
B
0

Email Template

Email Template will give you three types of template for your emails, Invoice, Estimate or Purchase Order. Using
the place holder drop down you can select the information specific to that email that you want to send. Select the
place holder and then select Insert. You can add images to the email. You can see a preview of the email before
sending.
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Invoice Template

Email Template

Estimate Purchase Order

Ic
»
&
iii
ili
L
&
B
Ii.l

Normal $ Sans Serif ¢ B I

Hi [ContactFirsthame].
Thankyou for your recent order with us.
Please find attached your Invoice [DocumentMumber].

If you are The Accounts Contact and paying via EFT, please use the invoice number as the reference.

Kind Regards,

Place Holder [ Document Total ] [ Insert

[ Load Flex Emai Template

Account Name "

Account Number

Document Mumber
Document Wanted Date

Document Title

Document SalesRep

Estimate Template

Email Template

Normal ¢ Sans Serif # B I U G @ > T

>
k]
it
iii
I

Hi [ContactFirstName].

Thank you for choosing Snap. please find attached your Quotation [DocumentNumber] for [DocumentTitle] as per yvour request. If you have any questions or if there is anything you would like me to clarify or add
please feel free to contact me via the details included below.

If your order is urgent please contact us by phone as soon as is possibly convenient so we can arrange our production schedule to accomaodate your order, otherwise an email reply with your confirmation and
when you would require it to be completed by would be all we need to schedule your order.

Thank you for your enguiry and we look forward to hearing from you soon.

Kind Regards, o

Place Holder [ Document Total ] Load Flex Emai Template

[ Add Image

Account Name
Account Number Cancel
Document Number

Document Wanted Date

To
Document Title
Document SalesRep
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Purchase Order Template

Email Template

| Invoice Purchase Order

Normal $ Sans Serif # B I U A & = = = ® E o IF

Hi [ConmtactFirstName].

Please find the attached Purchase Order #[PONumber] for your reference.
Please make order out to C/O:

PO Contact Name (Autharised purchasing officer): [Buyeriame]

PO Contact Email: [BuyerEmail]

PO Contact Phone: [BuyerPhone]

If you have any guestions pertaining to the attached PDF please feel free to contact us via the details included below.

Kind regards.

Place Holder Document Total l Insert ] l Load Flex Email Template

Table Editor > Vendor

Once the user has upgraded to 4.1.0 the vendor and supplier table are merged and displayed as one table in
HTML, labeled Vendor. Going forward the supplier table will be listed as Vendor table in purchase order in
HTML. A user using HTML will not be able to edit/delete the vendor details and supplier details in Flex.

Table Editor will take you to a short cut menu where you can enter or edit vendor information. Selecting the plus
+ will allow you to add a vendor or you can select an existing vendor from the drop down.

NOTE You can only add vendors from this screen.
Edit Vendor Details (4 ) ()
Vendor CMYK Hub [ Use In Purchase Order ] °
Name CMYK Hub CMYK Hub
Street 1 52 Skarratt St North Street 2
City SILWVERWATER State NSW
Country Australia Zip 2128
Phone 96482391 Ema
> Contact Details
> Miscellaneous v

Opening other portions of the screen will allow you to enter contact detail or miscellaneous information.
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Note you must check the box “Use in Purchase Order” in order for this vendor to be displayed on the
vendor list in the purchase order program

Logging in to PrintSmith Vision

When you log into PrintSmith Vision you will be given the option of using the Legacy version or HTMLS5 version
which is referred to as Fast-track. For some functions you can still use the Legacy version. When you log in to
PrintSmith you will first see this screen.

Welcome, to new Fast Track Ul Experience!

All your favorite features organized in a more intuitive way

Advanced experience iPadftablet support Faster, Reliable
Userfocused clutter free Ul allows to Responsive Ul allowing to make your Faster response with your activities and
make your operations easier for you operations from anywhere Made it most reliable to grow your profits

Login to Legacy ] Login to Fast Track

[] Don't show this en every Login

Selecting the option to “Login to Legacy” will take you to the Legacy version. If you select “Continue to the Fast-
track version you will be taken to this sign in screen. You can use the “Don’t show this on every login check box if
you only use one version.

NOTE You can still move from Fast-track to Legacy from each program.

PrintSmith Vision

Username

P word

Password

After signing in you will be taken to the Quick Access screen
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Quick Access

The Quick Access screen provides a view of the status of all records in the shop. If you only want to see your
records then select “Show only my records”. This will change the display to only the records of the current user.

NOTE

information or MY information if “Show only my records” is selected.

Quick Access includes:

e Quick Access to other applications
e Invoices Due Today
e Invoices Overdue

e Location as set in the Dash Board preference

e Pending Documents
Customer log

The Quick Access screen can be modified to change the widgets and shortcuts displayed.

The headings of the different widgets will change to indicate if they are displaying the SHOP

= PrintSmith Vision Invoice Search Q
[ Estimates B Invoices Bl Total Orders @ Sales Bl Journal Entries
Friday Today Friday Today This Vear This Month This vear This Month This Year This Month
& Shop $0.00 @ §0.00 (@ $0.0000) $11,336.08 3) $31,93563 §31,935.63 §3,048.44 §3,048.44 $0.00 §0.00
@ web $0.00 (0) $0.00 (0) $0.00(0) $0.00 (0) $12,31435 §12314.35 $635.53 §635.53 $0.00 $0.00
N
Quick Access U
Create Estimate e Create Invoice 9 Pending Documents Work in Progress Cash Register Q PO History
Shop Due Today(1) @ shop Overdue(571) Y (@) = Shop Location On Proof(15)

Invoice# Account Taken By  Amount Invoice# Account Taken By Due Date Invoice# Account aken By Item#

E025-141974 The Star Entertainment Group  admin $126.21 F025-140859 Keith Soames Real Estate Horn...Johnw 27/10/2017 E025-141016 Denistone Financial Serviceg/  Johnw 1
F025-141063 None AndrewP  31/10/2017 F025-141020 Pablo and Rusty's Johnw 1
F025-141087 Sydney Adventist Hospital JasonO 02/112017 F025-141022 Action Portraits Johnw 1
F025-140730 Smartline Adelaide AndrewP 031172017 F025-141099 The Churcff Jesus Christ Johnw 1
F025-141329 WALK-IN AndrewP  03/11/2017 F025-141120 ustralia) Pty. Ltd Johnw 1

Shop Pending Estimates(3) & E 0] Shop Customer Log(43)

Created On Estimate Account Description Taken Amount FOLLOW-UP

11/06/2018 F025-159276 The Star Entertain... admin 5000 B w2 eval Fr—

13/06/2018 F025-159278 The Star Entertain.. ANT0008 Antidote Loyalty Ca..admin 545422 follow up

14/06/2018 F025-159279 The Star Entertain.. ANT0008 Antidote Loyalty Ca..admin $ 55167 Created by admin Ffn-upby  Veer

Customer None follow-up date  18/06/2018

You can modify this display.

Show only My Records
# Customize Mode
88 Add/Remove Options
Reset Default

LR Sy B . = i

<

¥

LS

Across the top you can see the quick access buttons that will take you to the different applications. Customize
mode allows you to select the widgets you want to see on your dashboard. You can remove widgets by

selecting the red X next to the widget.




Quick Access | ® 19

I

Customize Home - Change placement for Quick access option or Dashboard Widgets or Remove them by clicking on the right hand icon.

Nuick Access
(>} (] 9 9

Create Estimate Create Invoice e Pending Documents Work in Progress

Due Today (0) (O overdue (178)
y

Using the Add Remove Options you can select which widgets you want to be displayed.

Add Remove Options
Quick Access Widgets
Create Estimate Due Today
Create Invoice Overdue
Pending Documents On Proof

Work in Progress

Cash Register
PO History Customer Log

Pending Estimates

You can also reset the standard default widgets

On each individual widget you can select to have the widget removed from the dashboard. The Show All button
will take you to the pending documents screen where it will display the documents for that widget.

O] Shop Overdue(571) “ 'E(
Invoice# Account © Remove Widget Date
F025-140858 kKeith Soames Real Estate Horn... John 2702017
FO25-141063 Mone AndrewpP aAao2007
F025-141087 Sydney Adventist Hospital JasonQ 02/11,/2017
F025-140730 Smartline Adelaide AndrewP 03/11/2017
F025-141329 WaLK-IM AndrewP 03/11/2007
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The customer log widget will display actions that you have scheduled for accounts.
[2) Shop Customer Log(43) ' _
FOLLOW-UP
@ 141612 EMAIL 18/06/2012

follow up
Created by admin Follow-up by Weer
Customer Mone Follow-up date  18/06/2018
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Estimating

Creating Estimates

Creating a New Estimate

B

You can search for the account by account number, phone number or email address using the search code

listed below.

ANOW searcn tnrou

@) Account + Contact - (Default Prospects

NoteAdd below Prefixes to search Customer based om:
Account Mo: "#"; Phone Mo: "ph:"; Email: "e:";

v S

When searching with Account + Contact selected and Prospects unselected you will only see accounts.
With Account + Contact unseleced and Prospects selected you will only search Prospects.

With both selcted you will search for both Accounts and Prospects.

Prospects have not yet done business with you, but you hope to turn them into customers. Customers have
done business with you, and invoices have been created for them. Once you create an invoice for a
prospect, that prospect is automatically converted to a customer. If customers become inactive, they can be

turned into prospects again.

You can identfiy the type of account by the symbol next to the name.

Choose Customer

ad|
Account - »iii Adventure Travel
business
b & Wade Link - EF
Account -
Individual |~  Chad Zuehlsdorff - EFI

»®  Bill Bradley - Toys R Us

Prospect
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When you select the account, the program will automatically enter the default contact person.

New Estimate
Choose Customer
Sydney University Rugby Club

Create From
@ Create New Job
Job Method

() Account History () Templates

Contact Person

E| [MorganPefanis

Sarah Dill-Macky
Morgan Pefanis

Kirsty Stevens

Hugh Wilson
=

Outsource

B

Multi-part
Job

=

Quicklob
DigiColour

=

Quicklob
DigiBW

2 ® I
Printing(Off_s Digital
et) Colour

&

List

©

Rubber
Merchandisg

W
Digital B&W Stamps

Blank

Cancel

~

You can select a different contact by using the drop down

There are different options for creating a new estimate depending on your preference settings. Under
Preference > HTML you have the option of selecting Template Category View. With this unchecked you will
have the option of creating an estimate from a new job, account history, job templates or invoice/estimating
templates. With this checked the options will change to a new job, account history or template. When you
select template, you will be shown a list of template categories that you can use to find a template. For more
information on “Creating Template Categories” see page 14.

Create New Job

After selecting New Job, you will see several options as to Job Method. Once you have selected the job
method you will see a job detail sheet specific to the job method you selected. In this example the job
method was Printing Offset.

The job method is already filled in from the selection on the first screen but you can change it here if needed.

Job Method [ Printing(Off_set) ]
. "y
Location Multi-part Job JoH
Printing (Off_set)
Press Digital B&W
Digital Colour
Description
Blank
List
Stock Cutsource .

1. Select the product. Products are set up under Admin > Table Editor
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Product| Booklet/Manual

| @ Finished
A

Brochure
Business Card
Card
Certificates

Creative

- - - ~
Job Comment BookletyManual

Vi

Brokered

You can identify if this product is finished byAelecting the toggle.

You can identify if this product is to be brokered.

You can select the location from the drop-down list. Production locations are set up under Admin > Table

Editor

Location

Complete 30
Press Consolidate Inwv
.. Courier Delivered
Description
Dispatched

INV - End of mnth

Stock INV - end of wk
Jimns Delivered

Parent Size MEW Corp—30 davs

Next enter the press and description.

Press 1 Colour - Simple

Description  Printing(Off_set)

Using the drop down you can select the stock to be used. When you select the stock the parent size will
automatically be filled in from the stock information.

Complete the run size, finish size, folded size, original sheets and UP/ON. With this information an image

of the layout will be displayed.
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Parent Size A3 RunSize A3
[~ 114.07 ‘
Finish Size  Cé Folded .
Original Sheets 1 0] UP/ON 4 1 4
Press 0
Run Method @® Sheet Wise Work & Turn Work & Tumble

You can also identify if the material is special order. If you need help in identifying the stock you can use
the stock picker and paper calculator functions. You should also pick the run method.

+ New ltem (E)(@)( ) ‘ﬁ‘
JobMethod  Printing(Off set) Product:} @Finished Brokered [ Price Breakup

Quantity 1
Location Job Comment
In Sets Of 1
Press 1 Colour - Simple i
Price $71.00
Description ~ Printing(Off_set) iight 000

B Charges ® add e

Stock (&) (4 ) [supptied [ Special Type Quantity Charg
: - K Special
Parent Size Run Size (@) Order |y aste
. > Imp/Run
Finish Size Folded Stock
Picker | 7 Charges Breakdown
Orginal Sheets 1 0 Up/ON 1 1 \
Press 0 Paper
Calculator
Run Method ® Sheet Wise Work & Turn Work & Tumble

Stock Picker

You will have the ability to pick the stock from a pre-defined list. You can use the blank fields at the top of the
screen as filters to find material.

Stock Picker

Group Type v Advance Fiter Reset Special Order
Stocks (358)

Stock Name + Weight Size Color Generic C...  Finish Thickn... Grade CWT Vendor Stock Nu... Produ... Qtyo... C
Vangard Window #10 24 95x4... White White 0 27274 Ingram 5460 0 0
Vangard #10 24 95x4... White White 0 235.63 Ingram 5457 0 0
Vangard #10 24 95x4... White White 0 14276 Ingram 5454 0 0
Valley Forge Parchment C... 60 6.5x95 Softlris Pink 0 299.34 Xpedx 0839-40090 5321 0 0

Valley Forge Parchment C... 60 6.5x95 Sterling Sil... Gray 0 299.34 Xpedx 0839-4009S 5318 0 0
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This will help in determining the amount of parent sheets needed and the material cost. You enter the
specifications and the system will calculate the amount of material needed for the job.

Paper Calculator

Sheets Qut
B0 outof0=0
Cuts to Run Cuts to Finish
L =
Parent Size
Run Size
Finish Size

[ Work and Tumble
[JBack Trim, Parent

[ Trim Four Sides

[ Disable FSC options

Run to Finish Grain

Neither

O Grip Edge/Gap

Size

I Folio Edge

Size

E Colour Bar
Size

0.25

[El White Space
H Gutter

E3 Bleed

o«

«

Parent, Finish

Job Summary
Starting Size
Sheets Qut
Grip Edge
Grain Direction

Swing/Combo Cut

Parent, &Run

Run, &Finish

o
(Top/Bottom)
NEITHER

Ne

Size Out
Cuts: 2
Folio Edge (Top/Bottom)
Color Bar Size 0.25
Waste 0.00%
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Special Order

If the stock for the job is not part of your inventory then you can select the option for Special Order. This allows
you to specify a special-order material. Here you can enter the material specifications.

If user wants to add the special-order stock into Stock definition for re-use then he needs to enable “Use in
future” option.

Special - Create New Stock

Stock Details Price & Quantity

Stock Name I\ I

Stock Method Sheet Stock Vendo
Stock# De etric Exclude fro &
Stock Type Business Papers Basic Size 17 x 22
olo Generic Colo
Weight 0 Thickness 0 Caliper
1 Grade
Coated None 1 Sided 2 Sided
Sheet, on 0 Carton Weight 0.00 eig 0.00
Charge for entire Order
e 0
C 0 n. Cut Chg 0

After completing the first screen, the second screen allows you to enter cost information for different quantities.

Special - Create New Stock
"
Qty Adjustments
Costing Unit 1000 #Sheets/Sets 1
Quantities Cost OWT Markup List/M
1,000 0.04 0.00 1.50 0.00
5,000 0.04 [ o.00} 1.45 0.00
10,000 0.00 0.00 1.40 0.00
15.000 0.00 0.00 1.35 0.00
20,000 0.00 0.00 1.30 0.00
25,000 0.00 0.00 1.25 0.00

Select Done when you are complete and the information will be copied to the job detail screen.
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Inks

You can identify the number of colors, passes and washes for the front and back of the material. You can also
select or type in the ink to be used from the dropdown.

Finish Size  Ag F—— | I | |
Black
Original Sheets 1 0] UH Blue
Cyan
Press |8 Magenta
Run Method @ Sheet Wise Work & Tu| Red
Colors Passes Washes Yellow
Front 1 1 0
Back 0O 0 0

You can type in a PMS ink in the small box displayed in the line. That ink will be displayed in the short cut menu
and selecting the plus sign will enter that ink in the line.

pms 300+

s 300

Add/Modify Special Pages

You may have pages that are different than the rest of the pages. It could be some color pages where the rest
are black and white or it may be an insert.

Here you can define the special pages and add them to the job detail

Special Pages + Add Pages

Page number or range pe Description

4 [ x: 2- B&W

Stock type Stock Color Sides

Simplex
Print Services ®

Cancel Add

Cance‘ m
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Add Charges

You can add Charges to the job using the “Add New” button available in the Job Details Screen.

Note When you are adding charges or modifying any existing charges, make sure to click on Confirm
button and Done button to save the charges to the Job.
Job Digital Delete
Notes Assets

Account Information Job Details Estimate Summary \ l J
V L]
1-Digital... + New ltem - !y :

@ Confirm
Job Method | Digital B&W Product [: ® & Finished Brokered @Price Breakup
Location Job Comment Quantity 0o ®
Unit Per Side $0.00
Copier A3 BAW ©
e In Sets Of
Description Digital B&W Price $0.00
Weight: 0.00
Stock + wn Supplied Special 8Charges
Type Quantity Charge
Parent Size =
Job charges (Job# : 1)

Add New Charge [ | l

» Fuel Surcharge 400 ]
> AG Packaging Fee 0.00 i}
Job Notes

Selecting Job Notes will take you to a screen where you can add job ticket notes. “Add Time Stamp” will put
the date and time with the notes.

Job Ticket Notes

Enter Special Instructions for Job Tickets

Add Time Stamp
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Digital Assets
The Digital Assets option will allow you to upload digital files.

Add Digital Assets

Upload Files

Delete button
User can delete individual job from the job details screen using Delete button

Note:  When a user deletes the job and confirms they are taken to Estimate/Invoice summary screeb.

Confirm
Once the information has been entered selecting Confirm will save the job information and you can move to

the estimate summary screen.

There are several command options available when you create a job.

N,
w | -

Bl Carton Label >

#FProduction Data
B Estimator Checklist

B Generate Pricelist

% 0.00

Carton Labels:
You can create labels for the containers that hold the finished job. You can also define the format of these

labels.
Carton Labels Label Format  carton Labels = +
Total Gty Items Per Box Number of Boxes Odd Last Qty NO. Start to End Label to Skip From
0 1 0 1 1 0
Label Text

End Date

You can enter any text here you like.

Estimated Weight

@ Job Description
@ Attention Name

Print Page Setup
Paper Size:

Custom LETTER

(® Standard

@ Invoice Reorder

@ Customer Name

Width
612

& Invoice Title
@ Address

Height
792

& P.O. Number

Qrientation;

Pixels Portrait Landscape
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Reviewing production data

While in the Job window, you can click Production from the command list to open the Production Data
window. Here you can review production and pricing information for the job.

Production Data

Bought in Size Out
1.00
Press/Run Size Area
0.00
Brought in Cost Per
0.00 1.00
Production Run Markup
0 2.00

Requires (Parent Sheets)
i}

Sheets Purchased
1]

Copier
Digital B&W 8.5x11 [ 8.5x14

Copier Speed (impressions/minute)

200.00
Set Up Time 000 Cost Mark Up Price
' Stock 0.00 0.00 0.00
Run Time 0:00 Labor 0.00 0.00 0.00
Itemized Markup 0.00

Wach 1in Tima

Cancel Confirm
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Estimator Checklist

PrintSmith Vision includes an “estimator checklist” so you can review the entire job — from specification creation
to production — in one place. You can click Estimator Checklist from the command list

Estimator Checklist: Job 1 (0}
Items List
Job Description
Digital B&W
Customer Run Time Crdered On Washup Time
Barts Electric Co. 0:00 10/24/2017 3:02 AM 0:00
Contact Stock Taken By Target Adjust
Andrea Stumpf N/A N/A N/A
Drocument Number Stock Mumber Sales Rep Finished Size
0 N/A JH Folded 5ize
Press Definition Vendor Wanted By N/A
Digital B&W 8.5x11 f 8.5x14 N/A N/A
Sheets
Machine Name Bought in Size Colors Front 1
OCE Run Size 1 Signatures
Setup Time Colors Back 1
0:00 o Mum Up/On
/1
Job Comment
Items Table
Price List
Once the detail is entered you can create a price list
Offset Printing
Stock Vellum Wausau Exact Offset - Text 60.0# Color
Finish Size 8.5x 11
Press Offset 11"/14"
Special Options
Pre Press Charges N/A
Production MN/A
Bindery Fuel Surcharge, AG Packaging Fee,
Qty Price Price per Each
100 25.81 0.2580
150 2717 0.1810
200 28.36 0.1420
250 29.87 0.1190
300 32.33 0.1080
350 34.69 0.0990
400 37.17 0.0930
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From Account History

If you select Account History, then you will see a list of account historical invoices or you can select from
historical estimates. This is helpful for reprint jobs where the price may or may not have changed. You can
narrow the search by using the search fields at the top of the list to select from the posted date, invoice or
estimate number, description, cost or sales rep.

New Estimate

Choose Customer Contact Person

EFIl Y Doug Armour

Create From
(O Create New Job @ Account History () Job Templates (O Templates

Account History (551)

Estimates All Times
Posted On + Invoice # Description Total Cost Sales Rep
14/03/2018 733 pm 1061 Real Estate Flyers $200.89 Neil
22/02/2018 931 pm 1021 VDP Business Card - Lars Monohan bus card $128.51 Dave
22/02/2018 9:11 pm JF Demo Feb 4 2018
22/02/2018 911 pm 1060 VDP Business Card - BC-XeroxPrep03_JP $393.96 Dave
You will then see a new screen with the information from the historical invoice or estimate
PrintSmith Vision Estimate Search Q
/A Estimate is not saved, go to Estimate summary and click *Save”
Estimate Prefix  -new-  Suffix 8 @ Jim Chiaramonte B Baw Digtal
Account Information Job Details
Price definitions (media and charges) may have changed, would you like to update price definitions for this invoice? Yes
> 1 $ 0.2

If the prices have changed since the invoice or estimate was originally created you will be given the option to
update the price definitions.

You can select the product from the drop down list.

> ltem Product Description

> 1 [ ] A Members Handbook (Rumbi

Self Publishing

Marketing Services

The quantity will default from the original estimate or invoice but you can change it. The price will automatically
be recalculated based on the new quantity.
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From Templates

T

This feature allows you to create an estimate from a previously defined invoice or estimate template.

New Estimate

Choose Account/Prospect/Contact

EFI

Create From
Create New Job Account History

Templates (2)

Invoices Estimates

digital copies

real estate

Job Templates  (®) Templates

Contact Person

Doug Armour

4 Invoice # Created Bv Created Date
1044 admin 26/01/2018 7:46 pm
19 admin 26/01/2018 7:47 pm

If you have your flag set not to show template categories then you will see the screen above with the options

for Job Templates and Templates.

If you select for the Template Category View then the initial screen will not display Job Templates but instead
will just show the option for Template and display Template Categories. Selecting the category will filter out
any templates that are not part of that category.

First select the category and then the template. You also have the option to show all Templates.

Create From

(0 Create New Job () Account History @ Templates

Template Category
Template Typezt
All
~
B Shomal I Invoice
il broucher_jpeg Invoice
= Invoice
v broucher jpeq - Copy
Invaice
j broucher_jpeq - Copy(1)

Invoice

Invaice

w LEAFLET
Trvimicn
w LEAFLET - Copy
v

Template Name

aakashlock

Allied Mills Name Plate
Aussie wind 36pp + cover
Fuji Xerox Maonthly Storage
Fuji Xerox Pick n Pack

FX Agents Business cards

Merrannall hanrn RO

-2 3 4 5 > »

] Created By Created Date
admin 15/03/2018 -
JohaW (old) 29/02/2016

130876 JohnW (old) 31/03/2016

130176 SallyT 19/02/2016

130177 SallyT 19/02/2016
SallyT 18/02/2016

[BUNKVYINY 10600 PN

1-200f 02 items

After selecting the invoice or estimate template, the new estimate screen is opened. If there has been a price
change in any of the operations or material since the original invoice or estimate was done you will get an alert
and you can decide to have the new estimate updated with the new price or keep the old price.
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Estimate Summary

There are several features available from the estimate summary screen.

(=) | & Form O'Prin... 3
— 1 . -

|
Copy Email Estimate

Save as Template Estimate Notes

+v ) (@) (@)

Add Free Style ltem
Add Job

— > |

Add Charge

Adding Free Style Items, Jobs or Charges to an Estimate
Add Free Style Iltem

Sometimes you may have a situation where a customer is ready to place an order but they do not want to wait
while you enter all the information needed to create a job. This works well if it is something basic such as a
business card or stationary where you know the price and the specs. You can provide the customer with an
invoice and then later fill in the job specifications. In this situation, you will select ‘Add Free Style Item’

0 -

B Add Free Style ltem
® Add Job
[# Add Charge

After adding Free Style job and saving the estimate you will get the option to convert to job. The Price of the

Free Style job is automatically locked. To make changes to the job you will need to unlock the item by clicking
on the lock.

Account Information Job Details
8 Estimating SCosting +v )(6)Q) (8)=) ( S Form O'Prin... ‘
> ltem Product Description Price Qty Unit Price ©® Item Total
>1 Brochure Printing (Off_set) 0 $0.00 $71.00

Business Card [ @  John Smith business card ]

L neey

1.000 5001

5 80.00 /
0

cn
=
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After converting the job, you will be directed back to the job detail screen.

Note User is not allowed to Add charges to Free Style job before saving and converting to a job.
However, once the job is converted they can add the charges.

On the job detail screen, you can change the job method and add the required job information, you can also
mark the job has Finished and Brokered.

Job Method FreeStyle Product | Self Publishing ® F%:islhed Brokered ]

Adding a job will take you a screen where you can select how you want to add a job. It has all the same options as
the original new job screen.

Add job
Add Job
Choose Account/Prospect/Contact Contact Person
[ IVIi}:Iway Printing Todd Hinckley

Create From
Create New Job  ® Account History Invoice Product Type Library Invaice Template
Account History (30)

All Times This Month Last Month This Quarter This Year Last Year Open Orders

Posted On +  Invoice # Description Total Cost Sales Rep
7/20/2011 1200 AM 60048 Rumbi - A Members Handbook § 58.62 SH "
3/29/2010 12:00 AM 55014 Rumbi - A Members Handbook $7543 SH

10/20/2009 12:00 ... 53308 Rumbi - A Members Handbook $94.24 SH

8/7/2009 12:00 AM 32676 Rumbi - A Members Handbook §83.31 SH

7/23/2009 12:00 AM 52508 Rumbi - A Members Handbook §83.31 SH

- 2> 1- 20 of 30 items

See the information on “Adding a job” starting on page 22. After adding the job, it will be reflected in the total
estimate.
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Ad

Note

d Charges

button and Done button to save the charges to the Estimate.

When you are adding charges or modifying any existing charges, make sure to click on Confirm

Add New Charge

Design

Finished [ Taxable []Brokered [IDisplay Quanity [JHidden [JHide Price

Description:

Notes:

Time Start:

Price

Invoice Title : B&W Digital's Charges

Desigr1|

Design

HH

$45.00

> 8 Color Digital Proof 8.5 x 11

MM

® Production Location:  Design

CShow Notes

Time Stop: HH ©

Tax Table:  Use Parent Tax Table

[

MM 30

Add Charge
o

10.00

Save as a Template

Signage

Signage

Create a Template

Template Type

Estimate B Job |

Template Name

Category

broucher_jpeg
broucher_jpeg - Copy
broucher_jpeg - Copy(1)

Posters... (Summer Of Cricket).... 840mm x 540mm... printed in colou

Posters... (Australia Day).... 840mm x 540mm... printed in colour one

LEAFLET
LEAFLET - Copy

test

test - Copy

1. Select if you are creating an estimate or job template.

2. Enter the template name
3. Select the template category from the dropdown.

If you create a job or estimate and anticipate using it in again you can create a job or estimate template. A job
template consists of a single job and all the setup and finishing charges for that job. An estimate template
contains all of the information from the original estimate. Templates can be used many times. You can create an
estimate from a template and then make changes to that estimate as needed.

You can also create templates for multi-part jobs. In this case, the template contains the overall job, its charges,
and the parts (jobs) that make up the overall job, as well as their charges. For any repetitive jobs, templates save

time and reduce errors.

Note

To see how to “Create Template Categories” see page 14.
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Templates can also be associated with customer accounts (on the Templates tab in the Customer window). This
facilitates the process of selecting a template when working with an account.

Copy to a new estimate

This option allows you to copy the entire estimate over to a new estimate. You will get a warning if you have not
saved prior to copying.

Email Estimate

Selecting this option will first save the estimate if it is not already saved and then open an email window with a
preset message.

Email
From gurudutt. ms@efi.com :
To Doug.Armour@efi.com
Cc 0]
Subject Desert Hils Printing: Estimate #196
Attachment @ Estimate #196.pdf

Normal  $ SansSerif 3 B I U A ® E == ® B L
Hi Doug. :

Thank you for choosing Snap, please find attached your Quotation 196 for B&W Digital as per your reguest. If you have any questions or if there is anything you would like me to clarify or add please feel free to
contact me via the details included below.

If your order is urgent please contact us by phone as soon as is possibly convenient so we can arrange our production schedule to accommodate|your order, otherwise an email reply with your confirmation and
when you would require it to be completed by would be all we need to schedule your order.

Thank you for your enauiry and we look forward to hearing from you soon-

Kind Regards, .

v

|

Estimating Notes

You can enter estimating notes

Note Pad

Who |

Phone

What

How MMany What Size

Paper

Show MNMote Pad when document opens

Motes

rNumber of Characters: O

When

Cancel Confirmrm
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Print Estimate

Note: Estimate must be saved before printing. If you select print estimate before saving the program will
save the estimate automatically.

You can also define the style to be used for the printing.

v e o= o (DEE

Default CreditMemo

Qty Unit Price @ lte|hamianreo

Def 7o
0 $ 0.00 Default Invoice

Final Receipt

Change Account

You can change the account for the estimate. Click on the account name and then use the drop down to select
the new account. You can also type in part of the name.

Note Change account is only available from the Account Information screen or Invoice/Summary screen.
The user must have permission to change an account.

] Y

™y

rn
I

Arizona MCC

H »

B R

Bagels N Such

Buzz Jensen Sound
Community First

Davis & Main Law Offices

Days Inn

I

o

One portion of the estimate summary screen is minimized by default use the arrow at the bottom to display this

portion of the screen.

\
Source Estimate Date Need Proof By Discount/MarkUp ® 000
B 1057 130 )
i 1206 A1 NetSub §21117
v Special Instructions i File Orginals
Deliver On Reorder Date g Shipping 000
e 1200 SalesTox (1000%) © §117
Ship via
) Sales Categories
# Fim 4
Resale # Wanted By Po# Total $2322.89
02/05/2018 12:00 AM
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Special Instructions

You can enter special instructions that will appear on the estimate.

Special Instructions

Credit Terms: Net 30 Days
Please Pay From This Invoice!

Sales Categories

This shows the invoice sales breakdown for each sales category

D

Note The total for the sales categories comes from the invoice item total and not the invoice total that

could include taxes, discounts or markups.

& Source ® 53308 Invoice Date Wanted By

11/08/2017 9:47 PM
Special Instructions

Need Proof By Deliver On
Credit Terms: Net 30 Days

Please Pay From This Invoice!

Re-order o) Pals  Shipvia
12/10/2025 FEDEX
Sales Categories
Digital B&W Printing - 68.84
Bindery - 33.5
Design - 10.5
Format Tax Exempt No E90355 PO No

> ltem Product Description Price Qty Unit Price ©  Item Tax © Item Total
>1 Self Publishing A Members Handbook (Rumbi) - Cover copied on front side on customer stock, 5 inside pages copied on -« $112.84

Firm MarkUp @ $5.64
Net Sub $11848

Delivery $3.57

Tax (6.85%) @ $0.00

Deposits (2) @ $40.00

Total $122.05

Amount Due $ 82.05
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Dates
Estimate Date
21/03/2018 12:06 AM
Deliver On
02/05/2018 12:00 AM
Wanted By
02/05/2018 12:00

Firm

Meed Proof By

Reorder Date

Ship via

File Originals

You can mark the wanted date as firm and mark to file the originals.

User can select\update the shipping method here from dropdown.

Will Call

Local Deliver

Ground (5-7 Business days)
FedEx (Estimated)

UPS

UPS 2 Day

UPS 3 Day

"y

When the PO number is mandatory then the field would be highlighted so that user can enter the data, Warning
is not displayed when an Invoice is saved. However, when user tries to pick up the Invoice the following warning

is displayed.

“Orders for this customer require a Purchase Order. Please enter a PO#.”

Price Information

The Price information area shows the estimate totals. To enter a shipping amount, enter or change a customer
discount percentage, select a different tax table and tax code click Edit (plus sign after label)

Discount/MarklUp &
MNMet Sub
Delivery

Tax (6.85%%)

@
Deposits

% 0.00
% 112.84

% 0.00
% 0.00

% 0.00
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There are several options in the section for the price information section

You can add a discount or markup by selecting the plus sign. It can be entered as a percentage or a fixed
amount.

Add =
a1 Discount 26 ¢ Discount Amt

Discount %

Discount Amt O
Confirrm
Note If the account had a one-time discount defined, and you indicated you wanted to apply it when you

created the document, the discount is shown in the Discount Amt field, and the Apply one-time discount
check box is selected. If no discount was defined, you can enter one now.

You can add a delivery fee.

You can add or change a sales tax by selecting the plus sign.

Sales Tax >

Tax Table [ Drefault

S

Arizona

Tax Rate California

Tax Sub % 10.00

[ MNo Tax ] Confirm

Selecting the No Tax check box will result in zero tax for the invoice/estimate.

If the customer is taxable you can still identify which lines are to be taxed and which are not.

Note: At charge level user needs to open the charge and check if it's taxable or not. Identification mark is
not available

Unit Price @ Item Tax @
$£1.128 -

% 0.045

% 0.045

You can also change the customers tax exemption status
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Command line option

You can lock the price

Royalty Exempt
@  LockPrice

‘ Recalculate Price

This locks the price for all items on the estimate. You can unlock the price for all items by changing it here.

When the price is locked it will display a lock for each line item

> ltem Product Description

> 1 Self Publishing & |1 Members Handbook (Rumbi)

You can unlock the price for an individual item by selecting the lock

If there is a royalty associated with this estimate you can make it exempt.

Click Recalculate to update each job and charge in the document with the latest pricing information and then
recalculate the entire estimate.

From each line item you have other options.

Specifying multiple quantities with different job specifications

If you want to add multiple quantities for a job or want the ability to change job specifications for different
quantities, use the Multi-Qty field in the Job window as follows:

When creating a job in an estimate, enter the first quantity in the Ordered field, provide other information about
the job, for the next quantity in the same job, click + next to the Quantity field, click to add another quantity, enter
the second quantity in the Ordered field, change other information about the job as necessary. Click Confirm.

5l Price Breakup

Quantity 3,000 ®
Unit Cost Add Multi
Oty

Total Cost 157.91
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If you want to estimate multiple quantities from the estimate summary screen use the Add Multi Quantity option
available for each line.

Estimating B Costing |

[ 4w ..'.@l: Q)
> ltem Product Description

Pri
>1 DL Plain face Envelopes: Printed colour one side on Plain face, secretive, peel and seel a W ™

& Add Multi Quantity
& Add Digital Assets
El Add Charge to ltem

2 Duplicate Item

You can edit the description using this icon to the right of the trash can

Note If you have multiple lines on the estimate summary screen you can change the sequence of the
lines by clicking and dragging the description.
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Cost Tab

On the estimate summary section there is also a cost tab. The estimated cost, actual cost (once the job is
complete), the difference, selling price and job margins is displayed for each line item. Cost is the amount you
spend to produce the order; price is the amount you charge your customer. The difference is your profit.

Account Information Job Details Invoice Summary
[EINTOE = Costing ® Cost Entered @ Historical Cost ¢ Data Collections @ Price below cost

>ltem  Description Estimated
>1 Digital B&W - New Patient Forms §5792
§724

> 2 Digital B&W - Current Insurance Breakdown 2013

~
GCopytoNewlnvoice B & (8 (® ‘\
_/

Margin

Difference Price

$000 (%) $110.00
$000 (0%) §1844

§52.08 (47%)

$11.20 (51%)

Entering actual costs

Although PrintSmith Vision does not require you to enter your costs, without them you will not be able to see

where you are making (or losing) money.

To review or enter actual costs

1. When a document is open, On Estimate summary tab click on Costing button.

2. Review the costs.

ltem Description Estimated Actual Difference Price Margin
v Digital B&W - New Patient Forms §57.92 $57.92 $0.00 0%) $120.00 $ 62,08 (52%)
Fuel Surcharge $000 $0.00 0%) $4.00 $ 400 (100%)

AG Packaging Fee $000 $000 $0.00 0%) $1.50 $ 1.50 (100%)

> 2 Digital B&W - Current Insurance Breakdown 2013 §7.24 $724 $0.00 0%) $18.44 §11.20 (51%)

3. If you know the actual cost then click the Actual column and enter the actual cost. Blue identifies costs that
you entered. Red alerts you that an item was priced below cost. The margin will automatically recalculate.

If there are additional charges using the arrow on the left hand side will open the display to show those items

also.
>ltem Description Estimated Actual Difference Price
v Digital B&W - New Patient Forms $57.92 $57.92 $0.00 (0%) $110.00
Fuel Surcharge $0.00 $0.00 $ 0.00 (0%) $4.00
AG Packaging Fee §000 $0.00 $0.00 (0%) $1.50
> 2 Digital B&W - Current Insurance Breakdown 2013 §7.24 $§7.24 $0.00 (0%) $18.44




Estimating | ® 45

- D

Saving an estimate

Until an estimate is saved, you will see the message at the top of the screen that the estimate is not saved. Make
sure to save the estimate after any modification.

{ A\ Estimate is not saved, go to Estimate summary and click "Save”

You should then see the message that the estimate has been successfully saved.
Note The message will only stay on the screen for a few seconds and then disappear

@ Success Message

Estimate# 197 saved successfully

Once the estimate has been accepted you can convert it to an invoice.

B&W Digital
( o Convert to Invoice )
B =] &3 (= Y
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Account information

On the account tab you will find information about the account.

Account Information Job Details Invoice 5

» Account Status - Delinquent > Account Type - Cash/Check/Credit Card
B Contact Person + = B
Contact List EF
Jim Chiaramonte On
R 62
Doug Armour Ral
Jim Chiaramonte IL
Tim Daisy Us
AP Department 60

Steve DuPlessis

Guru Dutt

Jack Fedor
Intl _ v

Account Status and Type

You can identify the status of the account and the types of payments that will be accepted from that account.

Contact
You can use the drop down to select a different contact person or the plus sign to add a new

If there is a Red box around the contact area that indicates that there is some missing information regarding that
contact. User will not be able to proceed until the mandatory information is filled.
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@ Contact Person

Contact List

Edit contact

-

Michole Lehmann

& Nichole Lehmann
BEH test@efi.com
% 801.255.3343 (Phone)

B Contact Person

Contact®
Nichole

Email*
test@efi.com

Phone*

801.255.3343

Fax

Job Title

Use as Temporary Contact

Lehmann

Mobile*

Website
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Invoice and Delivery Address

On the Account Information tab you will also see the invoice address and delivery information

B Invoice Address H  Delivery
Action Plumbing @' Same as Invoice Select from Contact List
7904 5. 1530 W.
West Jordan Other
ut Action Plumbing
84088 7904 5. 1530 W.
West Jordan
ut
84088

You can change the delivery information either selecting from Contact list if there are other contacts already
set up or you can enter a new delivery

Confirm
Edit Delivery
H Delivery
Same as Invoice Select from Contact List
@' Other

Action Plumbing
7904 5, 1530'W.
West lordan

uTt

84088




Estimating | ® 49

H Delivery

Same as Invoice

@' Other
Company
Action Plumbing

Street

FOO% 5. 1530 W,

City
West Jordan

Country

State

uT

Pincode

84088

Cancel Done

Internal Information

There is also some internal information that is needed for this invoice.

Internal Purpose

Taken By

admin

Sales Rep

H

Hold

Lead Source

Proofreader

The person entering the document will be identified in “Taken by”. Sales rep is selected from the drop down.
You can put the invoice on hold and identify the lead source and proofreader if applicable.
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Missing Information Warning

If any information is missing the warning shown below will be displayed and the area for the missing information
will be outlined in red.

&) PrintSm| n v & PrintSmith Vision

B Other bookmarks

Warning

Required setting (outlined in red) is missing. Please select or

enter a value.

Note Until user adds the missing information they will not be allowed to switch to another tab.
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Invoicing

Creating Invoices

Creating a New Invoice

T

You can search for the account by account number, phone number or email address using the search code

listed below.

AOW s5earc

Pt - =y

ougn

=

— @ Account + Contact - (Default

Notexdd below Prefixes to search Customer based on:
Account No: "#"; Phone Mo: "ph:"; Email: "e:";

v S

Prospects

With accounts selected you will only see accounts, with prospects turned on and account off you will only see
prospects. You can also have both turned on to see all accounts and prospects.

Prospects have not yet done business with you, but you hope to turn them into customers. Customers have
done business with you, and invoices have been created for them. Once you create an invoice for a

prospect, that prospect is automatically converted to a customer. If customers become inactive, they can be
turned into prospects again.

You can identfiy the type of account by the symbol next to the name.

Account -

Choose Customer

ad|

business

Account -
Individual

AN

»iii Adventure Travel

y & Wade Link - EFI

™8  Chad Zuehlsdorff - EFI

Prospect

»®  Bill Bradley - Toys R Us
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When you select the account, the program will automatically enter the default contact person. You can select
a different contact by using the drop down.

New Invoice

Choose Customer Contact Person

EFI Y [ Doug Armour

.

D) Create New Job @ Account History O Job Templates (O Templates Jim Chiaramente

Account History (551) Tim Daisy
Ectimates All Times AP Department
Steve DuPlessis
Posted On 4 Invoice # Description Guru Dutt
Jack Fedor
v
14/03/2018 7:33 pm 1061 Real Estate Flyers 3 Z00BY =
22/02/2018 931 pm 1021 VDP Bysiness Card - 1ars Monohan bus card £12851 Dave

There are different options for creating an invoice depending on your preference settings. Under Preference
> HTML you have the option of selecting Template Category View. With this unchecked you will have the
option of creating an estimate from a new job, account history, job templates or invoice/estimating templates.
With this checked the options will change to a new job, account history or template. When you select
template, you will be shown a list of template categories that you can use to find a template. For more
information on “Creating Template Categories” see page 14.

A new estimate can be created for an “Create New Job”, using a previous invoice or estimate from “Account
History”, from the “Job Templates” or from a “Template” (Invoice/Estimate).

Create New Job

After selecting New job, you will see several options as to Job Method. Once you have selected the job

method you will see a job detail sheet specific to the job method you selected. In this example the job
method was Printing Offset.

The job method is already filled in from the selection on the first screen but you can change it here if needed.

Account Information Job Details

Job Method [ Printing(Off_set) ]

- "y
Location Multi-part Job Jon

Printing(Off_set)

Press Digital B&W
Digital Colour

Description
Blank
List
Stock Cutsource
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Select the product. Products are set up under Admin > Table Editor

Product| Booklet/Manual | (‘:"'Fi”iShe'j Brokered
| - = y
Job Commenit Booklet/Manual
Brochure

Business Card
Card
Certificates

Creative

You can identify if this product is finished by selecting/the toggle.
You can identify if this product is to be brokered.

You can select the location from the drop-down list. Production locations are set up under Admin > Table
Editor

Location

Complete 30 ~
Press Consolidate Inwv
- Courier Delivered
Description
Dispatched

INV - End of mnth
Stock INWY - end of wk
Jims Delivered

Parent Size MEW Corp—20 davs ™

Next enter the press and description.

Press 1 Colour - Simple

Description  Printing(Off_set)

Using the drop down you can select the stock to be used. When you select the stock the parent size will
automatically be filled in from the stock information.

Complete the run size, finish size, folded size, original sheets and UP/ON. With this information an image
of the layout will be displayed.



54 @ EFI Productivity Suite | PrintSmith Vision User Guide

Parent Size A3 Run Size A3
[~ 114.07 ‘
Finish Size  Cé Folded Lt o
Original Sheets 1 0] UP /ON 4 1 4
Press 0
Run Method ® Sheet Wise Work & Turn Work & Tumble

You can also identify if the material is special order. If you need help in identifying the stock you can use
the stock picker and paper calculator functions. You should also pick the run method.

+Newltem (B)@):) ‘E‘
- B
JobMethod  Printing(OFf_set) Product:} ®Finished Brokered & Price Breakup

Quantity '
Location Job Comment
In Sets Of 1
Press 1 Calour - Simple i
Price $7100
Description  Printing(Off_set) Weight 0.00

& Charges ® Add New)

Stock [ &) (4 ) Osuppied [] special Type Quantity Charg
: - K Special
Parent Size Run Size (@) 0rder |y st
. Y Imp/Run
Finish Size Folded Stock
Picker [ 7 Charges Breakdown
Orginal Sheets 1 0] UP/ON 1 1 \
Press 0 Paper
Caleulator
Run Method ® Sheet Wise Work & Tur Work & Tumble

Stock Picker

You will have the ability to pick the stock from a pre-defined list. You can use the blank fields at the top of the
screen to filter out the type of material you want.

Stock Picker

Group Type v Advance Fiter Reset Special Order
Stocks (358)

Stock Name +  Weight Size Color Generic C...  Finish Thickn... Grade CWT Vendor Stock Nu... Produ... OQtyo... C
Vangard Window #10 24 95x4.. White White 0 272.74 Ingram 5460 0 0
Vangard #10 24 95x4.. White White 0 235.63 Ingram 5457 0 0
Vangard #10 24 95x4.. White White 0 142.76 Ingram 5454 0 0
Valley Forge Parchment C... 60 65x95 Softlrs Pink 0 299.34 Kpedx 0839-40090 5321 0 0

Valley Forge Parchment C... 60 6.5x95 Sterling Sil...  Gray 0 299.34 Xpedx 0839-40095 5318 0 0
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Paper Calculator

This will help in determining the amount of parent sheets needed and the material cost. Complete the
information on the screen and the program will calculate the sheets needed.

Paper Calculator

Sheets Out O Grip Edge/Gap o« Parent, Finish  Parent, &Run [EEVGEIZRIE]

BOoutof0=0 Size

Cuts to Run Cuts to Finish 0.5 Left
L] P
1 Folio Edge -«

Parent Size Size
Run Size «© Job Summary

El Colour Bar

Starting Size Size Out
Size Sheets Out © Cuts: 2
Finish Size 0.25 Grip Edge (Top/Bottom) Folio Edge (Top/Bottom)
Grain Direction NEITHER Color Bar Size 0.25

[ White Space Swing/Combo Cut No Waste 0.00%
[0 Work and Tumble
[Back Trim, Parent H Gutter
[ Trim Four Sides

B Bleed

[ Disable FSC options

Run to Finish Grain

Neither

Special Order

If the stock for the job is not part of your inventory then you can select the option for Special Order. This allows
you to specify a special-order material. Here you can specify the material specifications.

Special - Create New Stock
Stock Name I\ l Use in future @
Stock Method Sheet Stock Vendo
Stocks De etric Exclude fro e e
Stock Type Business Papers Basic Size 17 x 22
Parent Size o 1 Size
olo Generic Colo
Weight 0 Thickness 0 Caliper
Coated None 1 Sided 2 Sided
Sheet/Carton 0 Carton Weight 0.00 M Weight 0.00
- 0 Charge for entire Order
C 0 n. Cut Chg. 0
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After completing the first screen, the second screen allows you to enter cost information for different quantities.

Special - Create New

Qty Adjustments
Costing Unit
Quantities
1.000
5,000
10,000
15,000
20,000

25,000

Stock

1000

Price cxpiry

Cost

0.04
0.04
0.00
0.00
0.00
0.00

#aneets/>ets

Marlup
1.50
1.45
1.40
1.35
1.30
1.25

List/M

0.00
0.00
0.00
0.00
0.00

Select Done when you are complete and the information will be copied to the job detail screen.

Inks

You can identify the number of colors, passes and washes for the front and back of the material. You can also

select or type in the ink to be used.

Finish Size

Original Sheets

Press

Run Method

Front

Back

A6

0

@® Sheet Wise

Colars

1

Passes

1

[
Black
UH Blue
Cyan
Magenta
Work & Tu| Red
Washes Yellow
0
0

You can type in a PMS ink in the small box displayed in the line. That ink will be displayed in the short cut menu
and selecting the plus sign will enter that ink in the line.

pms 300+

3 300
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Add/Modify Special Pages

You may have pages that are different than the rest of the pages. It could be some color pages where the rest
are black and white or it may be an insert.

Here you can define the special pages and add them to the job detail

Special Pages + Add Pages

Page number or range ype Description

& [ Ex: 2.7 BRW

Stock type Stock Color Sides
Simplex

Print Services @

Cance‘ m

Cancel Done

Add Charges

You can add Charges to the job using the “Add New” button available in the Job Details screen.

Note When you are adding charges or modifying any existing charges, make sure to click on Confirm
button and Done button to save the charges to the Job.

Job Digital
Notes Assets

]
Account Information Job Details Invoice Summary \ J /
1-Digital... + New Item = & @ : &

Job Method Digital B&W Product :] ® @O Finished Brokered EPrice Breakup

Delete

Location Job Comment Quantity )
Unit Per Side $0.00
Copier A3 B&W
P In Sets Of 1
Description Digital B&W Price $0.00
Weight: 0.00
Stock + &2 Supplied Special 8Charges

Type Quantity Charge
Parent Size =

Total $0.00
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Job charges (Job#: 1)

Add New Charge [ ‘ l

> Fuel Surcharge 400 2]
) AG Packaging Fee 0.00 3}
Job Notes

Selecting Job Notes will take you to a screen where you can add job ticket notes

Job Ticket Motes

Enter Special Instructions for Job Tickets

Add Time Stamp

Digital Assets

The Digital Assets option will allow you to upload digital files.

Add Digital Assets

Upload Files

Delete button
User can delete individual job from the job details screen using Delete button

Note: When a user deletes the job and confirms they are taken to Estimate/Invoice summary screen.
Confirm
Once the information has been entered selecting Confirm will save the job information and you can move to

the estimate summary screen.

There are several command options available when you create a job.
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. LY A
Bl Carton Label
#Production Data
H Estimator Checklist

B Generate Pricelist

% 0.00

Carton Labels:

I

You can create labels for the containers that hold the finished job. You can also define the format of these

labels.
Carton Labels
Label Format  Carton Labels @
Total Qty Items Per Box Number of Boxes Odd Last Oty NO. Start to End Label to Skip From
0 1 0 1 i 0

Label Text

You can enter any text here you like. Today's Date End Date

& Job Description & |Invoice Reorder & Invoice Title Estimated Weight

& Attention Name @ Customer Name & Address & P.0.Number
Print Page Setup

Paper Size: Width Height Orientation:
(® Standard Custom : §
LETTER 612 792 Pixels Portrait Landscape

Reviewing production data

While in the Job window, you can click Production from the command list to open the Production Data
window. Here you can review production and pricing information for the job.
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Production Data

Bought in Size Out
1.00
Press/Run Size Area
0.00
Brought in Cost Per
0.00 1.00
Production Run Markup
0 2.00

Requires (Parent Sheets)
a

Sheets Purchased
a

Copier
Digital B&W 8.5x11 [ 8.5x14

Copier Speed (impressions/minute)

200.00
Set Up Time 000 Cost Mark Up Price
' Stock 0.00 0.00 0.00
Run Time 0:00 Labor 0.00 0.00 0.00
Itemized Markup 0.00

Wach 1im Tima

Cancel firm
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Estimator Checklist

PrintSmith Vision includes an “estimator checklist” so you can review the entire job — from specification creation
to production — in one place. you can click Estimator Checklist from the command list

Estimator Checklist: Job 1 (0}
Items List
Job Description
Digital B&W
Customer Run Time Crdered On Washup Time
Barts Electric Co. 0:00 10/24/2017 3:02 AM 0:00
Contact Stock Taken By Target Adjust
Andrea Stumpf N/A N/A N/A
Drocument Number Stock Mumber Sales Rep Finished Size
0 N/A JH Folded 5ize
Press Definition Vendor Wanted By N/A
Digital B&W 8.5x11 f 8.5x14 N/A N/A
Sheets
Machine Name Bought in Size Colors Front 1
OCE Run Size 1 Signatures
Setup Time Colors Back 1
0:00 o Mum Up/On
/1
Job Comment
Items Table
Price List
Once the detail is entered you can create a price list
Offset Printing
Stock Vellum Wausau Exact Offset - Text 60.0# Color
Finish Size 8.5x 11
Press Offset 11"/14"
Special Options
Pre Press Charges N/A
Production MN/A
Bindery Fuel Surcharge, AG Packaging Fee,
Qty Price Price per Each
100 25.81 0.2580
150 2717 0.1810
200 28.36 0.1420
250 29.87 0.1190
300 32.33 0.1080
350 34.69 0.0990
400 37.17 0.0930
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From Job Template

If you select Job Template you will have the option to select templates based on the different job methods. You
can create an Invoice/Estimate using the information in the Job template that you anticipate may be used again
for that customer or for multiple customers. The Job template includes everything in the document except
dates and the customer account.

New Invoice
Choose Account/Prospect/Contact Contact Person
EFI Doug Armour
Create From
Create New Job Account History (®) Job Templates Templates
Job Method
& D b2/ [ = == S
Show All Multi-part Offset B&W Digita Color Digita Fulfillment Outside Roll Fed Large Format | | Charges Only
Job Services
Product Templates (14)
Product Tvpe +  Name Job Method Account Created Bv Created On
Storefront Banner (w/Grommets) Large Format jim 11/05/2017 11:07 ... ol
Direct Mailer (Letter) Color Digital jim 11/05/2017 10:23 ...
Take-out Menu Offset tom 10/08/2017 1222 ...
Calendar Color Digital jim 13/05/2017 10:58 ...
v
Cancel

From Account History

If you select Account History, then you will see a list of account historical invoices. This is helpful for reprint
jobs where the price may or may not have changed. You can narrow the search by using the search fields at
the top of the list to select from the posted date, invoice number, description, cost or sales rep.

New Invoice
Choose Account/Prospect/Contact Contact Person
EFI Doug Armour

Create From

Create New Job (8 Account History Job Templates Templates

Account History (546)

Estimates All Times

[ Posted On 4 Invoice # Descrintion Total Cost Sales Ren ]
IO pm 1043 VOP Busness Card - BC-ReToXPrep. o1 LELTEs Dave =
29/01/2018 926 pm 1046 B&W Digital $5.50 Bill
29/01/2018 9:26 pm 1048 B&W Digital $60.71 Neil

You will then see a new screen with the information from the historical invoice
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E A Invoice is not saved, go to Invoice summary and click "Save”
Prefic new- Suff b d

& Account - Midway Printing [ Contact - Todd Hinckley B Invoice Title  Rumbi - A Members Handbook

Account Information Job Details
Price definitions (media and charges) may have changed, would you like to update price definitions for this invoice? Yes
51

If the prices have changed since the invoice was originally created you will be given the option to update the
price definitions.
You can select the product from the drop down list

> ltem Product Description

> 1 [ ] A Members Handbook (Rumbi

Self Publishing

Marketing Services

The quantity will default from the original invoice but you can change it. The price will automatically be
recalculated based on the new quantity.
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From Templates

This feature allows you to create an invoice from a previously defined invoice template or estimate template.

New Invoice
Choose Account/Prospect/Contact Contact Person
EFI Doug Armour

Create From

Create New Job Account History Job Templates (8 Templates
emplates (2)

Invoices Estimates
Name 4 Invoice # Created Bv Created Date
digital copies 1044 admin 26/01/2018 7:46 pm
real estate 19 admin 26/01/2018 7:47 pm

After selecting the invoice or estimate template, the new invoice screen is opened. If there has been a price
change in any of the operations or material since the original invoice was done you will get an alert and you
can decide to have the new invoice updated with the new price or keep the old price.

Invoice Summary

On the invoice summary screen there are several command options. You have the option to add to the new
invoice items that were not on the original invoice or not part of the job specifications. You can add a freestyle
item, a job or a charge. You can also copy everything to a new invoice at this level.

Add Job

Add Charges

Pr Item Total
$ 277.49
1
\ \
Add Free Style .
Save as Copy Raise PO Invoice Email _';_”rllt :[kf)b
Template for Invoice Notes Invoice Inl\(;o?ceor
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Adding Free Style Item, Jobs and Charges to an Invoice

Add Free Style Item

Sometimes you may have a situation where a customer is ready to place an order but they do not want to wait
while you enter all the information needed to create a job. This works well if it is something basic such as a
business card or stationary where you know the price and the specs. You can provide the customer with an
invoice and then later fill in the job specifications. In this situation, you will select ‘Add Free Style Item’

0 -

B Add Free Style ltem
® Add Job
[# Add Charge

After adding Free Style job and saving the invoice you will get the option to convert to job. The Price of the

Free Style job is automatically locked. To make changes to the job you will need to unlock the item by clicking
on the lock.

(+v)(&e)(a B)(= & Form O'Prin... '

Description

Price Qty Unit Price ©@ Item Total
Printing(Off_set) 0 $000 $71.00
[ @ John Smith business card ] 1.000 $0p4s :

S 80.00 /
$ 0.16

Note: User is not allowed to Add charges to Free Style job before saving and converting to a job.
However, once the job is converted they can add the charges.

N
[ ]
=

On the job detail screen, you can change the job method and add the required job information, you can also
mark the job has Finished and Brokered.

Job Method FreeStyle Product | Self Publishing ® l Fﬁjislhed Brokered ]




66 ® EFI Productivity Suite | PrintSmith Vision User Guide

Add Charge

Selecting ‘Add Charge’ will allow you to select from a list of additional charges.

Add Mew Charge Type here to list charges

S =
> BS&AW Laser Proof SRAS Pre Press(5)
> Prepressi()
Design(4d)

>
> Digital Prepress(3)
—

Proofs(g)

BSW Laser Proof Al
BSW Laser Proof SRAS
Color Laser Proof AL
Color Laser Proof SRAS

PDF Froof

The additional charge is then reflected in the invoice total

& Invoicing B Costing

* ltem Product Description
> 1 Brochure STAR1978 Dish of the month Menu DL Flyers.
= Y B&W Laser Proof SRA3

Adding a job will take you a screen where you can select how you want to add a job. It has all the same options
as the original new invoice screen.
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Add job
Add Job
Choose Account/Prospect/Contact Contact Person
EFI Doug Armour

Create From
Create New Job  ® Account History Job Templates Templates

Account History (546)

Invoices  [RESNEIET All Times

Posted On + Invoice # Descrintion Total Cost Sales Rep
29/01/2018 9:26 pm 1043 VDP Business Card - BC-XeroxPrep_01 $ 24745 Dave
29/01/2018 926 pm 1046 B&W Digital $5.50 Bill
29/01/2018 26 pm 1048 B&W Digital $60.71 Neil
29/01/2018 9:26 pm 1053 VDP Business Card - bodi $263.84 Neil
27/01/2018 1:51am 1013 VDP Business Card - BC-SteveDupNoO1 $59.75 Dave

- 2 3 4 5 6 7 8 9 10 > 1 - 20 of 546 items

See the information on “Adding a job” starting on page 22. After adding the job, it will be reflected in the total
invoice.

Regardless of the option you choose to create an invoice once that is complete you will see this screen with three
tabs: Account information, Job Details and Invoice Summary.

Save as a Template

If you create a job or estimate and anticipate using it in many orders, create a job template. A job template
consists of a single job and all the setup and finishing charges for that job. For example, if you frequently get
orders for a particular type of flyer, you could create a job for the flyer, save it as a template, and use the job
template any time you got an order for the flyer. As a result, you avoid entering the same job information over
and over again.

You can also create templates for multi-part jobs. In this case, the template contains the overall job, its charges,
and all of the parts (jobs) that make up the overall job, as well as their charges.

For any repetitive jobs, templates save time and reduce errors.

Templates can also be associated with particular customer accounts (on the Templates tab in the Customer
window). This facilitates the process of selecting a template when working with a particular account.

Copy to a new invoice

This option allows you to copy the entire invoice over to a new invoice. You will get a warning if you have not
saved prior to copying.

Raise a PO

If you need to have an outside purchase for part of all of the job then you can create a purchase order.

Selecting Raise a PO will take you to a screen where you can enter the information about the purchase.
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= PrintSmith Vision Invoice Search Q @ Goto Legacy UI

N /\ Purchase Order is not saved, click "Save" to save Purchase Order.
<) Purchase Order

PO# Vendor .
F025-  *New™  Suffix Arrow Printing Supplies (=) (@)
Type  Line ltem Description aty Unit Price Total Vendor Quote, Document#
Invoice Digital B&W 11.00  § 561454545 £61.76 142002

Required By Date

Invoice 4wedrstyy

. M T
Add a Line Create a Email Print
Item New PO
Phone # EMa
Description
B Bill To V4 £l ship To L
Snap Eastwood Snap Eastwood
18 Glen Street 18 Glen Street
Eastwood NSW Australia 2122 Eastwood NSW Australia 2122

You can select the vendor from the drop down.

Vendor

| ]

ANAC 1D Solutions

Sl

Alen Industries

All Book Binding

h All Book Binding
Arrow Printing Supplies
Bannercity

Ben Carmichael Printing

NOTE In order for a vendor to be displayed for a PO they box labeled” use for purchasing” in the vendor
record must be checked.

NOTE You must enter the wanted date before you can email or print the PO. If you are going to email then
you must have an email address in the vendor record.

When you add a line to a PO you will get a new short cut menu screen where you can enter the information for
the new line item.
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Purchase Order Line Item - Item# 5

Account

1st Choice Events

Line Item Description

Item Name

|

Total Quantity

Unit Price

[ 0.00

l $0.00

Vendor Quote #

Additional Line Item Description

Partial Received

0.00

Type

E| Invoice

Item Code

Total Price

$0.00

Mark As Complete

Cancel Add

Once a purchase order is saved you can access it again using this feature.

&

Purchase Order#25

Docul

1472N473

For each line item you can edit it, mark as complete or delete the item

Invoice

e

# Edit ltem
® Mark As Complete
T Delete ltem

Digital B&W

You can also use the check box next to the items to Delete or Mark as Complete. If you check the box above the

items it will select all items.

2 Iltems selected (Clear) ‘ Delete ‘ ‘ Mark as Complete

Type
: Invoice
: Invoice 4wedrstyu

Line Item Description

Digital B&W
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You can have multiple purchase orders for one invoice. Just create the first PO, enter the information including
the due date and save. Then you can create another PO by using the NEW button. Then all of the purchase
orders will be listed and available.

Blalafly| Furchase Order#27

14720 Purchase Order#28

Selecting the pencil icon will allow you to edit either the bill to or ship to address.

B BillTo ° £ ship To (2)
Company Company
Snap Eastwood Snap Eastwood
Street Street
18 Glen Street 18 Glen Street
City State City State
Eastwood NSW Eastwood NSW
Country Zip Country Zip
Australia 2122 Australia 2122

You can also raise a PO for a line item.

Duplicate Item
ing - - 24.38 250
Hand Folding - Half-Fold & Raise a PO $
Drilling 2 Hole Text - 2 Holes on right side e W™ $19.91 1

Invoice Notes

Selecting this option will give you a short cut menu where you can enter notes on the invoice. These are internal
notes and will not show in the invoice.

Email Invoice

Selecting this option will save the invoice if it is not already saved and then open an email window with a preset
message.



Print job Ticket for invoice.

This option will print job tickets for all the jobs on the invoice.
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You can highlight each job on the invoice and you can see additional options. Some are the same options you
have during job creation.

Sp

Invoicing =

Description

B&W

ecial instructions

& Testaccount

Invoice Summary

Invoice Date

@Add Digital A
#& Stock

* Par |

8 Add Charg
D1 e [te

testl contactl

Price

All of the features for an individual line work the same as for the entire invoice.

included at the line level.

Dupli

You can duplicate an item at the line item level by selecting Duplicate Item.

cate Item

There are other features that are

3

Self Publishing

Self Publishing

Letterhead

Letterhead

50045

50045

O

[ o]

225.00

$225.00
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You can now re-sequence the line items by clicking and dragging the description.

1 Digital Colour, 297 x 210 White 100gsm Test Stock 03 Dull Colour printed on 2 sides

Preflight [

Courier [B)

Cutting Board (>200gsm) ()

Courierf

Courier N
Hand Folding - Half-Fold

Drilling 2 Hole Text - 2 Holes on right side

Perfect Bind - Perfect Bind

In the second screen shot you can see that the courier was moved down to after hand folding and drilling was
moved above hand folding.

1 Digital Colour, 297 x 210 White 100gsm Test Stock 03 Dull Colour printed on 2 sides

Preflight [

Courier u

Cutting Board (> 200gsm) B

Courierf

Drilling 2 Hole Text - 2 Holes on right side
Hand Folding - Half-Fold

Courier

Perfect Bind - Perfect Bind

You can use the trash can icon to delete that line item

| Ale

If the customer is taxable you can still identify which lines are to be taxed and which are not.

Unit Price @ Item Tax @

$1.128 -
$ 0.045

§ 0.045
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Special Instructions
You can enter special instructions that will appear on the invoice.

Special Instructions

Credit Terms: MMet 20 Days
Please Pay From This Invoice!

Sales Categories
This shows the invoice sales breakdown for each sales category

Note The total for the sales categories comes from the invoice item total and not the invoice total that
could include taxes, discounts or markups.

Source
B 1044 172

~ Special Instructions

~ Sales Categories
Print - 15 -~
Bindery - 199.7

Color Copy - 3619.7 L

Sales Format

This displays the different options of how the invoice will print when the print invoice button is selected.

Save

® | Default CreditMemo
Default Estimate

00 Default Invoice

10 Final Receipt
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Dates
Invoice Date Meed Proof By
21/03/2018 12:31 AM
Deliver On Reorder Date File Originals
02/05/2018 12:00 AM 15/05/2018
Ship via
Will Call

You can create a reorder date and set the instructions to file the originals

You can select\update the shipping method here from dropdown.

Will Call ~

Local Deliver

Ground (5-7 Business days)
FedEx (Estimated)

UPs

UPS 2 Day

UPS 5 Day

Will Call

If the customer has a resale number it can be entered here. You can enter the customers purchase order
number. When the PO number is mandatory then the field would be highlighted so that user can enter the data,
Warning is not displayed when an Invoice is saved. However, when user tries to pick up the Invoice the following
warning is displayed.

“Orders for this customer require a Purchase Order. Please enter a PO#.”

Resale # Wanted By Firm  po#

02/05/20

12:00 AM

You can mark the due date as firm /
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One portion of the invoice summary screen is minimized by default

Source Invoice Date Need Proof By Discount/MarkUp @ $0.00
B 1057 21/03/2018 12:23 AM Net Sub $2111.72
« Special Instructions ) :
Deliver On Reorder Date File Originals Shipping $000
02/05/2018 12:00 AM 04/05/2018 Sales Tax (1000%) @ $211.17
Ship via Deposits @ $000
2 sales Categories
Resale # Wanted By firm - po# Total $2.322.89
02/05/2018 12:00 AM

Price Information

The Price information area shows the invoice totals. To enter a shipping amount, enter or change a customer
discount percentage, select a different tax table and tax code click Edit (plus sign after label)

Discount/MarkUp @ $0.00
Met Sub $112.84

Delivery % 0.00

Tax (6.85%) @ $ 0.00
Deposits @ $0.00

There are several options in the section for the price information section

You can add a discount or markup by selecting the plus sign. It can be entered as a percentage or a fixed
amount.

Add *
g1 Discount 96 i Discount Amt
Discount % 0
Discount Amt 0
Confirm

Note If the account had a one-time discount defined, and you indicated you wanted to apply it when you
created the document, the discount is shown in the Discount Amt field, and the Apply one-time discount
check box is selected. If no discount was defined, you can enter one now.
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You can enter a delivery fee.

You can add or change a sales tax by selecting the plus sign.

Sales Tax x
Tax Table Default
Tax Code
Arizona
Tax Rate California
Tax Sub £ 10.00
Mo Tax Confirm

Selecting the No Tax check box will result in zero tax for the invoice/estimate.

You can also change the customers tax exemption status

You can add deposit to the invoice

Tax {a.am % 0.00

Deposits & $0.00

You can add up to three deposits, identifying them by payment method and a reference number.
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Deposit Entry

> 1: Cash-

w20 Add New

Cash (®) Check

Ref # 786654

Amount 15.00

® Add Another

% 25.00 Void

Credit Card

Command line option

You can lock the price

Royalty Exempt
@  LockPrice

‘ Recalculate Price

D

This locks the price for all items on the invoice. You can unlock the price for all items by changing it here.

When the price is locked it will display a lock for each line item

> lkem Product

Description

> 1 Self Publishing Members Handbook (Rumbi)

You can unlock the price for an individual item by selecting the lock
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) -

> ltem Product Description

> 1 Self Publishing &' A Members Handbook (Rumbi)

If there is a royalty associated with this invoice you can make it exempt.

Click Recalculate to update each job and charge in the document with the latest pricing information and then
recalculate the entire invoice.
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Cost Tab

On the invoice summary section there is also a cost tab. The estimated cost, actual cost (once the job is
complete), the difference, selling price and job margins is displayed for each line item. Cost is the amount you
spend to produce the order; price is the amount you charge your customer. The difference is your profit.

Account Information Job Details Invoice Summary
[EINOEE = Costing @ Cost Entered @ Historical Cost # Data Collections @ Price below cost

N SN
GCopytoNewlnvoice B @ (8 (® \
N NS

Sltem Description Estimated Actual Difference Price Margin
> 1 Digital B&W - New Patient Forms §579 §57.92 $000 %) $110.00 §52.08 (@7%)
§724 $7.2: $0000%) 51844 $11.20 (51%)

> 2 Digital B&W - Current Insurance Breakdown 2013

Underlined text means editable, blue colored numbers can be overridden and the truck icon next to description
means the delivery ticket is in the job.

Entering actual costs
Although PrintSmith Vision does not require you to enter your costs, without them you will not be able to see
where you are making (or losing) money.
To review or enter actual costs
8. When a document is open, On Invoice summary tab click on Costing button.
9. Review the costs.

>ltem  Description Estimated Actual Difference Price Margin
1 Digital B&W - New Patient Forms §57.92 $§57.92 $0.00 (0% $120.00 $62.08 (52%)
Fuel Surcharge $0.00 $0.00 (0%) $4.00 $4.00 (100%)

AG Packaging Fee $0.00 $0.00 000 (0%) $1.50 $ 1.50 (100%)

>2 Digital B&W - Current Insurance Breakdown 2013 §7.24 $7.24 $0.00 (0%) $18.44 $11.20 (61%)

3. If you know the actual cost then click the Actual column and enter the actual cost. Blue identifies costs that
you entered. Red alerts you that an item was priced below cost. The margin will automatically recalculate.

If there are additional charges using the arrow on the left hand side will open the display to show those items

also.
Sltem Description Estimated Actual Difference Price
v Digital B&W - New Patient Forms $57.92 $57.92 $ 0.00 (0%) $110.00
Fuel Surcharge $0.00 $0.00 $ 0.00 (0%) $4.00
AG Packaging Fee $0.00 $0.00 $000 (0%) $1.50
> 2 Digital B&W - Current Insurance Breakdown 2013 §724 $7.24 $ 0.00 (0%) $18.44

As discussed earlier a portion of the invoice screen is minimized by default. Opening that will also display the
costing information.
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L. Actual T S5F272
Firmm

Price ¢ 617.85

M arginm % 4513

Est. Profit T

Total $ 617.85

Saving an invoice

Until an invoice is saved, you will see the message at the top of the screen that the invoice is not saved. Make
sure to save the Invoice after any modification.

A Invoice is not saved, go to Invoice summary and click "Save"

If this customer has “Require purchase order” enabled in Account setup then when you try to save the invoice you
will get an alert that a purchase order is required.

Note Be sure to update all mandatory fields before saving the invoice

Warning

Orders for this customer require a Purchase Order. Please enter PO#

Ok

You will need to enter the customer’s purchase order number before saving.

You should then see the message that the invoice has been successfully saved.
Note The message will only stay on the screen for a few seconds and then disappear
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Delivery Ticket

On the invoice summary screen in the line item you can access the delivery ticket

o = =

& Add Digital Assets s
& Stock Picker

fintet

= Paper Calculator
£ Add Charge to ltem

Duplicate Item

B Source Inv# 1044

| & Generate Delivery Ti

Here you can verify delivery address, change the location of the item and mark it as shipped

~.

Product Description Ship Status Location Order Qty Ship Qty  Weighy]

[7] Invoice# 1067 (2 ltems) ] Mark as Shipped [

1 Digital Copies Color2Sided - Nov Release Not Shipped 1000 1000 210
~
Oz BC 2 sided 4col Not Shipped | Bindery 500 0.00
Boxing
Complete

Cutting - Finished Sheets
Cutting - Parent Sheets
Design

Large Format Finishing
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You can also enter the shipping information

Ship via

Will Call
Total Weight (Ibs) Delivery Date

210 01/05/2018
Cost

0.00 Allow COD Payment
Tracking ID Driver
Customer PO # Order #

1067

Part # Reference
Comments

You can also produce a new delivery ticket, print a packing slip and shipping label.

New SIFull Packi... o Label

leight S Standard Form
nip vVid
Full Packing Slip Form
Will Call

You can search for a different delivery ticket through search option provided at top of the window

Estimate * | Sear
Invoice
Estimate Faved, g
Web Orders

Delivery Ticket ]
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When you search for a delivery ticket you will be taken to that ticket in pending documents.

Product Description Ship Status Location Order Qty ShipQty Weight
] Invoice# 1067 (2 [tems) [ Mark as Shipped &
1 1 Digital Copies Color2Sided - Nov Release Mot Shipped 1000 1000 210
]
"

02 BC 2 sided 4col Not Shipped | Bindery 500 0.00

Boxing

Complete

Cutting - Finished Sheets
Cutting - Parent Sheets
Design

Large Format Finishing

The delivery ticket allows you to change the location of the product and mark it as shipped.

You can check the box for an item and then mark it as shipped.

Product Description Ship Status Location Order Qty Ship Qty  Weight
[] Invoice# 211 (2 Items) Mark as Shipped fil
1 Brochure - Brochure Mot Shipped 50 a0 0.5

02 NPP-Mug - NPP-Mug Mot Shipped 50 50 0.5
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.
Recording Notes About Orders

When you are working in a document window, you can use the note pad to record notes related to an order.
For example, if you are taking an order over the phone, you may want to jot down some notes so you can
complete the document later. Similarly, if you purchased stock at a special discount and passed some of the
savings onto the customer, you could record this. If the customer placed the same order again, and the
stock is priced normally, the customer might question the price. The note you recorded would remind you of
the reason for the price difference. In addition, if you lock prices, you may want to note the reason for doing
Sso.

Note You can change information on the note pad even if a document is locked.

Except for the wanted by date (entered in the When field), none of the information you enter on the note pad
is used in the document, but you can use the note pad to guide you in creating the job. The notes are saved
with the document so you can return to them later when you have time.

To record notes
1. Click Invoice Notes on the toolbar in the document window.

MNote Pad

Who

Phone

What
Howw Many What Size

FPaper

Show Mote Pad when document opens

Motes

Mumber of Characters: O

When

Cancel Confirm

2. Enter or modify information in the note fields: Who, Phone, What, How Many, What Size, Paper,
Notes, and When. (When corresponds to the wanted by date.)

3. If you want the note pad to open automatically whenever you open the document, select the Show
Note Pad when document opens check box.

4. Click OK.

Note For detailed information on functionality please refer to PrintSmith Vision setup and User guide.
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Account information

On the account tab you will find information about the account.

D

B Contact Person

Contact List

lob Details

Account Information

» Account 5tatus - Delinquent » Account Type - Cash/Check/Credit Card

Invoice S

+ | [ B

Jim Chiaramonte

Doug Armour

Jim Chiaramonte

Tim Daisy
AP Department
Steve DuPlessis
Guru Dutt
Jack Fedor

Intl

62
Ro
IL
us
60

Account Status and Type

You can identify the status of the account and the types of payments that will be accepted from that account.

Contact

You can use the drop down to select a different contact person or the plus sign to add a new

Contact. If there is a Red box arount the contact area that indicates that there is some missing information
regarding that contact. That might be the job title which can be selected from a dropdown.
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Edit contact

Bl Contact Person + e

Contact List

Michole Lehmann ]

£  Michole Lehmann
B test@efi.com
. 801.255.3343 (Phone)

M@ Contact Person

Contact®
Nichole Lehmann
Email*
test@efi.com
Phone* Mobile*
801.255.3343

Fax Website

Job Title

Use as Temporary Contact
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Invoice and Delivery Address

I

On the Account Information tab you will also see the invoice address and delivery information

B Invoice Address

Action Plumbing
7904 S. 1530 W.
West Jordan

ut

84088

H  Delivery

@' Same as Invoice Select from Contact List
Other

Action Plumbing
7904 5. 1530 W.
West Jordan

ut

84088

You can change the delivery information either selecting from Contact list if there are other contacts already

set up or you can enter a new delivery

H Delivery

Same as Invoice
@' Other

Action Plumbing
7904 5, 1530'W.
West Jordan

ut

84088

Confirm

Edit Delivery
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H Delivery

Same as Invoice Select from Contact Lis

@- Other

Company

Action Plumbing

Street

FOO4 S. 1530 W,

City State

West Jordan uT
Country Pincode
24038

Cancel Done

Internal Information

There is also some internal information that is needed for this invoice.

Internal Purpose
Taken By Sales Rep Hold Lead Source Proofreader

admin H

Taken by will be the person entering the document. Sales rep is selected from the drop down. You can put the
invoice on hold and identify the lead source and proofreader if applicable.
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Missing Information Warning

If any information is missing the warning shown below will be displayed and the area for the missing information
will be outlined in red.

Sa @ Psv.up
& C ® 102103879

Warning

Required setting (outlined in red) is missing. Please select or

enter a value.

Note Until user adds the missing information they will not be allowed to switch to another tab.
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Cash Register

Cash Register
Settings

Customer Payment Options

You can only use payment methods that have been approved for that customer. To access the set-up program
for accounts, go to AR at the top of the main screen and then select Accounts.

File Edit Invoice POS AR Pricing Reports Admin He

Accounts... Ctri+Alt+A
QuickAccess Contacts...
Fost Payments...
Closeout...

Manthly Closeout...

Generate Statements... Ctrl+ak+G

Fast Track Estimate

Next select the account name

Account Picker

=) Customers ) Prospects ) Contacts

Name &
=< WALK-IN ===
Adventure Trawel

Arizona MCC

Community First

l Mew
Davis B Main Law Offices

Days Inn

l Cancel
EFI

Four Paaks Brewsry
Guru Consulting
Icon Design

Jay E Fishman MD

JLK Designs

Lars Consulting

This will take you to the screen where you can set up various customer preferences and controls.
Under Credit Control you can set up the types of payments that are available to that customer.

Note Be sure and save your settings.
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Customer #12 EFI

< > |+ |||

v X

Automatic Discount

|#) Percant 0.00%

() Dollars 0.00

Previous Maxck Maw Save Get Ravert Delate
Address Settings Sales Info Log Notes Marketing Templates wWeb
Credit Limit 2 000,000.00
Due days from posting | g Avg. Days to Pay 138
Monthly Finance Charge Pct  o.00% {Using standard rate of 1.50%)
Finance Charges YTD 237.29 L_| Mewver calculate finance charges
Current Balance 2E027.3 LDcicing

L | @ne-time discount

] resalbetcacat

() Full Deposit

T

(») Cash Only

(@] Cash/Check/Cradit Card

() New () Cwurrent

(_) Past Due (=) Delinquent

Account Status

() Inactive

) Fro=zen

() Charge Account

() Credit Card on File

If you have the customer set for cash only then the program will show that as the default option.

= PrintSmith Vision Invoice - | search
Bl Cash Register >

Customer: EFI

Payment Method

Charge

Credit Card

Check:

Enter Invoice 1 Department Item :f <

a 0)

®
‘-’

Status|
Delinquent|

ransaction Details

Sub-Total $000

Sales Tax $000

Total Cost $000

Payment History

Amount Paying Payment Received $0.00

$0.00

Change $000
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Credit Card Surcharge

You should also set up any surcharge you want to add when the customer pays by credit card. To get to this
setting go to Admin and then select Preferences.

File Edit

Fast Track Estimate

iy
é

Fast Track Order

=i

Invoice POS

Fast Track Pending Docu...

Pricing

J:‘

Accounts...

pri}

Contacts...

=2

Employees

9 |

Reports Admin

Help Window

Change Password...

User Log In...

DR

Ctrl+Alt+B

User Definitions...
Security Setup...

web Administration
Tracker Console

Tracker Manager
Employee Manager...
Delivery Ticket Manager..
Schedule Board Manager.
Credit Card Manager...

System Monitor...

ME550w

Freferences. ..
Document Preferences...

Table Editor...

Manager...

Under Preferences select Credit Card Info. This will display a screen where you can set up different surcharges
for different credit cards. These can be based on what your credit card processor charges you. This is not
considered income since it is paid to the processor. The surcharge will apply for all customers. Be sure and save

before closing.

Digital Assets =
Mandatory Field
HTML View

¥ POS
Receipt
Cash Drawer
Cash Register
Pending List

¥ Estimator
Estimator Behavior
Estimator Printing
Paper Calculator
Job Ticket
Quantity Breaks
Markups
Stocks and Sizes
Stock Definitions
Pricing Method

¥ Accounting

Credit/Defaults
Aging Periods
Sales Categories

GL Profiles

Credit Card Info

L4

Save Revert

|| Activate credit card approval processing
(#) USA ePay

For future use

[] #pply Cradit Card Surcharge

Card Title
American Express
visa

Master Card
Discover

DSF Processing

(IREEERET

+ X

Add Delste

[¥] Activate POS Terminal

Credit Card Info

H
g
H R

MCARD  MC

DISC DI

o N @& u & W

Surcharge (96)
2.50 *
2.00
2.00
3.00

0.00

0.00 .|
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Receiving Payment

The first step is to identify the customer. You can enter a few characters of the customer’'s name and it will show
you those that fit.

Next you will need to add invoices that are to be paid with the payment received.

PrintSmith Vision Invoice Search

El Cash Register > ; ;
Add multiple Invoices

Add Invoices Enter Invoice4

Customer: EFI

You will then be shown a list of the unpaid invoices for that account. You will then use the check boxes on the left
to identify the invoices you want added to the cash register. After the selection use the Add to Pick Up button to
place those invoices in the cash register

Pick Invoice

Customer: Account Type: Account Status:

EFIl Cash/Check/Credit Card Delinquent Total 144 Invoices available for the Account.

Invoice # T Document Title 1l Wanted By Tl Ssales Rep 1l Phone # 1L Price n
1048 VDP Business Card - BC-XeroxPrep_01 4/24/2018 Dave 858-829-2429 $217.78
1060 VDP Business Card - BC-XeroxPrep03_JP 3/27/2018 Dave 858-829-2429 $ 39396
(] 1061 Real Estate Flyers 3/27/2018 Neil 863-207-9142 $ 200.89
(] 1058 VDP Business Card - BC-XeroxPrep_01 3/26/2018 Dave 858-829-2429 $ 24072
(] 1047 efi es 3/23/2018 Neil 863-207-9142 §2.786.36
(] 1054 Digital Copies_Color2Sided - Nov Release 3/23/2018 Dave 480-538-5865 5 5.828.94
1057 JJF Demo Feb 4 2018 3/16/2018 Bill 480-538-5865 8 2.322.89
(] 1056 Digital Copies_Color25ided - Nov Release 3/13/2018 Dave 480-538-5865 £1.207.58
(] 1059 B&W Digital 3/8/2018 Neil 863-207-9142 §275
(] 1041 Color Digital 3/7/2018 Neil 863-207-9142 54950
(] 1030 Digital Copies_Color2Sided - Connect Brochure 2/23/2018 Dave 480-538-5865 59493
(] 1003 T-Shirt, Blue, Large - T-Shirt, Blue, Large 2/23/2018 Dave 480-538-5865 $1.114.30
O 1039 VDP Business Card - Inside Sales 2/2/2018 Dave 480-538-5865 $ 123.00
O 1021 VDP Business Card - Lars Monohan bus card 1/31/2018 Dave 818-242-3563 $128.51
O 1001 Digital Copies_Color2Sided - brochure 1/30/2018 Dave 863-207-9142 $ 593.64
If you know the invoice number you can enter it manually
B Add Invoices ‘ | Enter Invoice?

Next select the payment method
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Payment by Check

Select the check payment method and enter the check number. The Amount Paying will default to the total of the
added invoices.

= PrintSmith Vision nveice ~ | Search Qa @@
Cash Register » Pickup Invoice# 1049, 1060, 1057
Customer. EFI B Add Invoices Enter Invoice? ™ Department Item o o SIS S
‘Cash/Check/Credit Card Delinquent}
[ invoice #1049 PO# Sales Tax Item Total U EEES
VDP Business Card - BC-XeroxPrep_0'1 76229 « $16.16 $217.78 Sub-Total $2,673.17
Tax (Default) $ 26146
O Invoice #1060 PO # Sales Tax Item Total
VP Business Card - BC-XeroxPrep03 JP 76305 © 30 $393.96 Total Cost $253463
Payment History
[ Invoice # 1057 PO# Sales Tax Item Total
« . 8
JF Demo Feb 42018 76444 $211.17 232289
Payment Method Check # Amount Paying Payment Received $0.00
Cash Credit Card 2277654 $2,934.63 Change $000

After you select the Receive Payment button you will get the option to print a receipt, select the print format for
the receipt or email the receipt.

Last transaction payment received

Transaction Total $ 2,934.63
Payment Received $ 2,934.63
Change % 0.00

Receipt Print Microsoft XPS Document Wri...
Print Format Default Invoice

[] E-Mail Invoice
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Each invoice will print a separate receipt and when you are finished with them you will get the following
message.

. >
Information

Transaction processed successfully.

Payment by Cash

The only difference in receiving a cash payment is if you are in a country where cash is rounded to the nearest 5
cents. This is set up under Admin > Preferences > International. Check the box for Use Australian Cash Register
Rounding. This will cause cash receipt to round to the nearest 5 cents and any difference will show in rounding.

¥ System — P ﬁ

Behavior
Save Revert

Company
Int ti I
Business Calendar nternationa

Numbers || Use international (slower) text sorting
Alternate Currency
|| Use Chile Tax ID verification
International

Address Formatting || Disable text styles

Integration || Use Australian invoice rounding
E-Mail
= = |\|_(| Use Australian cash register rounding
Fiery Media a
|| Disable non-taxable options for invoices, jobs and charges
Dashboard

When paying by credit card it shows the actual amount of the invoice being paid.
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-

Tax Iterm Total
$ 8.63 $ 94 93

0
o
M
"]

Transaction Details

Sub-Total % 86.30
Tax (Default) % 8.63
Rounding % 0.00
Total Cost % 94932

Payment History

Amount Paying Payment Received % 0.00
% 94.93 Change s 0.00
Receive Payment Proceed
When paying by cash it rounds the 94.93 invoice to 94.95 with .02 going to rounding.
Sales Tax Item Total Transaction Details
$ B.63 $ 94.93
Sub-Total % 86.30
Tax (Default) % 8.63
Rounding % 0.02
Total Cost % 94,95
Payment History

Amount Paying e e $ 0.00
EEEs Change $ 0.00

Receive Payment

| I
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Paying by Credit Card

You can select the credit card type and then enter the reference number. To get the reference number you need
to go to your merchants account screen and make the payment. You will get a reference number or approval
number that is then entered in Cash Register.

Generic

American Express

Visa
Master Card

Discover

Payment Method DSF Processing Re Amount Paying

Apply Surcharge
Charge Check O Receive Payment

Warning

Credit Card will not be processed! You should only enter an
approval code in this field when the card has been
COMPLETELY approved outside of PrintSmith. Click the manual
approval button and enter all the card info for verbal

authorization

Charge Accounts

You can set up charge accounts for customers and then you can charge the invoice to those accounts.

Payment Method

Cash Credit Card

Charge Check
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Department Charges

In addition to invoices you can add department charges.

the job such as boxes.

B

These are typically items purchased that are not part of

[ Invoice # 1028

Digital Copies_Color25ided - Brochure

55 Copy
Color
Fax Rec
Fax Send
Other
Merch 1

Merch 2

Moo

Sales Tax Item Total
$ 66.29 $747.77
Sales Tax Item Total
& %000 $0.00
Code Tax Table
Default
Cancel Add

In some cases, the unit price will be pre-defined but you can also enter the unit price. Enter the quantity and

select Add and it will be added to the total.

Customer: | EFI B AddInvoices | Enterlnvoices (% Departmentltem = & € Account Type S
Cash/Check/Credit Card Delinquent|
0 Invoice #1028 PO E Sales Tax Item Total Transaction Details
R - $66.29 $741.17
Digital Copies Color2Sic 1 Sub-Total §71748
Tax (Default) 6989
(] Department 0y Sales Tax Item Total Rounding $000
Merch 1 3 $360 $3950
Description Unit Price Tax Code Tax Table Total Cost §78737
Merch 1 §1200 Default
Payment History
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Pending Documents

Pending Documents

The Pending Documents window is a “command center” for managing your active documents. These are all the
invoices that are in production or are waiting to be picked up as well as all the estimates that were not voided
(canceled), archived, or converted to invoices. You can control which columns are displayed in the Pending

Documents window and the order in which they are displayed, as well as the colors that identify certain kinds of
information.

Accessing the Pending Documents Window

You can access Pending Documents using the Quick Access bar to the left of Invoicing.

PrintSmith Vision Invoice Sed

A\ Invoice is not sa|

Invoice  Prefix -new- Suffix i #12EA

Accont loformation Job Details Invoice Summary
{ Pending Documents
Bl Invoicing 8 Costing

? ltem Product Description

> 1 Business Cards VDP Business Card - BC-XeroxPrep03_JP




100 ® EFI Productivity Suite | PrintSmith Vision User Guide

The Pending Documents Window

Pending Documents

Al ttems S Estimates Invoices

All Types

Web Orders
115

()

®PastDue @ Pickup Ready @ Hold Inv/Est @ Firm Wanted By Date | = || ' |

Document Title | Location Contact Phene Wanted Date =4 | Taken By PO# Web Reference
Select Date Range

Account

l ()] Smartline Win...  F025- 140044 Occasion Card... ~ Read Com.. Sarah Mitchell 0249309093  24/10/20 2:00PA  AndrewP 6925
l B> : Keith Soames.... F025- 140859 Letterheads, pr.,  Outside Work  Marija Jreige 9483 9106 21/10/20 JohnW None
l ® > : None F025- 141063 FUji Xerox BC -...  Complete Gerry McCranor P (02)985652.. 31/10/20 8:30 Ab  AndrewP 5000751 6966

The Pending Documents window will display all active estimates, invoices and web orders. It will list all items but
you can filter in several ways. The tabs across the top will display, all items, just estimates, just invoices or just
web orders.

Tip The number of web orders is included in the total number of invoices.

The icon for estimates, invoices or web orders are also displayed to the left of the individual items to easily
identify the type of item.

You can filter further, regardless of the tab you are using, by selecting the TYPE dropdown.

Pending Documents

= All ltems Estimates
239 46

[ All Types ]
Ready
All Due (Late) Rand
Due Today Mike
Due Tomorrow
Due This Week S
Due Mext Week Rang

Each user can determine which columns are displayed, number of days of estimates to display and the color
indicator for invoices and estimates at different stages.

w

® Pzst Due @ Pickup Ready Hold Inv/Est e A"




Pending Documents | ® 101

Customize List
]

No. of Days of Estimates to Display
ALL -
Document Title Enable automatic refresh of Pending Documents
Location

Type State Indicator ®
Contact Color ltem backgound
Phone
Wantad Date Past due Inv/Est . #ff0000

Job Comment Pickup Ready Invoices . #ffooff

Proof Date
Taken By Hold Inv/Est . #654321

Sales Rep )
Job Count Firm Wanted by date | #EQ967A

Hold
Web Reference
PO#

Cancel

Each column can be sorted high to low or low to high by selecting it. Or if you are looking for a specific
invoice/estimate you can just enter the information in the appropriate field. You can click and drag columns to
change the layout. Note also that the wanted date now includes time.

Pending Documents

All tems = cstimates Tvoices Web Orders | )
= E5 C E | ® G o B :

All Types. ® Past Due @ Pickup Ready  ® Hold Inv/Est Firm Wanted By Date | == |( %

Account Document No. Document Title | Location Contact Phone Wanted Date =t | T{ken By Po# Web Referend]
Select Date Range

l @ > :  Smartline Win... F025- 140944 Occasion Card...  Read Com.. Sarah Mitchell 02 4930 9093 24/10/20 2:00 Ph  AndrewP 6925
l B > :  Keith Soames ... F025- 140859 Letterheads, pr... | Outside Work Marija Jreige 9483 9106 27/10/20 JohnW None
l @ > e None F025- 141063 Fuji Xerox BC -... Complete Gerry McCranar P (02)985652.. 31/10/20 8:30 AV AndrewP 5000751 6966
l B > H Carlingford To...  F025- 140667 nvoice books ... | Ready 4 coll.. Beryl . 02 9871 7354 01/11/20 JohnW None
l B > : Australian Turf...  F025- 140700 Drink Vouchers... PO Pending Katherine Johns 9663 8501 02/11/20 JohnW None
l B > : Sydney Advent... F025- 141087 210 x 200 Caro.. Alison King 9487 9415 02/11/20 JasonO 419623 None
l @ > 2 None F025- 141127 Fuji Xerox BC -...  Complete Gerry McCranor P (02) 9856 52.. 02/11/20 11:30 4 AndrewP 5000751 6977
l @ > : Pirtek Orange F025- 141131 Pirtek Business.., = Complete Allison Lawry 02 6360 2944 02/11/20 2:30 PA  AndrewP 6978

If you are looking for something within a specific date range you can enter the date range by selecting the
starting date and then the ending date. If you are looking for a specific date the starting and ending date selected
will be the same.

Tip Only click once when you select the date, do not double click

You can clear all filters

atsl  Clear Filter 'o
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You can access the job contained in an invoice or estimate by selecting the > to open the detail.

l >0+ o1 Bil JLK Designs Business Form 11/10/2017 138
l B @ 0 4 Bil Arizona MCC Lmo bus card 2. 12/26/2017 Cutting - Fini... 148
1 Color Digital ) B Add €500 $ 3533
2 Color Digital © Cutting - Finished Sheets B Add £ 1500 $ 86.75
3 Color Digital ) B Add £ 5000 $ 22648
4 Color Digital @ EJ Add £ 10000 $401.23
> O i Bill Arizona MCC Work Order 1/3/2018 152

You can change the location of each job. The location for the estimate/invoice will reflect the latest location that
was changed for a job. When you change the location of the estimate/invoice that location will be reflected in
each job. You can add job comments

Cutting - Fini... 148
(e ] ([ = Add |
L &
Bindery - B Add
Boxing
Complete & Add
Cutting - Finished Sheets E3 Add
Cutting - Parent Sheets
Design
Large Format Finishing -
l B > : Rock Quary 702 Survey Form 10/31/2017

MeonTechnolo... 70

L

Counter POP 5... 10/26/2017

-
)
0 oo

lay E Fishman ... 70

P

Color Brochures  10/20/2017

You can change the wanted date of an estimate/invoice
Selecting the document number will take you to the estimate/invoice where you can make changes if needed.
For estimates you can access other features and options

= > [ A 1

& Open in Mew Tab

& Convert to Invoice
= MNotify Customer
(D Hold Estimate >

& Lost Estimate

& Print Estimate

=) Archive (Recurring)
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Open in new tab will open the estimate/invoice in a new tab for modification or review.
Convert to Invoice will convert the estimate to an invoice and take you to the invoice screen.

Notify Customer will allow you to create an activity to notify the customer.

Notify Customer

Estimate® 191  Account Arizona MCC B Add Activity

& Tom Hahn = tom.hahn@ef...

FOLLOW-UP (0)
! Follow-up reauired

ACTIVITY (0) Completed

I Add to customer account log

You can choose from pre-defined activities and a note will be added to the customer account log.

B Add Activity

Customer Visit
Inbound Call
Inbound Email
MNeed to Call

Meed to Email
Cutbound Sales Call

B Add Activity

Meed to Email

Follow-up reauired

Completed
Add to customer account log

Customer requesting email reply
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Follow-up required gives you the opportunity to enter a follow up date and who is to follow up. You can also enter
follow-up comments.

@ Follow-up reauired
Follow-up date Follow-up by

06/03/2018

Follow-up comment

Completed allows you to enter the date complete, completed by and the action taken.
@ Completed
Date Completed Completed by

06/03/2018

Action taken

You can email directly from this screen.
Hold estimate will allow you to select the reason for the hold

Note The next time you open this option after putting the document on hold you will have the option to
release the hold.

7 Open in New Tab Bill
& Convert to Invoice Dave
B MNotify Customer

(D Hold Estimate > CSE Hold

@ Lost Estimate Credit Haold

Dave

I Print Estimate Customer Hold

Mew Web Order

=) Archive (Recurring)
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Lost estimate will allow you to identify the reason for the loss.

Lost Estimate

184 Take-out Menu

Too Expensive

Could not meet customer requirements
Quote received too late

For Budgeting Purposes

Testing Estimate

Job didn't go ahead

Other reason

If you select other reason you can enter comments below.
You can also print or archive the estimate.

For invoices some of the options are the same but there are some specific to invoices.
B > [ : 1

& Open in New Tab

9 Pickup Order
B Motify Customer
@ Hold Invoice >

i’ Release for Pickup

i Print Invoice
2 Print Job Tickets

© Void Invoice

Pickup Order takes you to the Cash Register program.
Release for Pickup changes the status to ready to pick up.

You can print the invoice or job ticket
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Void Invoice removes the invoice from pending documents and cancels it.

Under Web Orders you can also produce a delivery ticket and shipping label.

® Delivery Ticket
Ticket# 522 Title ' 250 VDP Business Card - Evan to EFI —lll

Product Description Location OrderQty ShipQty  Weight
Ship via

[] Invoice# 727 (1 Items)

[mR VDP Business Card - Evan Shipping 250 250 103 1o el s Delivery Date
1.03 14/09/2017
Cost
0.00 Allow COD Pavment
Tracking ID Driver
Customer PO # Order #
333222 727
Part # Reference

You can enter the weight, delivery date and tracking number.

Using the label icon, you can print a shipping label.
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Work in Progress (WIP)

Work in Progress contains all the jobs that are waiting for processing. You can choose to display jobs or
documents. A document may contain more than one job. You can use the heading to filter out certain jobs based
on the headings as well as have them sorted in ascending or descending order. You can use click and drag to
change the position of the column headings.

Work In Progress Downlpad Download ~ Customize
- as csv df List
All Jobs
B 758
All Types ®Past Due @ Pickup Ready @ Hold Inv/Est + Firm Wanted By Date | @
Document No. Document Title Wanted Date Proof Date Account Sales Rep Document Total
Select Date Range Select Date Range

l B : F025-139863 100pp A4 landscape books, hard c... 19/03/2018 ausbil Investment Management Li... $5,691.51
l B : F025-140040 GAM1557 Vantage car DL Flyer.. p.. 16/03/2018 The Star Entertainment Group Rep123 $1,033.63
l B : F025-140643 GAM1552 16 car promo 4pp 55 x...  16/03/2018 The Star Entertainment Group Rep123 $369.50
l B : F025-140667 Invoice books (180 x 245mm) of 5. 31/10/2017 2nd / 4th Infantry Batalion $71.00
l B H F025-140700 Drink Vouchers ..printed 4 colours ... 01/11/2017 Australian Turf Club $337.711
' B : F025-140730 Profiles A4 printed full colour one... 02/11/2017 Smartline Adelaide Rep123 $828.36

The screen shot above is displaying documents. If you select jobs then you will see a different layout. Additional
tabs will be displayed. If you are using Fiery and you have jobs assigned to Fiery then the Fiery Integrated tab
will be visible and you can select for those jobs.

Work In Progress

All Jobs Fiery Integrated Outsourced
B 1345 H 13 387

All Types

You can print out the WIP list as a csv file using the “Download as CSV” icon.

If you select the “Download as pdf icon you will see the different print options you have.

Print Options

Print with Extra Space Print with Job Comments Repeat Headers Open PDF in new tab
Print Page Setup Orientation: Scale®
Paper Size: Width Height Units
Ad 0 0 nches N




108 @ EFI Productivity Suite | PrintSmith Vision User Guide

-

Print with extra space will add a blank line after each row in PDF

Print with Job Comments will add job notes after each row in PDF

Repeat Headers will repeat the column header on each page if generated PDF have multiple pages
Open PDF in new tab will open the PDF in new tab instead of showing the download option

The user has the option of selecting a standard paper size or selecting custom and entering in the width
and height. The units field is used to select the units for the entered width and height.

® You can also select the orientation and scale to be used in the PDF

Selecting the “Customize List” option you will get a short cut menu screen where you can change the columns to
display, identify the color for each item based on its status and set up other filter options.

Work In Progress Preferences
Job Columns Document Columns
Account Include Estimate
Document Title
bd Location bd Wanted Date 3
o o State Indicator @
Job Comment Proof Date
Job Description Account Color Item backgound
Document Title Ordered Date )
Wanted Date Sales Rep Past due Inv/Est . #992302 @
Proof Date Taken By B B ~
Pickup Ready Invoices . #5elc5e ®
Ordered Date Hold
Hold Document Total Hold Inv/Est . #495e99 ®
Assigned To Location
Taken By Proof By Firm Wanted by date #dicfcf (0]
Job Qty Deposit
Press
Sales Rep Order price more than $297.00
Document Total
Product Deposit received orders
fob Type Include Shippi d Te i I
Praof By nclude Shipping and Tax amount in totals
Deposit

There are different column options depending if you are displaying jobs or documents. You can determine if you
want to include estimates or not. You can set up additional filters here also. You can set up a filter based on the
order price you enter. You can also set up filter for order where you have received the deposit and determine if
you want to include shipping and tax amount in the displayed totals. In the case of order price amount and
deposit received with orders they become a filter you can select. If you check include shipping and tax amount in
totals then the totals will change to reflect that amount.

All Types ]

LAUT gy

Due Tomorrow

Due This Week

Due Mext Week

~N
High Value Invoices ([ ==

297)

\nvoices With Deposit Y,

In this screen you can also determine the color you want to use to identify the different statuses of the jobs. You
can enter a specific hexa decimal color code or you can select the color field and select the color that way
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. #992302
. #1f171c
. #495299

The documents are color coded according to the guide

[ Firm Wanted By Date @ Past Due @ Pickup Ready @ Hold Inv/Esf
Document Title N  Wanted Date Proof Date Account
X| Select Date Range Select Date Range Australian Turf Club

DLX Plain Face Envelopes:.DLX Plain Face Envel... 19/03/2018 Awustralian Turf Club
Members mailouts - letter printed black one si...  18/03/2018 Awustralian Turf Club
$5000 SUPER SWEEP Flyer - printed 4 colours ...  28/11/2017 Awustralian Turf Club
Green Voucher, A4, printed CMYK 1 side on 25...  237/11/2017 Australian Turf Club
A4 books, 100 sets per book in duplicate (Whit... 237/11/2017 Awustralian Turf Club
Punters Pack Drink Vouchers .printed 4 colours...  21/11/2017 Awustralian Turf Club
Australian Turf Club Business Card:helpdesk 21/11/2017 Awustralian Turf Club
DL Flyers - printed 4 colours 2 sides on 250 gs...  20/11/2017 Awustralian Turf Club

By using the drop down, you can filter the jobs you can display based on their status or a saved filter

Work In Progress

B All Jobs

655
[ All Types ]
All Types nt N
Ready
All Due (Late) 119
Due Tod
ue Today 119
Due Tomorrow
119
Due This Week
119

Due Mext Week
[ s FOZ3-1419
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Once you have created a filter you can save and use it later.
In this example a filter was created for a particular customer, Australian Turf Club.

Selecting “Save Filter” gives a short cut menu where you can name the filter

Sawve Filter Option

Filter Mame
Australian Turf Club| l

Cancel Save

This filter now becomes available in the search

All Jobs

F 655
[ Awustralian Turf Club ]

TR —— N
Ready -,
All Due (Late)
Due Today 1
Due Tomorrow 1
Due This Week 1
Due MNext Week h1
Australian Turf Club 1

Selecting “Manage Filters” allow you to modify or delete the saved filter

Manage Saved Filters

Update Delete
Australian Turf Club | ) far )

You can clear the filter

o

bld Inv/Est (@) (1&31) (=)

IS W

¥ Clear Filter
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D

Hovering the mouse over the document title will show more detail about the job. Double clicking on the document
title will take you to the job details screen for the invoice.

[OCTUTITETIT TITIE

DLX Plain e Envel...

A4 books, 100 sets per book in
duplicate (White/Yellow], blue
croc covers and tape, bound at
left, top sheet with 2 parallel
$SDDD SUR perfs and 1 vertical perf. 3 to
view per page with skip ~
Green Vo numbering eon 25..

Members k one si..

A4 books, 100 sets per book in duplicate (Whit...

Once you select one or more documents or jobs you have other options depending on which screen and which
tab.

On the documents screen you can print job tickets. Selecting this option will print the job ticket(s) for the jobs in
the document.

B All Jobs

758

2 ltems selected (Clear) | £ Print Job Tickets

On the jobs screen under both the All Job or the Fiery Integrated tabs you have these options

Work In Progress

a1 All Jobs | Fiery Integrated Qutsourced

- ¥

. 1411 ‘ M 13 401

1 Items selected (Clear) Select User to Assign [ Ed IntegrationLab ]| Cancel
IntegrationLab rio“

Account Invit/Job# Location Jol
Ed FIERYDEMOILABT

Print job ticket will print the job ticket to the screen where you can determine where you want the document to
print.

Select users to Assign gives you the option to assign a user to the job.

The next field will display the options of where the job can be processed. The column “Device ID” will display the
device ID

Note This is only available on the job screen display
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Job Type Device Id

Digital Col... FIERYDEM...
Digital Col... Integration..
Digital Col... FIERYDEM...
Digital Col... Integration..
Digital Col... FIERYDEM...
Digital Col... FIERYDEM...
Digital Col... FIERYDEM...
Digital Col... FIERYDEM...

The submit to Fiery field will allow you to submit the job to fiery.

The options displayed under the tabs works well when you are working with multiple jobs but you also have
options available for each job. Assign job, Submit to Fiery and print job tickets work just like the above options. In
addition to those you can, mark the job as outsourced and notify the customer.

Note If the job has already been submitted to Fiery, that option changes to Void Fiery job which will
cancel the job in Fiery.

| B

A Assign Job

aushbil Inve

B4 submit to Fiery
[ Outsource
= Motify Customer

<2 Print Job Tickets

You can mark the job as outsourced by moving the sliding dot. This will cause the job to be marked as

outsourced and change the number of jobs in the outsourced total.
Note Marking a job as outsourced does not change its pricing method and job price.

Selecting “Notify Customer® brings up a box that shows all of the current activities and the ability to add an
activity.
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I

Notify Customer 4+ Add New

nvoices FO25- 141041 Account Australian Turf Club

A Angela Simic L. 86226786 B4 test@efi.com
0 0410 401 795

FOLLOW-UP (D)
I

ACTIVITY (0)
I

When you select Add New you will be shown a place to enter a new activity

Notify Customer

nvoice# FO25- 141041 Account Australian Turf Club E) Add Activity

A& Angela Simic . 86226786 5= test@efi.com
0 0410 401 795

Follow-up required

FOLLOW-UP (0)
| Completed

Add to customer account log
ACTIVITY (@) o 2




114 e EFI Productivity Suite | PrintSmith Vision User Guide

E Add Activity

-]
CALL

EMAIL

EMAIL

FOLLOW UP

REORDER

WISIT
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PO History

The PO history process allows you to view all purchase orders including completed purchase orders and their
current status.

Purchase Orders
All type of vendors Show Completed (&) (4) (¥
Vendor Name 0¥ 3 Document® Description Buyer Date Required Status
Select Date Range Show All
CMYK Hub F025-26 copier paper Buyer 1 29/06/2018 IN PROGRESS ‘]
Ben Carmichael Printing F025-25 142043 29/06/2018 IN PROGRESS
All Book Binding F025-24 142038 25/06/2018 IN PROGRESS
AACID Solutions F025-23 142005 22/06/2018
Arrow Printing Supplies F025-21 142002 28/06/2018 IN PROGRES!

T

You can filter purchase orders by selecting a vendor, date range or status using the column headers. Selecting
this icon will clear the filters and list all purchase orders.

All type of vendors l Show Completed ( 'ﬁ Y (+))

Vendor Name: % po# = Document & Description Buyer Date Required Status

elect Date Range Show All
Ben Carmichael Printing F025-25 142043 29/06/2018 IN PROGRESS
All Book Binding F025-24 142038 25/06/2018 IN PROGRESS
AACID Salutions F025-23 142005 22/06/2018
Alen Industries 142005 Buyer 1 22/06/2018
Arrow Printing Supplies F025-21 142002 28/06/2018 IN PROGRESS.

Checking the box “Show Completed” will add completed purchase orders to the list.

Double clicking on any PO number will open that purchase order. From there you can edit or change the status
of a line or the entire purchase order.

You can sort the purchase orders in ascending or descending order by using this icon.

PO #

You can delete purchase orders by checking the box next to the purchase orders you want to delete and then
selecting the delete icon.

Delete Purchase COrder

Show Completed @78 | _|_ t@

Selecting the plus sign allows you to create a generic purchase order that is not related to an invoice.

1. Select the vendor
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2. Enter the required date. Clicking on the field will display a calendar.
3. Enter the buyer information and description.
4. Select add a line item and complete the information on what you are ordering

Note that the PO type is now generic

Purchase Order Line Item - Item# 1

Account Type
E| Generic

Line Item Description ltem Name ltem Code
| |
Total Quantity ) Unit Price Total Price
| 0.00 ‘ $0.00 $0.00
Vendor Quote # Partial Received

0.00 Mark As Complete

Additional Line ltem Description

You have the same features that you have when raising a PO in invoicing. See page 67 for information on
“Raising a PO” in invoicing. You can edit, mark as complete or delete an item.

Type Line ltem Descript

a Generic cartons of copier

# Edit [tem
@ Mark As Complete
fif Delete ltem

You can email, print and save the PO.

IR

(=) (@)

Note If you want to email to the supplier then you must include their email address in the vendor record.
See page 16 for information on “Adding or Editing a Vendor Record”.



