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GETTING STARTED

PSM is built on relationships so that information only has to be keyed in once and thisedegain in many places. When you first
set up your studio although new pieces may be added as you work it is important to get as much of the baseline infanrpkstoan
as possible. Below is an overviewsome ofthe basic relationships in the system:

Customer
' Data

Product
Data

Package
Data
Vendor
Data

Data

The products you sell are the core of the process and related to almost every aspect of PSM. The reco/necenmdedvorkflow
for setting up your Studio fdws:

EnterStaffUpdate information

EnterVendor information

EnterShipperinformation

Enteror UpdateProduct @tegories(used for sales report trackingve have some standard entries in place
EnterProducts

EnterPackagesf offered)

=A =4 =4 4 -4

Without Staff, Vendors, Shippers and Puots Quest has no data to reference, this is the same with any studio system on the
market! We have included sample entries of each so quest will provide you a display of the tracking functions and repbtiteou
box. It is recommended that you leas# of the entries in the system until you have you own data to track i.e. orders, expenses and
inventory items, they will have no bearing on your financial tracking as they are each priced at $.01

This guide will start with the system Lbgand work though each of the above steps in order to help guide you through your initial
set up
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LOG IN

The log in dialog is configured to identify and track the user adding records into PSM. This is to support the trazldadppis
individualinamultB YLJ 28 SS aidzRA2 ® 2KSy !'aSNIwm YF{1Sa I artsS GKIFG 3

Select User:

After the initial PSM log in has been completed you do not have to exit and log in again, to change users simply seleaisbe n
with the UserSelect dropdown menu located at the top left of the main scre@ny orders pending shipment for the logged in user
gAft 0S RAALIXIFITE@SR 2y GKS YIFIAY YSydz F2NJ 6KS aOdzZNNBy (i siza SNE
well.

lohin Adams

MAIN MENU

¢CKS YIFIAY YSydz 2NJ al 2YS¢ LI 3S Aa GKS RSTldzZ G aONBSy eiddz gAf
support functions built into PSM

Total Sales Current Year Net Profits
$35,000 T/ $35,000 T S0

PE— ]
$30,000 $30,000 1 | e
50 1 540
$25,000 $25,000 $35
$20,000 520,000 1 50 1 $30
525
$15,000 $15,000 1 50 $20
$10,000 $10,000 1 $15
S0 +—— 510
$5,000 $5,000 1 $5
4 50

S0

so 50 -
Pricing Profit Tracking If biank, Profits = Total Sales Detailed Expense Report Current Year Tax Report
$8,000

$7,000
6,000
$5,000
$4,000
$3,000
2,000

$1,000
{ Administrative Tasks so

Expenses Taxes Collected

(4
Contact Management

[ Order Processing

(4
Event Management

{ Products and Expenses

f Package Management

f Image Management

Reports

Feb'10 Mar '10 Apr'10 May ‘10 Jun'10 Jul'10 Aug'10 Sep'10 Oct'10 Nov ‘10 Dec'10

Page7



MANAGING STAFF

Questcomeg A UK 'y AYAGALFfT adGrFrFF SYydNB yIYS dabSé Tdaidredit SEBaELLE 2 dz |
oContactManagement on the left Control Bar

Contact Management

¢CKS a/ 2yl Ol al yI 3SYSy[i&f SFRINM KiGn igfevcdisiryetGdkat the@\Bdb S¢ { G FF&
create new records To edit a record double click the ID fieldHit the refresh button after making an entry to see the update/add.

Contact Management

| Todays Contacts and Birthdays l Custcmers[ Seniors l Suppliers and Vendorsl Shippers l Staff l Marketing l Manage Schoolsl

E Refresh Add Mew Staff

o . Company ~ | FirstName .« | LastMame - E-rnail Address - Job Title - Mobile Phone -~ | Home Phon
1 Your Studio User One new@hotmail.com Photographer
2 Your Studio User Two new@hotmail.com Photographer

Below is the Staff managemefurm used to managgour records.

Goto _EI Save and New ' Delete Record

I General Ordersl

First Name User E-mail new@hotmail.com
Last Name One Web Page

Company Your Studio

Job Title Photographer

Phone Numbers MNotes

Business Phone 111-111-1111

Home Phaone

Mobile Phone

Fax Mumber

Address

Street 1234 Some Avenue
City Your City
State/Province Florida

Zip/Postal Code 123456798
Country/Region usa
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The Saff form also has an orders TAB that will display and link to any of the orders the selected staff member has submited. The
records are automatically recorded on this form when an order is placed.

Goto -E| Save and Mew ' Delete Record Close
General ” Orders
Order# ~ | Order Date - Customer - | Invoice Total -
ME  12/21/2010 Bill Davis $315.00
107 12/20/2010 Will Smith 5683.75
106  12/20/2010 Dave Jones $515.00
105 12/19/2010 Bill Davis $315.00
104 12/19/2010 Bill Davis $190.00

MANAGING CLIENTS

= = < A . . A . . .
/f7\01 KSNE U2 asSsS K2g¢g AuQa R2YySH
Ny

To add or ediCustomersi St SOG &/ 2y GF OG al ylF3aSYSyidé 2y GKS tSFlhG /2y GNRt

Contact Management

¢ K Sontact Managemert form is now displayed efect the 6Customesé Tabto createor editrecords. Once the records are
entered they will be displayed on this form and can be accessed for editing by double clicking on the TD Gisddte a New
/ dza 2 YSNJ NBO2NR a St 8lioki Hit thé reffeshdbuttBrRaftel rBaging/ameitiy 20662 ik update/add.

Contact Management
Todays Contacts and Bfrthdays[ Customers l Seniors] Suppliers and Vendors] Shippersl Staf'fl Marketing l Manage Schoolsl
E Refresh Add New Customer |l /Add Family or Friends [l JAdd Edit Relations List
ID . |LastName + | First Name - E-mail Address ~| HomePhone .| Mobile Phone . Referred By -
1 Clients Sample Sample@hotmail.com (123)555-0100 (123)555-0101
2 Smith Joe Sample@hotmail.com (123)555-0100 {123)555-0101
6 Jones Dave Sample@hotmail.com (123)555-0100 (123)555-0101
1 Davis Bill Sample@hotmail.com (123)555-0100 (123)555-0101
8 Smith Will Sample@hotmail.com (123)555-0100 (123)555-0101 Joe Smith
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CLIENT MANAGEMENTRAND

When you double click on the ID fieldetClient ©rm opens up This is also the form that would be displayed if you were adding a
new record, in the example below we are showing it with data already entered. The fields are standard entries with ttieregtep
2 T. Th&dBly rulés Xlifeyeiit in PSM aiieKh® firgt e Wbieng god ardFragSifed?

G CANERG
to enter either the First and Last Name of the Client or the Company namthe case of a commercial Clietftis is required to
support the relationship operations in theystem The first name and last name are also entered in their own separate figids.

[} ad

Iy R

bl YS

entry for a potential customer may be tagged afpeospect

TheMarketinglnterest dropdown field allow you to tag multiple interests your client may have to support targeted

® Bill Davis

General ] Ordersl Contact Managementl Relations |

|Add From Outlook

|E-mail Customer

F Y R

|Create Outlook Contact |Save and New

i KS NBTS NNy denotredidied. Y I &

| E Refresh

First and Last Name or  Bill Davis
Company MName

Contact Information

First Name Bill

Last Name Davis

Company

Phone Numbers

Phone (123)555-0100
Mobile Phone (123)555-0101
Fax Mumber

Address

Street 123 1st Street
City Seattle
State/Province Wa

Zip/Postal Code 93939
Country/Region uUsa

Birthday 12/1/1980
Anniversary 1/1/2000

E-rail Sample@hotmail.com
Web Page
Prospect [}

Interests

Edit Marketing Interest List

Portrait, Auto, Graduation IZ|

On referrals add their relationship on the relations TAB

Referred By

Senior Tracking
The school must be added before you will see it below

School School Number 2

Graduation Year 2011
Notes

[=]

Add A School

This example is used to drive some data into the funds tracking and may be deleted

after you set up an document your first order in Quest,

marketing/email campaigns your studio may offer. The Integestip itemsmay also be edited from this form.

Interests

[T] Architecture

Edit Marketing | Auto

[] Commercial

O referrals add their ] Graduation

[C]| Graphics Design

Referred B
EIEEEY [ Motarcycle
i [] Mature
clang [] Portrait

| must be added before { [l Sports

School

Graduation Year

] Wedding

[ OK ] [Cancel ]

| Edit Marketing Interest List |

=] Prospect Interest

Prospect Interest List

o -

Wedding

2 Portrait

Interest

3 Commercial

4 Nature

08
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SENIOR TRACKIBGCHOOL MNAGEMENT

If the client/prospect is a senior add the name of their school and graduation year here. Schools may be added here or on the
Contacta I Y I 3 S W&nyigeé Samooisab.

Senior Tracking

The school must be added before you will see it below [ Add & School

School | IEI

Graduation Year

Contact Management
Todays Contacts and Birthdays l Customers l Seniors [ Suppliers and Vendors l Shippers l Staffl Marketing l Manage Schools |

| Add School | B Refresh

o . School Name - Address - City + | State/Provence - | Zip - Phone
1 Test School 1 123 South St Southern City FL 111111 904-321-1111
2 School Number 2 123 South 5t

CLIENT AND CUSTOMERDERS TAB

The Client and Customer tracking fo@rders TAB that will display ddink to any of the orders the current client has submitted in
the past. These records are automatically recorded on this form when an order is placed.

Bill Davis

'Add From Outlook |E-mail Customer |Create Outlook Contact |Save and New

General [ Orders[ Contact Management [ Relations |

Invoice £ - Order Date - | Shipped - |SubTotal -~ |Taxes - | Shipping - |Invoice Totz -
B 12/25/2000 12/25/2010 $315.00 5100.00 $10.00 $425.00
113 12/25/2010 $125.00 50.00 50.00 $125.00

|RELATIONS TAB

The Client and Customer tracking form Relations TAB that will display and suppadting of family, friends and relation to a

given client.

® Bill Davis

|Add From Qutlook IE-mail Customer |Create Outlook Contact ISave and New | B Refresh

General [ Orders] Contact Management] Relations |

Family and Friends may be added, delelted or edited below, [ Add or Edit Relations List
D - First Mame - Last Name ~ | Birthdate - Relation - E-mail Address - Phone Mumber
# Joe Stevens Friend
3 Gene Barry 3/3/1980 Friend Gene@yahoo.com
* (Mew)
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CONTACT MNAGEMENT

The Client and Customer tracking form Contact Management TABapilhgdiand support the adding, tracking and management of
your Sales Prospecting and Contactitolists. This is where you document and track your planned calls, cold calls, mailings etc.

® Bill Davis

JAdd From Outlock  |E-mail Customer |Create Outlook Contact |Save and New | B Refresh
General m Contact Management | Relations

Document and Track you scheduled/planned calls and contacts. On the date they are due they will show up on the "Contacts and Add New Contact Info
Calls" form.

Records are added using the link to the right, they may be editied or deleted from in the form below

Be sure to add the date you contacted the client or they will show up as a past due contact.
Date Called . | Date Of Mext Call » Reason For Call - Contact Notes - Type
12/27/2010 Follow up on Portrait Order, send out payment memo.

Follow up on O

lye O2yil OG I OGA2y @2dz R20dzySyid gAtt 06S RAALX I &

SGontactsand K S R

Callg ¢ Fhs fbrm tracks botlipcoming and past due contact information, be sure to add the date you contact the client or it will
remain in the Past Due que and displayed on this form. To document/update your contact with the clibig dlick on the Ifled

to open and documenyour contactaction.

Contact Management
Contacts and Calls l Customers l Seniors l Suppliers and Vendors l Shippers l Staf‘fl Manage Schools Birthdays And Anniversaries l
Todays and Upcoming Calls and Contacts Be sure to add the date you contacted the client or they will show up as a past due contact,
Customer Date Of Next Call  Type Reason For Call
9 Joe Jones 12/31/2010 Call Back Confirm wedding event location
i Bill Davis 1/20/2011 Call Back Follow up on Portrait Order, send out payment memo,

Calls and Contacts Past Due

Customer Date Of Mext Call Type Reason For Call
24 FB Cruise Club 12/22/2010 Call Back FB Cruise Club interested in Hoilday Shoot downtown
1 Joe Pass 12/9/2010 Consultation Set Up Portrait location

BIRTHDAYS AND ANERSARIES

The Birthdays and Anniversaries TAB will displays these important upcoming client and family dates

Contact Management

Contacts and Calls l Customers l Seniors l Suppliers and Vendors l Shippers l Staf‘ﬂ Manage Schools l Marketing l Birthdays And Anniversaries L

Birthdays and Anniversaries coming up in the next two months.

Clients
Birthday  Anniversary  First Name Last Name E-mail Address:
1 12/1/1980  1/1/2000 Joe Pass Sample@hotmail.com
[ 12/1/1980 1/1/2000 Dave Jones Sample@hotmail.com
I 12/1/1980  1/1/2000 Bill Davis Sample@hotmail.com
g 12/1/1980 1/1/2000 Wwill Smith Sample@hotmail.com
El 12/1/1980  1/1/2000 Joe Jones Sample@hotmail.com

Family and Friends

Birthday  First Name  Last Mame Family Relation E-mail Address

B Smith Joe Pass [=] Friend  [=]
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SENIOR MANAGEMENT

hy GKS /2yarOd YFylFaSYSyd vievaaditrecdds. 3rOQuesiiSkrfors arg doyumentéd and taghed oni 2
the Customer Management formYou may filter and sort on any of the fields of search usiegdrop down arrows at the top of any
column. Within our Saleseports youcan track your data by school

Contact Management

Todays Contacts and Birthdays l Customers l Seniors l Suppliers and Vendors l Shippers l Staff l Marketing l Manage Schoolsl

1B Refresh | Add New Senoir |Add Family or Friends [l /Add Edit Relations List

ID . | Last Name  First Name + | School Mame » |Grad - E-mail Address ~ | HomePhone .| Mobile Phone - Interest - Pro¢
g Clients Sample Test School 1 2011 Sample@hotmail.com (123)555-0100 (123)555-0101 Portrait, Aute, Graduation
7 Davis Bill School Number 2 2011 Sample@hotmail.com (123)555-0100 (123)555-0101 Portrait, Auto, Graduation
6 Jones Dave School Mumber 2 2011 Sample@hotmail.com (123)555-0100 (123)555-0101 Portrait, Auto, Graduation
9 Jones Joe Test School 1 2011 Sample@hotmail.com (123)555-0100 (123)555-0101 Portrait, Auto, Graduation

|IMPORTII€B AND EXPORTING GIOIEPATA WITH MICRGSIOOUTLOOKO07 AND2010
S—

w»

[ fA0] KSNB G2 as K2g AGQa R2YySH

/

These instructions are the Office 2007 and 2010 Instructions and only applicable to those versions!

If you currently track your Customer/Client and Vendor information in Outlook you will be able to perform an automateddfrgdbof their
contact information into PSM with a few mouse clicks, 1@ trousand all the information will be added in less than a minute, addresses, emails,
phone numbers, web addresses efcontact information may also be exported from Quest to Outlook one record at a time.

hy GKS /2yiFOG YIyFI3ISYSHNEETZNG 0a $SECDGIKS RR/ deS®2 / dza (1 2 YSNE

Contact Management

| Todays Contacts and Birthdays l Customers I Seniors l Suppliers and Vendors l Shippers l Staff

P Y e—
'E‘ Refresh Add New Customer )

hy GKS a/ dzai2YSNI5SGFAT&E F2N¥Y aStSOG a! RR CNRY hdzif221¢

—2| Customer Details

First and Last Mame or (Required)
Company Mame

On theOulook Select Names tAdd form you will select the names you would like to import and the click OK, the files are
automatically added to Quest.
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nst@hotmail.com |(123)555-0100 |Portrait

‘@gmail.cal Select Names to Add: Contacts &
3@gmail.ca

|| Search: @ Mameonly () Morecolumns — Address Book
irlos.Santa
mith @gmé Go | Contacts +  Advanced Find
-@hc'tma"_ | Name Digplay Name E-mail Address
mny@yahs & Amy Grant Amy Grant (BB@g... BE@gmai.com -
| @yahGD.E S Amy Grant Amy Grant (Busin... Amy Grant@+1 (123) 555-0101 F
@hotmail.g % Bernard Thomas Bernard Thomas (... bt@gmail.com
@yahoo CE & Bernard Thomas Bernard Thomas (... Bernard Thomas@+1 (123) 555-0101

= 4 Catherine Smith Catherine Smith (c... csmithi@gmail.com

4 & Catherine Smith Catherine Smith {... Catherine Smith@+1 (123) 555-0101
dams@gms & Jean Smith Jean Smith (hi@y... hi@yahoo.com L
ransj@hotg & Jean Smith Jean Smith (Busin... Jean Smith@+1 (123) 555-0101 T
nas@yahot & Jonas Smith Jonas Smith (jona... jonas@yahoo.com

3 4§ Jonas Smith Jonas Smith (Busi... Jonas Smith@-+1 (123) 555-0101
an@yahmq & Josh Johnson Josh Johnson (ji@... jj@hotmail.com
artin@yahﬁ 8 Kim Thomas Kim Thomas (Kare... Karen@gmail.com
East@yaha & Kim Thomas Kim Thomas (Busin... Kim Thomas@-+1 (123) 555-0101

) & Randy Louis Randy Louis {rand... randy@gmail.com
mb@yahegy @ Randy | ic Rancy | nie fRusiBanrv | aoiem 177 5550101 S
ste@gmail 4| i | »
ndy@gmail Amy Grant (BB @amail.com) ; Bernard Thomas (bt@amail.com)
lIs@yahoa

]

z

¢2 SELRNI:Z 2Ly GKS OftASyid NBO2NR lyR G4KS OftA0l GKS &/ NBY

=3| Customer Details

B Untitled

lAdd From Outlook  [E-mail Customer

IGeneral Order5| Contact Managementl Relati0n5| Eventﬁ.ttendeeal

First and Last Mame or
Company Mame

E-rmail

Wk Danc

IMPORTING AND EXPONRG CLIENT DATA WOWTMICROSOFT OUTLOZOO7 OR 2010

¢2 AYLRNI 2N SELRNI /dz&Aad2YSNE RIFGlF &8t SO0 a! RYAYA&adGN: GA@S

[ Administrative Tasks

CKS a! RYAYAZGNI A DS  ¢deléct thedmparoanDExphril O/22NaR 3R A4 LOf 10848 R =

Administrative Tasks

| Studio Info l Studio Logoshmpor‘t and Export Records { Export To Excel | Export Customers to Excel 2003/2007 | Update Calendar Link

QOnly the main sets of data may be move into another version of Quest. Due to the nature of the data relationships and design of the pre

Only the main sets of data may be move into another version of Quest. Due to the nature of the data relationships araf tresign
program your actual salesssociated with the Clients and Products they previously purchased cannot be moved, you are able to
migrate your product actual Product and Client information. The Referral and Interest data cannot be mbeed eit

The instructions listed below are alsathed L YLI2 NI | YR 9ELR NI wSO2NRaé¢ ¢l o
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Move Data From Quest to another version of Quest

To export your data to an upgraded version simply open the table, highlight all of the records and copy them, open this form and same table in the new
version and then simply paste the data you copied.

Move Data From Outlook 2003 or and Excel File

To import your Contacts from Outlook 2003 open Outlook and select "File", "Import and Export”, "Export to a File", "Microsoft Excel”, then Select your
Contacts folder from the list and save the file in an easy to find location. Open the exported Excel Sheet and open the "Access Client Records” link
below. If you are pulling from ancther program and can get it into Excel the follwoing also applies:

The Excel sheet frem your outlook or other pregram will contain columns that Quest does not, it is easiest to compare the two and then delete the ones that do not
match then drag the column so that they are in the exact order as the Quest table, then copy and paste then into the system,
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MANAGING VENDORS AMDPPLIERS

=

= < AN A x &
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K2g AGQa R2YySH

To add or edivvendors and Suppliess St SOUG ay RFE¥idalzy GG(KS ST . N3

Contact Management

¢CKS a/2ydlF 00 alyl3aSYSyaé FT2N¥ Aa y2¢ RAaALI I @SR asSt Sl i K
records are entered they will be displayed on this form and can be accessed for editingtdg dlicking on the ID field. To create a
bS¢ {dzLJLX ASNAR 2NJ +SYyR2NE NBEO2NR asSt Sod 0KS abS¢ { dzLJLX ASN
update/add.

ety
~
No
<,
[N
Z
fo
—h

Contact Management

| Todays Contacts and Birthdaysl Customers[ Seniorsl Suppliers and Vendors ] Shippersl Staf'fl Marketing ] Manage Schoolsl

E Refresh New Supplier

D . Company - Last Name - | FirstName - E-mail Address - Job Title - Business Phon
il wHCC 800-111-1111

|VENDOR SUPPLIERNAGEMENTFORM

Below is thevendorSupplier management form used to manage the records.

® wHCC

Select Supplier -E| E-mail Supplier Create Outlook Contact Add Mew Supplier m
I General Productsl Expensesl

Company WHCC E-mail
Web Page www.whecc.com
Primary Contact

First Name
Last Name
Job Title
MNotes
Phone Numbers This example is used to drive some data into the funds

tracking and may be deleted after you set up an document

Business Phone 200-111-
Hin your first order in Quest.

Mobile Phone

Fax Mumber

Address
Street

City
State/Province
Zip/Postal Code
Country/Region

Page]. 6
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VENDOR AND SUPPLARODUCTS TAB

Once products are entered and associated with a supplier/vendor they will be displayed and editable from the produdtgtab. T
price column reflects the current sbof the product the vendor is charging you and may be updated here ortirerRroduct
Managementlink on the Main Menu.

To update a price double click on the ID field and the products form will pop up to petfieropdate.

Select Supplier | E-mail Supplier |Create Qutlook Contact Add New Supplier
General || Products Expenses
ID - Category - Product -| Price -~ Quantity |«
hif 13 Sample Product $0.01 1
2 13/ 20x30 Lustre $39.95 |1
4 3/ Sample Inventory Product 50,01 |1

VENDOR AND SUPPLEE®PENSE TAB

As expense are added they are associated with a supplier/vendor and are viewable in the Expenses work areas and atbe here on
9ELSy&asSa ¢tod ¢KS | OlGdzZ f SELISY & SExpeBsORNRID YT 2StoBd | OO0SaaSR oé

Select Supplier | E-mail Supplier |Create Outlook Contact Bdd New Supplier

Genera|| Products‘ Expenses

Expense Order ID ~ | Purchased Date ~ |Payment Amount ~ | Shipping Fee - Taxes -
b 12/21/2010 $150.00 $0.00 $0.00

PagPJ. 7



MANAGING SHIPPERS

’

¢2 FRR 2NJ SRA

[e=tN
A
w

{ KALIISNE aStSOG a/2yidlO0G alyl3SySyidé¢ 2y

Contact Management

CKS a/2ydlF 00 alyl3aSYSyaé FT2N¥ A& y2¢ RA échiflsl O8de te racBriisa@ U i K
entered they will be displayed on this form and can be accessed for editing by double clicking on the ID field. To @wate a N
{ KALIWSNE NBO2NR ast Soi G§KS abS¢ { KA LIJSesthe update/sof.® | Al GKS

Contact Management

Todays Contacts and Birthdaysl Customersl Seniors[ Suppliers and Vendorsl Shippers ] Staf'f] Marketing ] Manage Schoolsl

o . Company - E-mail Address - Web Page - Business Phone  «
1 USPS
2 UPS
3 Fedex

The Shipperform.

& untitled

Goto _EI Save and New [Celete Record]  'Close
General

Company E-mail
Web Page

Primary Contact

First Mame

Last Name

Job Title

PagJ.8



PRODUCT MANAGEMENT

|MANAGING PRODUCTS

Gt NBRdzOU &

‘ Products and Expenses

¢2 FRR 2NJ SRAG t NRRdzOGa &St SO FYR 9ELSyaSasg 2y

The Productsnd ExpenseE 2 NY A& y2¢ RAALI I @ SR® Poducts TRHRto ddd oy SSRAA (it NERREMBOAI( &S
9RAU tNRBRdzOUGE tAYy1® t NRPRdzOGA YIFe a2 6S NBOASHESR & RT BN
covered below will open up.
Products and Expenses
. Products l Expenses]lnventory Management | Pricing Profit Tracking
Add or Edit Product
o - Product Name -t Category  ~t| Standard Cost  ~ List Price + |Reorder - | Quantit «+ |Inventory - |Number ~
53 1 Hour of Shooting Billable Hours $10.00 $125.00 1 [l
23 11:14 Lustre Print Lustre §4.25 §42.99 1 [}
25 11x14 Metallic Print Metallic 54.25 54299 1 ]
48 11:14 Picture Selection (1) Wedding §4.25 §42.99 1 ] =
37 16:20 Lustre Set Print Lustre §16.00 560,00 1 ]
2 20030 Lustre Print Lustre 539.95 §80.95 1 [l

You mayfilter and sorton any of thefieldsusing the drop down arrows at the top of the columRroducts may also be edited in any
of the fields on this form.

Products | Expenses | Inventory Management | Pricing Profit Tracking

o . Product Mame -t Category -t | Standard Cost  «
33 1 Hour of Shooting All sotatoz
23 11xd4 Lustre
25 11:14 Metallic Al sortZton
48 1114 Picture Selection (1) B | Clear filter from Product Name
37 R Text Filters y

2 20030 Lustre

43 5 Hours of Shooting [Select All) -
31 57 Glossy Set - 4 Prints {Blanks) H
28 5x7 Lustre 1 Howur of Shooting

11x14 Lustre

11x14 Metallic

11x14 Picture Selection (1)
16%20 Lustre Set

2030 Lustre

29 5u7 Lustre 5et
49 5x7 Picture Selection (1)
50 5x7 Picture Selection (2)
28 540 Lustre

3 8xl0 Lustre Set - 2 Prints

17 8x10 Lustre Set - 3 Prints [¥] 5 Hours of Shooting v
36 8:10 Metallic Set - 4 Prints < i | »

38 8x10 h'!etalllc Set - 5 Prints [ oK ] [ Cancel ]
4a 810 Picture Selection (1)

l'i? ﬁﬂﬂ Pi:‘hjr?ﬂ?l?d‘inn I'TI FEETICITIT L
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ADDING PRODUCTS

¢2 IRR t NRPRdzOG&a asStsSoOid GKS t N2 RdzOG¢ tAYy 1 ®

Products and Expenses

Products l Expenses { Inventory Management | Pricing Profit Tracking
| Add orEdit Product
o - Product Mame -t Category «t| Standard Cost  ~ List Price + |Reorder + | Quantity » |Inventory ~ | Mumbel + |&
53 1 Hour of Shooting Billable Hours §10.00 §125.00 1 M
23 11:14 Lustre Print Lustre $4.25 $42.99 1 =
25 11:14 Metallic Print Metallic 5425 54299 1 [
48 11x14 Picture Selection (1) Wedding $4.25 $42.99 1 = =
37 16:20 Lustre Set Print Lustre §16.00 $60.00 1 =
2 20630 Lustre Print Lustre §3995 $89.95 1 =

TheProducts formis nowdisplayed to add a new Product seléiied ! RR b S ¢t NMRoRelzéniand updaty dxisting
Produck@ 2 dz Yl & dzaS GKS a{ St SOi tNRBRdzOG ¢2 wS@AS6¢ RNRBLIR2GY
charge your clients. The difference between the two isisalisplaying the net profits reportsf the product is an Inventory item

(@]}
No

F2NJ 82dz2NJ adGdzRA2 { St SOG GKS aLy@SyGa2NER LGESYé o0f201 thafyeu aSi
currently have in stock while settingupthephy ¥ &2dz gAf £ I f D@ler iBBARY Itér? [ABR Saded iKY Idy

make an entry on the form with the name and quantity to get it to begin tracking.

11x14 Lustre

Select Product Ta Review -EI IAdd Mew Product B Refresh | Delete Close
Product Details
Product ID 23 Quantity Per Unit 1
MName 11x14 Lustre Standard Cost 4,25

Stock Number

List Price

E Package if applicable

$42.99

Wedding Group 1, Bridal Group 2|3

Category Print Lustre
| Add Product Category
Supplier WHCC IZI
L ! Add New Supplier

Inventory Item ]
Desired Stock Level

Reorder Level

To begin tracking New Inventory items an use the "Order
Inventory Item” reflecting your current stock as the quantity
ordered to get the item in the tracking que.

E' Refresh

Refresh First!

PagQO



PRODUCT CATEGORIES

Product categories anequired andaddedand edited from Product Management Main foriithey are used to track sales trends
and may be edited to suit your personal tracking requirements.

Products and Expenses

Products l Expenses llnventor}' Management | Pricing Profit Tracking |

| Add or Edit Product Categories

o - Product Name - Category  +t| Standard Cost - rce -
53 1 Hour of Shooting Billable Hours 510,00 §125.00

Add and Edit Product Category

Close Form

Scroll down to update, add or delete your Product categories

Category x| [

Canvas

Frame
Studio Prints

On the Product form you will finthe Category Selection box, this allows your studio toand track sales by categories. Itis a
dropdown driven list and the main Category List is also accessible for edits and update from this form.

Category |z|
Billable Hours
Canvas

Supplier Frame

Framed Print
Gallery Wrap Canvas
Limited Edition
Mounted Print
Print

Print Glossy

Description

On the formyou may also add/edit categories @aSf SO0 a&! RR tINR RdzOG / I 6 S3 2 NE ¢

Category E|

EAdd Product Categcr}fi

The Product category fm comes up from both the link on tHeroduct andProduct Management Main form3.o add a new
category scroll down to the bottom of the list and add your data.

Add and Edit Pro Category

Close Form

Scroll down to update, add or delete your Product categories

Category |

Canvas

Frame
Studio Prints

PagQ 1



ADD SUPPLIERS TO BBOTS

Suppliers are added to Products in the same way as Categoriesp @awn list for selections and an add button for edits and adds.

Supplier | IZI
[C] Osh Kosh
[]| reference Entry do not delete
Description [ supplierB
[C]| supplierc
[/ supplierD

You may also add a new supplier from this form the Add New Supplier link will pull Goupipdier Fornwhere you can add their
information.

Supplier | |Z|

[ Add New Supplier

VADD PACKAGES TO PROD&C

If your Studio offerPackaged KS t NP RdzOUG A& FRRSR (2 GKSY @Al K $aybeaddey 3 S
to multiple packages by selecting more the one check Qawest comes with some sample Package Names and will need to be
edited to match your offerings.

Package if applicable E|
Mumber In Stock [C] Bridal Group 1

Bridal Group 2
Inventory Item [C] Bridal Group 3

[C] Job Quote Big Bussiness
i wedding Group 1
[T wedding Group 2
[T] wedding Group 3

[ OK ][Cancel]

On rule to remember is that if part of the package is five 8X10 prints for instance you must enter it as a singletRi®cight be
entered as a ProdD (i Y 818 Rustree Set5 Printg @ ¢ KS LINAOAYy3a A& RAFFSNBYy(d & 6Stt>
(single line item) as a quantity of one when it is actually five. The way to manage sets in PSM is to spell out thergnentity
Products SAONR LIGA2Y S (GKS ljdzZyadAade of201 oAttt 6S amé GKS &l yRII
you charge you customers for this product item.

Product ID 130 Quantity Per Unit 1

Mame 8x10 Lustre Set - 5 Prints Standard Cost 52.99

Stock Mumber List Price $140.00

Category Print Lustre |E| Package if applicable Wedding Group 2, Bridal Group 1|E|
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ORDERIN®VITH OR WTHOUT PHOTOS

‘

9 [ £tA0] KSNB G2 4SS K2¢ AGQa R2YySH

PSM was designed for my small studio to track my funds, expenses and Fine Art Editions. During this process you roag also upl
images individually as theyra ordered and the illustrations show an order using and associating image files with orders. You may
still place an order without using the image functions and the processes, reports the tracking are the exactly the straeciasei.

As with Batch Processingjngle art orders are entered after your products, shippers and vendors/suppliers have been put into the
system so they are available for selection on the input form.

New Fine Art and Individual Ordeséthout Photos arenitiated from the main menu under the Ord@rocessing fornunder the

atf+OS hNRSNEE ¢lFoo
4 -
Order Processing
Order Processing
. Pending Shipments | Place Orders] Review Orders] Payment Tracking [ Process Session Packages With Photosl Print Proof Sheet

MNew Order Without Photos
New Fine Art Order Used order to 1.:r.ack the sales of your limited editions assigning copies of the images to the ¢
sales of the edition.

F,‘D Order # (New)

Status: |Create Invoice With Images Create Invoice IShip Order |Add Mew Customer
Custorner IEI Salesperson Photographer One IZI
E-mail Address Order Date
Product -~ | Qty - | UnitPrice .| Discount ~ | Total Price - | ImageFile® -
* []
Total

PagQB
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FINE ART AND ORDWRTHIMAGESNORKFLOW

1. Select your customer, the upper form fields will automatically populate.

Customer EEGERI I EE E [ Add New Customer l Salesperson lohn Adams EI

E-mail Address bt@gmail.com Order Date 10/13/2009

2. Find or Upload your image. There are tways to find an image already uploaded into PSM the first is to use the search

box in the bottom of the Filed Images screé@rwill search the event and image name fields.

T R T . Rl 3

Number Sold 92 Lomments

Remaining Editions 2

Record: 4 4 5of14 L s bike week

3. The second way to find a filed image isit&é t SOU G KS & w $h@Ank will notYwbrEuditi you Have yiriages
loaded into Quest.

10/13/2009

[ Review Images

Filed II‘I‘IEIgE-S Add New Image E You must refresh after adding

an image

4. The Image review forns displayed. On this form ydiiick Fliterand Sortusing the drop down arrows at the top of each
column orscroll to the image ort@ F and search the database. ickihg on any of the fields with names will display the
image. Once you have identified the image your client would like to pur¢cbapg or remember the image number and
then close the form.

Title Limited Edition = Filter, Sort and Click on
Maximum Editions: 100 any field below to
Event Wame and Date Clean test editions yes display an image.

Number Sold 1

Remaining Editions 99

Comments
Title - Event Name and Date - txtimagePathAndFile -1 | Co - | Limited Editic ~ | Maxim -

+ Clean test editions yes C:\Wsers\John'\Pictures\Ready\Biketoberfest VWelcome.jpg 100
+ Cruise Inn 2009 C\Jsers\John'\PicturesiThe Chevys.jpg 100
+ Test sold 1 C\Jsers\John\PicturesiMe St Augustine. jpg 0

# Bike Week 09 001_2 3.jpg Jones Wedding C\sers\John\My Albums\Photo Express Demolalbumislides\139 jpg 100
# Bike_Week_09010_1_2 jpg Jones Wedding C\sers\John\My Albums\Photo Express Demo\albumislides\Bike_Weet 100
+ Bike Week_09 982_3 4 jpg Jones Wedding C:\Users\John\My Albums\Photo Express Demaolalbum\slides\Bike_Week 300

Pag24



5. Pasteor type the image number into the Imagdéle # fieldon the Order Details Tadnd select the Product and QTY.

Qrder Details |Sh\pping Informstion | Payment Information | Add Taxes|
Product - |Qty - | UnitPrice - |Discount - | Total Price - |Image File# - Filed Images Add New Ima You must :Ires.h after adding
11x14 Glossy 1 442,99 0.00% 847,99 382 an image.
* | Title Event
Total 1 $42.99 Bike_Week_09_213AAp Bike Wesk 2009
g
Image Number 382
Limited Edition
Max Editions 100
Number Sold EH Comments

In the previous sequence we searched and used an image alreadg én PSM. For fine art salgsu do not need to

upload all of your imagesather just add them as you make sales. To add a@i®a 4 St SO0 G KS a! RR b

Filed Images Add New Image E You must refres.h after adding
an image.

Title Event

Bike_Week_09
201_2_3.jpe

lones Wedding

Image Mumber 366

7. The Add Image Form pops up with a best praagticeinder;K A it G KS a{ St SOG , 2dzNJ LYl 3S¢ f Ay]

Add A New Image

Select Your Image

To accurately track your editons you must always keep a copy of your image in the

folder you select it from. The system does not store the files locally it only maintians a
link to the original file.

A best practice is to keep a master folder with all of your limited editions or in the
case of an event to always maintain the same original folders location

After your image is selected the Acquire Image form appears. Images may be tagged asHditidedLE) here, and also
on the Image review form, if it is an LE add the maximum (total) number of editions and the number sold will be
automatically tracked by PSM as copies are sold.

Acquire Image stored in External File

Save (New)

Hle | [ Limited Edition

Location or Event (Required) = o

féame:and Data Maximum Editions
Number Sold
Comments

Pa925



The image is now available after a refresh on the order fofm, tt 2 OF 1S A G a SR2N0 & wHBRMBE[KI£ &

Edd Mew IT'I"IEIQE Ou MuUs I'E-I'EE.'I atter adt ng
an image.

South Florida)

Image Mumber 675
Limited Edition
Max Editions 100

View Image Larger

Comments

Record: M 4 150f1; Mo

| Search |

9. View how to addShipping InformationPayment Informatiorand Add Taxesia the tabs on the form. Once these tabs are

dzLJIRF G SR GKS AyAGALFt 2NRSNI R20dzyYSyidl A2y Aa O02YLX SGSo
selected.

New

e
Create Invoice With Images  Create Inv Ship Order ) elete Order B Close

ORDER WITHOUT PHOTOS

{ St SO0 GKS hNRSNJItNRPOSEAXYBDPTERBN SV REBENISHK &§ NRSNI ©F (K

" Order Processing
Order Processing

Pending Shipments | Place Crders ] Review Orders ] Payment Tracking ] Process Session Packages With Photos | Print Proof Sheet

I_New Order Without Photos

) New Fine Art Order Used order to Fr.ackthe sales of your limited editions assigning copies of the images to the order and then tracking
sales of the edition.

1. Select your customer, the upper form fields will automatically populate.

r?."’ Order #146

Status:  Mew

|Create Invoice With Images

| Create Invoice !Ship Order |Add New Customer

Customer diction Studios Salesperson Photographer One IZI

E-mail Add K il.
mai ress aren@gmail.com J Order Date 1/2/2011

Order Details | Shipping Information ] Payment Information ]Add Taxes |

Product » | Qty »| UnitPrice - | Discount ~ TotalPrice ~ | ImageFile# «

*

Total

2. View how to addShipping InformationPaymentinformationand Add Taxesia the tabs on the form. Once these tabs are O
dZLIRF GSR GKS AyAGAFE 2NRSNI R20dzySyidliaazy ia O2vix sasdy

selected.
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PENDING SHIPMENTS

Rerrembering that PSM tracks by the current user the Pending Shipments form will then display orders waiting to be shipped by the
User who entered the orders.

Order Processing

Pending Shipments N Place Orders[ Review Orders | Payment Tracking | Process Session Packages With Photos

Active Orders Pending Shipment or Job/Session Quotes

# Date Customer Motes
109 12/23/2010 Bill Davis
112 12/23/2010 Will Smith
108 12/21/2010 Bill Davis

107 12/20/2010 Will Smith

Keep in mind that these displays are accessible to everyone in the studio simply by sé¢testingme in the User Drop Down
menu. This will support any pending requirements that may need to be completed when a staff member is away.

REVIEW PENDING SHENT' S

From the above screen the User may access the record simply by clicking on the drd@f #R ® P FGSNI Ot A0 1Ay 3
will pop up.

@ Order #109

Status: New 'E Create Invoice Create Invoice With Images Print Event/Job Quote Ship Order  JDElete Order’

Packages, Quotes and Event information must be in the system

Customer ill Davig |z| Order Date 12/23/2010 and added using the Event Management/Crder Processing
. Menus. The drop downs may be used to make a
- Sal
E-mail Address  Sample@hotmail.com , Calesperson User One E correction/update to the record.
Send a Payment Due Reminder Package/Quote - if applicable |z|
Event - if applicable |z|
Order Details  Shipping Infermation | Payment Information | Add Taxﬁl
Product - | Qty -~ | UnitPrice - | Discount - | Total Price ~ | ImageFile# -
1114 Metallic E al §4299 0.00% §42.99
*
Total 1 $42.99

This is also the form used to add individual orders and every piece of information related to an order is directly aceaksible
workspaced Ly FRRAGAZY (2 {Kd mayalgiclkkeh théQustan@rnanie 1o Rccasg thely recdréds. &his is
just a display of the top of th€ustomerform which will be covered in its own section.

m Order #109

Status: New Create Invoice Create Invoice With Images Print Event/Job Quote

Packages, Quotes and Event infor

Customer Bill EENE IZI Order Date 12/23/2010 and added using the Event Mana:
- . Menus, The drep downs may be
- Sal
E-mail Address | Sample@hotmail.com P alesperson - User One IZI correction/update to the record,
[ Send a Payment Due Reminder I Package/Quote - if applicable
I Miedee Pimdaila Chinnind Infarmatinn I Davmnant Infrarmatinn I Add Tavar I EVEI"It ) nc appllcable
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ORDER DETAILS TAB

hy GKS FTANRG GF o a&h NRANII S thdt Rrdaciséare 2 Felediidh Sasdd RdRnBwhenBlévid and that
discounts may be applied at the item level. This allows you to offer a discount on either and individual part of an irelentre
order itself.

Event - if ap
Icrder Detailz  Shipping Informetion Pﬂymentlnfﬂrmatiunl Add Taxe:sl
Product | Qty - | UnitPrice + | Discount .| Total Price - | ImageFile# -
11x14 Metallic 1 54299 0.00% 542.99 3]
*
Total 1 $42.99

2dz YI®e R2dzotS OftAP1asg8¢ (GKS AYNVBSSIRAGSGL & [JIZNOKI aSR® ¢ KA
information about the print, Limited Edition data and any comments.

lmage Review Image Number 382

Limited Edition [ Comments

Maximum Editions: 100 Used for the cover of our Daytona
Bike Week book 5-2009. Sold some

Number Sold 92 bulk purchases to two bussiness
outlets

Remaining Editions 8

Sales History
QTY ~ |Sale Price ~ Product
1 $42.99 11x14 Metallic
1 $220.00 Canvas Set
20 $42.99 11x14 Metallic
20 $140.00 16X20 Canvas
50 $42.99 11x14 Metallic
Record: 10of5 > M & Filte Search

SHIPPING INFORMATIONB

The shipping company, date ship to address and fees are all maintained here.a8ly tthef Ship Address will populate with the
customer data but may be updated to send to an alternate address. All other fields are entered when the order is placed.

Order Detsils | Shipping Information | payment Information | Add Texes |

shipping Company  [JEH [+] ship Date Shipping Fee $15.00

Ship Mame Carlos Santana

Ship Address 456 14th Street

City Denver

State/Province CcO

Zip/Postal Code 99399

Country/Region UsA w
Clear Address g

[a



PAYMENT INFORMATI@GND PAYMENT TRACKINAB

The payment Type, Date and Multiple Paymieiormation is added. Quest will track and report on up to 6 payments. Reports

track show due dates and amounts and a separate report may also be generated for the Client after each payment disptaying the
payment history and balance due. Whenthélia t I @ YSYyd 2NJtFAR 5F3S A& FRRSR Al gAf
you payments as complete (Paid In Full)! This pulls them from the payment tracking que.

: — - bvent - It apphcable Wil Smiuth Job =]
Order Detallsl Shipping Information ” Payment Information  Add Taxesl

Payment Type Credit Card| |Z| Balance Due 5483.75 [T paid In Full - Only mark if all payments are complete. Once this
Last Payment or Paid Date | 12/20/2010 is marked the order will not shw up in Payments due reporting.

Payment,/Order Notes and
Payment Dates/Check Mumbers

Payment Tracking

If the client is going to make payments, document them here. The Balance Due in the system will automatically update with each entry you
make here. After the final payment is made be sure to make the order as "Paid In Full" on this form.

Paymentl 520000 Payment2 $0.00 Payment3 $0.00 Payment4 $0.00 Payment5 $0.00 Payment6 $0.00

Mext Payment Due Date 22-Dec-10

Payments are tracked the Order Processing, Payment Tracking Tab. Any payehénp#st due is highlighted in Yellow. You may
generate Customer summary PDF Payment Memos to forward to thespdayngthe record then clickigthe "Send a Payment Due
Reminder" link.

Order Frocessing

Pending Shipmentsl Place Orders l Review Ordersl Payment Tracking | Process Session Packages With Photos] Print Proof Sheet
To update the payments click on the "#" link and then update the record on the "Payment Information” tab. | Payments Due Report
To create a Payment Memo/Invoice for you client open the record then click the "Send a Payment Due Reminder” link.
If an invoice is showing up here that has been paid, you have to go back to the payment information tab on the order and mark as "Paid In Full”
# - | OrderDate - | Salesperson -« Customer - | Ship Date « Total + | Last Paid Date + | Balance Due - | Payment DueDate « &

118 12/27/2010 Photographer One Jean Smith 54299 12/20/2010 54299 23-Dec-1

117 12/27/2010 Photographer One Jean Smith 54299 54299

116 12/25/2010| Photographer One| Bill Davis 12/25/2010 §425.00 12/25/2010 £375.00

PAYMENT DUE REPORT

OrdeI’S W|th Payment Due i Ep-tEmt:Er'll].E[l']l.]

Balance Due

25 Sample Client2 9/8/2010 0.1 50.01
26 Sample Client3 90200 52.07 5050 24-Sep-10
23 Sample Client 9/8/2010 $36.00 $36.00

Totals $38.08 $36.51

Page 1 of1
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SUMMARY PAYMENT RRHGFOR CLIENTS

e : Abams VIEws IMAGING
; ”Qq FINE ART PHOTOGRAPHY BY JOHN E ADAMS

j Fernandina Beach, Florida
= Sr—

ill Davis
123 1st Street
Seattle
WA 99999

Below is a summary of your current balance and next payment due date, thanks again for your support.

Invoice Order Date Order Total | Balance Due | Next Payment
Number Due Date

116 12/25/2010 $425.00 $375.00 1/25/2011

ADDTAXES TAB

The Tax Tab provides a Tax Worksheet form with the flexibility of entering the current rate for the taxes you are chthegitigara
trying to keep up and maintain a current list of all tax rates in the world. You will copy the order totaihfeoOrder Details Tab,
paste (or type) it into the Order Total box, add the tax rate then copy and paste the Tax Amount into the taxes box.

| Order Details | Shipping Information I Payment Information | Add Taxes {

Tax Caculation Taxes
Order Total:
Tax Rate:
Tax Amount:  $0.00

Mew Total 50.00
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MANAGEAND PROCESFACKAGRND JOB QUOTEBFFERINGS

s = ANA < A& A . PR . A

.s’ [ fAO] KSNB u2 aSS K2zg AuQa R2YSH

Packagesand Job Quotes are both groupings of Products that a Studio offers as one invoiced item at a set price. In Quest the
Workflow/Building of the groups botfollow the sane procesghe main difference being a Package will probably have a longer shelf
life and be used for multiple customers i.e. a Wedding Package. When building a Job Quote it is recommended that you use the
Client or Organizations title in the Name or tRackage, this will show up on your quote form and be easy to locate in Quest to

perform any updates of deletionSome Examples:

1 William Smith Wedding
1 Action Graphics Urban Architecture Session
1 Job Quote for Easy Riders May 2011 Shoot

Remember that Produstcan be addetb any number of Packages via ttiop down list.

¢2 YrylFr3aS @2dzNJ t I Maptage®eént oa tBd IStCantrofBat. O I 3 S

| Package Management

¢KS tFO11r3aS YR W20 vdz2iS alyl3SYSyid F2N¥ A& y2g PRhditybu & SR
GKS 2FFSNAy3Iad 4! RR 2NJ 9RAG t NBPRdzOGé¢ Ay @

Package and Job Quote Management

Current Package and Job Listl Manage Packages and Job Quotesl

Build and manage Package Offerings and Custom Job Quotes

1 [ Add or Edit Package or Job Quote Mames ] 3. “|Refresh

4. Products may also be added to Packages or Job Quotes by Clicking on the Product field below.

2. | Add Products to the Package or Job Quote
5. If you are offering group of itemns use the term "Set” in the description.

D . Product ~ | QTY - |Standard Cost ~ List Price  ~ Description - Category - Package
43 5 Hours of Shooting 1 $50.00 §500.00 Billable Hours Bridal Group 1
31 5x7 Glossy Set -4 Prints 1 50.49 §15.00 Print Glossy Bridal Group 1

The workflow for Packages follows:

1 Assign Mmesor Titlesto your packages with the "Adat Edit Package or Job Qudtemes' link2y G KS adal yI 3§
I'yYR W20 Fovmdz2 (1 S & ¢

Add New Package Group

Close Form

Add or edit Package Group offerings.

D - Package Description -
! Wedding Group 1
2 Portrait Session 1
3 Bridal Group 1

4 Wedding Group 2
5 Portrait Session 2
6 Bridal Group 2

7 Job Quote

*

2

g
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Add or Edit Package or Job Quote Products

'Save and New

Select the Product you would like to assign to a Package, then select the Package. Products can be assigned to
multiple Packages and all of the packages they are currently assigned to will display below.

To Delete Package Offerings you must individually uncheck each Product they are assigned to and they will no
longer show up on the Package listings.

Select the Product Bl Add New Product

Package Job Quote |Z|

Name Sample Product

After you have completed a selection you must hit the "Save and Mew" link before adding another product.

1 When completed "Refresithe Manage Packagpageand your new entries will be displayed

Package and Job Quote Management

Current Package and Job Liztl Manage Packages and Job Quotes

Build and manage Package Offerings and Custom Job Quotes

1. [ Add or Edit Package or Job Quote Mames l 3. l ﬂ Refresh I

4. Products may alsc be :

2, E.Add Products to the Package or Job Quote ]

5. If you are offering gro

1 Products may also be added tadkages by Clicking on tHefield on the form

I . Product - | QTY - |Standard Cost - List Price -
43 5 Hours of Shooting 1 §50.00 §500.00
31 57 Glossy Set - 4 Prints 1 50.49 §15.00
48 1114 Picture Selection (1) 1 54.25 542,99

1 If you are offering groupof items use the term "Setind identify the Quantityn the Product Name field, the actual
Gvdzl yiAGe T aes thdexamplésbelodlBe stamdard cost will be whgibur supplier currently charges you for
2yS AGSY YdzZ GALX ASR E GKS ljdzrydAade Ay GKS a{SGé¢ e&2dz I N
Lustre print so 3x.50=1.50 and we would enter $1.50 as our standard cost

Product Name = | Quantity - | Standard Cost - | List Price -
8x10 Glossy Set - 3 Prints 1 59.00 530.00
11x14 Glossy 1 54.25 542,99
5x7 Lustre Set - 3 Prints 1 51.50 514.00
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REVIEW PACKAGEFEBRINGS

On the Packagand Job Quotdlanagemenf 2 N & 2dz YI & &St S Gfid JébQSotedibtdzlRB §{§St L RE I BE
Packages and Prices grouped in a report for onscreen review or printing.

Package and Job Quote Management

Current Package and Job List [ Manage Packages and Job Quotes |
| Package | Products | Quantity =
Bridal Group 1 5 Hours of Shooting 1
5x7 Glossy Set - 4 Prints 1
Package Cost  §515.00
Bridal Group 2 11:14 Lustre 1 3
11:14 Picture Selection (1) 1 1
16:20 Lustre Set 1
5 Hours of Shooting 1
Package Cost  $645.98

You may also review an individual package by clidkieglown arrow and filtering/sorting on the Package field of the Manage
Packages and Job Quotes form.

3. | :)Refresh
4. Products may also be added to Packages or Job Quotes by Clicking on the Product field below.

5. If you are offering group of items use the term "Set” in the description.

lard Cost - List Price  « Package - Descripticn - Category
550,00 5500,00 Eridal Group 1 4] sortAtez urs
2] sotztoa
50.49 §15.00 Eridal Group 1 W
(< Clear filter from Package
54.25 54299 Bnidal Group 2 Text Filters »
_ [Select All)
§50.00 §500.00 Eridal Group 2 (Blanks) urs
Eridal Group 1
§16.00 560.00  Eridal Group 2 Eridal Group 2 2
Job Quote
54.25 54299 Bridal Group 2 Portrait Session 1 =
Wedding Group 1
52.99 569.99 lJob Quote ¥
§36.99 57500 Job Quote
h oK ] [ Cancel
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PACKAGE ORDERYENT AND JOB QUEOMTANAGEMENT

Package Ordemrebe initiated from theOrdert NP OSaaAy3 f Ay ] F2NNEeNNROBBRAKESaanprRPSt
t K2iG2a¢ ¢Foaod

Order Processing

Order Processing

Pending Shipments | Place Orders[ Review Ordersl Payment Tracking [ Process Session Packages With Photos[ Print Proof Sheet

[ Mew Order Without Photos ‘

‘ Used order to track the sales of your limited editions assigning copies of the images to the erder and then tracking

[ Llewbine At ey sales of the edition.

Place Orders for Packages and Event or Job Quote Packages. You may order just a Package an associated

I Package and Job Quote Orders ‘ Event/Quete is not required.

RememberPackages must already be entered into the system. HokdeManagement menu covered in the previous sectists
the steps andequirementsassociatedvith the workflow and containhe associated links to add the required data.

Package and Job Quote Management

Current Package and Job List | Manage Packages and Job Quotesl

Build and manage Package Offerings and Custom Job Quotes

1 l Add or Edit Package or Job Quote Names ] 3 “|Refresh
4. Products may also be added to Packages or Job Quotes by Clicking on the Product field below.

2. [Add Products to the Package or Job Quote ]

5. 1f you are offering group of items use the term "Set" in the description.

D - Product - | QTY . Standard Cost - List Price - Package - Description - Category -
43 5 Hours of Shooting 1 550.00 §500.00 Bridal Group 1 Billable Hours
31 5u7 Glossy Set - 4 Prints 1 5049 §15.00 Bridal Group1 Print Glossy
48 11x14 Picture Selection (1) 1 §4.25 54299 Bridal Group 2 ‘Wedding

Pageg4
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|PACKAGBRDEBUSING QUEST FOR ANSITUDIO REVIBMORKFLOW

[p—

‘sn Clickheretose&k2 g A (1 Q& R2YySH

The workflow for Package Orddmlows:

1 YourClient Informationand Packageshould already be entered.
1 If you are just processing a Package salgrocessinga Job QuoteOrderand are not going to perform the image review

using Quest this is all that is needegd 2 { 2

GKAE LI 38

1 If you are using Quest to perform an Image review with the Customerdr yg A f f
Order worksheets th&ventinformation and Imagemust be entered into the system bake |

g AlGK tcEn?hé @acessed

i2 as8s Kz2¢é ArAilQa
0SS dzaAy13
at N2OSaa {Saar

R2y S
vdzS5aiQa

Below is theProcess Session Packages with Phéfoskflowmenu and outlines the steps required to compléte process.

Order Processing

Pending Shipments ] Place Ordersl Review Ordersl Payment Tracking [ Process Session Packages With Photos I

Client and Event data must be entered into the system before the images can be processed.

1. Enter new Customer information, only if not entered in the systemn yet. This must only be done once. B G RN ETROIT ST
2. Enter Event information. This must enly be done once. [ R IS0

3. Uplead your images from your camera files into a working felder giving it the same name as your event. |[J:ETE BINTLI S ER S

4, Conduct an Image Review presentation, selecting the images for purchase, Remember the event
pictures have to be loaded into Quest and all centian the Event name for them to show up here,

2, Assign the Package Name to this invoice

Package =

3, Assign the Event Name to this inveice
if applicable

Event =]

Total Price - | ImageFile # -
§35.00

§45.00
§75.00
§140.00
5150.00
5180.00

,_.
=
&=

m Package Orders Order #143
Status:  New Create Invoice |Create Invoice With Images
Order Date 1/1/2011  Salesperson  Photographer Or[+|
Products = QTY ||| 1. "Copy/Paste” the first2
8:10 Lustre Set - 2 Prints 1 =| Columns to the left into the Order
830 Lustre Set - 3 Prints 1 I the list is emply you have not
Frame 810 Matted 1 et assigned a Package to the
810 Metallic Set - 4 Prints 1 ¥ Client and need to go back and
4 I » complete this step!
Order Details | Shipping Informetian | Payment Information | Add Texes |
Product .| Qty «| UnitPrice - | Discount -
8310 Lustre Set - 2 Prints 1 §35.00 0.00%
£ 810 Lustre Set - 3 Prints 1 545.00 0.00%
Frame 810 Matted 1 57500 0.00%
8x10 Metallic Set - 4 Prints 1 §140.00 0.00%
Wedding Album with 200 Images 1 §150.00 0.00%
Set of 200 4xb Prints 1 §180.00 0.00%
*
Total b

$625.00

Process a Package Session With Photos and Perform an In Studio Review using PSM Quest

You may use this form and process te set up your client order and then conduct and in studio review with them,

If your Package Order is geing to have images associated with it you must use the below workflow as well.

Ship Order

2. Review Images Start Event Review

3. AddImagesto Order Images must be imported with the Event
name added to the files to display below.

4. Copy the Image Numbers and Paste them into the Image File #
on the with the desired product on the order list.

Image # 115

View Image
Larger

Daytona Turkey Run 2010 Client  Various

! Present, Edit Review and Order Packages

Record: 4 4 26 0f94 » M & No Filter | [Search
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Package/Portrait Image Review
Close

1. Onscreen review of images from the shoot.

2, While reviewing delete images NOT being ORDERED.

Delete Image

To manage youEvents scheduled Quote or Job Date/locatiénS f §venlQudtea I Yy 3SYSy Gé¢ 2y

=N
~

Event/Quote Management

{ St SO0 GKS a9@SyiGz W26 FyR vdz2iS alyl3SYSyidé¢ ¢I o

Event Management

Calendar l Add Event To Google Calendarl Event, Job and Quote Management [ Add Event To Outlook 2003/2007 [Add Event To Qutlock 2010 l

The workflow for events, sessions and jobs are identical in PSM. After they are created each displayed on this form. W [ Add/Edit Event Types

Create an event/job/quote

1. If this it is not a standard offering er if it is a custom Job Quote review packages and edit/add new data to meet client requirements. W
2 | CreatetheEvent orJob Quote |

3. Quotes and Session Confirmations are sent from the Event/Quote Form.

4. Event and Job Orders are placed on the Order Processing Form

I +| ApptDate -~ | ApptTime - Appt - Event Type - Description + | Confirmed - | Cancelled
5 1/21/2011 1:00 PM 'Will Smith Job Portrait Session Will Smith [
[4 12/31/2010 11:00 AM Sample Port Portrait Session lean Smith 0 |

w
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ADD THE EVENT OR JDBOTE NAME AND INA®ARTION

' TGSN) e2dz aSt SO0 (KS dlihkigeCréafe Ever®essiong Farm RilNdispPO NOTdz8el(c@rimas on
this form!

Enter the Event or Session name and Staff assigned to manage the Event.

Enter the Date, Start Time, Appointmerrigth in Minutes andhe reminder settings. Reminders will be active in the calendars you
export to (Outlook) ® 52 y2i OKSO1l G(KS 4! RRSR (i2 hdzif 221 orCosges | FiG S|
Calendait will automatically be filled in Once an appointment has been added it may not be resent to the calendar if this box is
selected, to resend the information i,ezoumade a correction uncheck this box.

Pa9637















































































































