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GETTING STARTED 

PSM is built on relationships so that information only has to be keyed in once and then re-used again 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 information in place 

as possible.  Below is an overview of some of the basic relationships in the system: 

 

 

The products you sell are the core of the process and related to almost every aspect of PSM.  The recommended/required workflow 

for setting up your Studio follows: 

¶ Enter Staff/Update information 

¶ Enter Vendor information 

¶ Enter Shipper information 

¶ Enter or Update Product Categories (used for sales report tracking, we have some standard entries in place) 

¶ Enter Products 

¶ Enter Packages (if offered)  

Without Staff, Vendors, Shippers and Products 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 reports out of the 

box.  It is recommended that you leave all 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 Log-In and work through 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 tracking of sales by an 

individual in a multi ŜƳǇƭƻȅŜŜ ǎǘǳŘƛƻΦ   ²ƘŜƴ ¦ǎŜǊ м ƳŀƪŜǎ ŀ ǎŀƭŜ ǘƘŀǘ ǎŀƭŜ ǿƛƭƭ ǘƘŜƴ ǎƘƻǿ ǳǇ ƻƴ ǘƘŜ ά{ŀƭŜǎ .ȅ 9ƳǇƭƻȅŜŜέ ǊŜǇƻǊǘΦ 

 

After the initial PSM log in has been completed you do not have to exit and log in again, to change users simply select the new user 

with the User Select dropdown menu located at the top left of the main screen.  Any orders pending shipment for the logged in user 

ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ Ƴŀƛƴ ƳŜƴǳ ŦƻǊ ǘƘŜ άŎǳǊǊŜƴǘ ǳǎŜǊέ ŀƴŘ ŀƭƭ ƻǊŘŜǊǎ ǎǳōƳƛǘǘŜŘ ŀǊŜ ǘƘŜƴ ǘŀƎƎŜŘ ŀǎ ōŜƛƴƎ ŎǊŜŀǘŜŘ ōȅ ǘƘŜƳ ŀs 

well. 

 

MAIN MENU 

¢ƘŜ Ƴŀƛƴ ƳŜƴǳ ƻǊ άIƻƳŜέ ǇŀƎŜ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ǎŎǊŜŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ǿƘŜƴ ƭƻƎƎƛƴƎ ƛƴ ǇǊƻǾƛŘƛƴƎ ƛƳƳŜŘƛŀǘŜ ŀŎŎŜǎǎ ǘƻ ŀƭƭ ƻŦ ǘƘŜ ǎǘǳŘio 

support functions built into PSM. 
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MANAGING STAFF 

Quest comes ǿƛǘƘ ŀƴ ƛƴƛǘƛŀƭ ǎǘŀŦŦ ŜƴǘǊȅ ƴŀƳŜ άbŜǿ ¦ǎŜǊέ ŦƻǊ ȅƻǳ ǘƻ ά¦ǇŘŀǘŜ ǿƛǘƘ ȅƻǳǊ ƻǿƴ ƛƴŦƻǊƳŀǘƛƻƴΦ To add or edit Staff select 

άContact Managementέ on the left Control Bar. 

 

¢ƘŜ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΦ   {ŜƭŜŎǘ ǘƘŜ ά{ǘŀŦŦ ¢ŀō form is now displayed.  Select the άAdd bŜǿ {ǘŀŦŦέ ƭƛƴƪ ǘƻ 

create new records.  To edit a record double click on the ID field. Hit the refresh button after making an entry to see the update/add.   

 

Below is the Staff management form used to manage your records. 
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The Staff form also has an orders TAB that will display and link to any of the orders the selected staff member has submitted.  These 

records are automatically recorded on this form when an order is placed. 

 

 

MANAGING CLIENTS 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

To add or edit Customers ǎŜƭŜŎǘ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

¢ƘŜ ά/ontact Managementέ form is now displayed, select  the άCustomersέ Tab to create or edit records.    Once the records are 

entered they will be displayed on this form and can be accessed for editing by double clicking on the ID field. To create a New 

/ǳǎǘƻƳŜǊ ǊŜŎƻǊŘ  ǎŜƭŜŎǘ  ǘƘŜ ά!ŘŘ bŜǿ /ǳǎǘƻƳŜǊέ link. Hit the refresh button after making an entry to see the update/add.   

 

 

  

http://photostudiomanagement.com/demos/customer-client-management
http://photostudiomanagement.com/demos/customer-client-management
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CLIENT MANAGEMENT FORM 

When you double click on the ID field the Client Form 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 the exception of 

άCƛǊǎǘ ŀƴŘ [ŀǎǘ bŀƳŜ ƻŦ ǘƘŜ /ƭƛŜƴǘ ƻǊ ǘƘŜ /ƻƳǇŀƴȅέ ŦƛŜƭŘ.  The only rules different in PSM are the first field where you are required 

to enter either the First and Last Name of the Client or the Company name in the case of a commercial Client, this is required to 

support the relationship operations in the system.  The first name and last name are also entered in their own separate fields.  An 

entry for a potential customer may be tagged as a άprospectέ ŀƴŘ ǘƘŜ ǊŜŦŜǊǊƛƴƎ ǇŀǊǘȅ Ƴŀȅ ōŜ ŀŘŘŜŘ but are not required.   

 

The Marketing Interest dropdown field allows you to tag multiple interests your client may have to support targeted 

marketing/email campaigns your studio may offer.  The Interest group items may also be edited from this form.  
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SENIOR TRACKING & SCHOOL MANAGEMENT 

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 

Contact aŀƴŀƎŜƳŜƴǘ άManage Schoolsέ tab. 

 

 

CLIENT AND CUSTOMER ORDERS TAB 

The Client and Customer tracking form Orders TAB that will display and link 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. 

 

 

RELATIONS TAB 

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

given client. 

. 
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CONTACT MANAGEMENT 

The Client and Customer tracking form Contact Management TAB will display and support the adding, tracking and management of 

your Sales Prospecting and Contact to do lists.  This is where you document and track your planned calls, cold calls, mailings etc. 

 

!ƴȅ ŎƻƴǘŀŎǘ ŀŎǘƛƻƴ ȅƻǳ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ŘŀǘŜ ŀŎǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘ ƻƴ ǘƘŜ /ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘ ŦƻǊƳ άContacts and 

Callsέ ¢ŀōΦ  This form tracks both upcoming 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 client double click on the ID filed 

to open and document your contact action. 

  

BIRTHDAYS AND ANNIVERSARIES 

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

hƴ ǘƘŜ /ƻƴǘŀŎǘ ƳŀƴŀƎŜƳŜƴǘ ŦƻǊƳ ǎŜƭŜŎǘ ǘƘŜ ά{ŜƴƛƻǊǎέ ¢ŀō ǘƻ view or edit records.   In Quest Seniors are documented and tagged on 

the Customer Management form.  You may filter and sort on any of the fields of search using the drop down arrows at the top of any 

column.  Within our Sales reports you can track your data by school. 

 

IMPORTING AND EXPORTING CLIENT DATA WITH MICROSOFT OUTLOOK 2007 AND 2010 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

 

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 automated import of all of their 

contact information into PSM with a few mouse clicks, 10 or a thousand all the information will be added in less than a minute, addresses, emails, 

phone numbers, web addresses etc.  Contact information may also be exported from Quest to Outlook one record at a time.  

hƴ ǘƘŜ /ƻƴǘŀŎǘ ƳŀƴŀƎŜƳŜƴǘ ŦƻǊƳ ǎŜƭŜŎǘ ǘƘŜ ά/ǳǎǘƻƳŜǊǎέ ¢ŀōΦ {ŜƭŜŎǘ ά!ŘŘ bŜǿ /ǳǎǘƻƳŜǊέ 

 

hƴ ǘƘŜ ά/ǳǎǘƻƳŜǊ 5Ŝǘŀƛƭǎέ ŦƻǊƳ ǎŜƭŜŎǘ ά!ŘŘ CǊƻƳ hǳǘƭƻƻƪέ 

 

 

 

On the Outlook Select Names to Add form you will select the names you would like to import and the click OK, the files are 

automatically added to Quest. 

http://photostudiomanagement.com/demos/import-export-microsoft-outlook
http://photostudiomanagement.com/demos/import-export-microsoft-outlook
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¢ƻ ŜȄǇƻǊǘΣ ƻǇŜƴ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ ŀƴŘ ǘƘŜ ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ hǳǘƭƻƻƪ /ƻƴǘŀŎǘέ ƭƛƴƪ 

 

 

IMPORTING AND EXPORTING CLIENT DATA WITHOUT MICROSOFT OUTLOOK 2007 OR 2010 

¢ƻ ƛƳǇƻǊǘ ƻǊ ŜȄǇƻǊǘ /ǳǎǘƻƳŜǊǎ Řŀǘŀ ǎŜƭŜŎǘ ά!ŘƳƛƴƛǎǘǊŀǘƛǾŜ ¢ŀǎƪǎέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

¢ƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƛǾŜ ¢ŀǎƪǎέ ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΣ select the άImport and Export RŜŎƻǊŘǎ έ ¢ŀōΦ 

 

 

 

Only 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 

program your actual sales associated 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 moved either. 

The instructions listed below are also on the άLƳǇƻǊǘ ŀƴŘ 9ȄǇƻǊǘ wŜŎƻǊŘǎέ ¢ŀō 
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MANAGING VENDORS AND SUPPLIERS 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

To add or edit Vendors and Suppliers ǎŜƭŜŎǘ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

¢ƘŜ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΣ ǎŜƭŜŎǘ  ǘƘŜ ά{ǳǇǇƭƛŜǊǎ ŀƴŘ ±ŜƴŘƻǊǎέ ¢ŀō ǘƻ ŎǊŜŀǘŜ ƻǊ ŜŘƛǘ ǊŜŎƻǊŘǎΦ    hƴŎŜ ǘƘe 

records are entered they will be displayed on this form and can be accessed for editing by double clicking on the ID field. To create a 

bŜǿ {ǳǇǇƭƛŜǊǎ ƻǊ ±ŜƴŘƻǊǎ ǊŜŎƻǊŘ  ǎŜƭŜŎǘ  ǘƘŜ άbŜǿ {ǳǇǇƭƛŜǊέ  ƭƛƴƪΦ Iƛǘ ǘƘŜ ǊŜŦǊŜǎƘ ōǳǘǘƻƴ ŀŦǘŜǊ ƳŀƪƛƴƎ ŀƴ ŜƴǘǊȅ ǘƻ ǎŜŜ ǘƘŜ 

update/add.   

 

VENDOR SUPPLIER MANAGEMENT FORM 

Below is the Vendor Supplier management form used to manage the records.   

  

 

http://photostudiomanagement.com/demos/supplier-vendor-management
http://photostudiomanagement.com/demos/supplier-vendor-management
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VENDOR AND SUPPLIER PRODUCTS TAB 

Once products are entered and associated with a supplier/vendor they will be displayed and editable from the products tab.  The 

price column reflects the current cost of the product the vendor is charging you and may be updated here or from the Product 

Management  link on the Main Menu.  

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

 

 

 

VENDOR AND SUPPLIER EXPENSE TAB 

As expense are added they are associated with a supplier/vendor and are viewable in the Expenses work areas and also here on the 

9ȄǇŜƴǎŜǎ ¢ŀōΦ ¢ƘŜ ŀŎǘǳŀƭ ŜȄǇŜƴǎŜ ǊŜŎƻǊŘ Ƴŀȅ ōŜ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άExpense Order IDέ ŦƛŜƭŘΦ 
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MANAGING SHIPPERS 

¢ƻ ŀŘŘ ƻǊ ŜŘƛǘ {ƘƛǇǇŜǊǎ ǎŜƭŜŎǘ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

¢ƘŜ ά/ƻƴǘŀŎǘ aŀƴŀƎŜƳŜƴǘέ ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΣ ǎŜƭŜŎǘ  ǘƘŜ ά{ƘƛǇǇŜǊǎέ ¢ŀō ǘƻ ŎǊŜŀǘŜ ƻǊ ŜŘƛǘ Ǌecords.    Once the records are 

entered they will be displayed on this form and can be accessed for editing by double clicking on the ID field. To create a New 

{ƘƛǇǇŜǊǎ ǊŜŎƻǊŘ  ǎŜƭŜŎǘ  ǘƘŜ άbŜǿ {ƘƛǇǇŜǊέ  ƭƛƴƪΦ Iƛǘ ǘƘŜ ǊŜŦǊŜǎƘ ōǳǘǘƻƴ ŀŦǘŜǊ ƳŀƪƛƴƎ ŀƴ ŜƴǘǊȅ ǘo see the update/add.   

 

The Shippers form. 
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PRODUCT MANAGEMENT 

MANAGING PRODUCTS 

¢ƻ ŀŘŘ ƻǊ ŜŘƛǘ tǊƻŘǳŎǘǎ ǎŜƭŜŎǘ άtǊƻŘǳŎǘǎ ŀƴŘ 9ȄǇŜƴǎŜǎέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

The Products and Expenses ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΦ  ¢ƻ ŀŘŘ ŀ ƴŜǿ tǊƻŘǳŎǘ ǎŜƭŜŎǘ ǘƘŜ άProductsέ Tab, to add or ŜŘƛǘ ǎŜƭŜŎǘ ǘƘŜ άAdd or 

9Řƛǘ tǊƻŘǳŎǘέ ƭƛƴƪΦ tǊƻŘǳŎǘǎ Ƴŀȅ ŀƭǎƻ ōŜ ǊŜǾƛŜǿŜŘ ŀƴŘ ŜŘƛǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ L5 CƛŜƭŘΦ  ²ƘŜƴ ǎŜƭŜŎǘŜŘ ǘƘŜ άtǊƻŘǳŎǘ 5Ŝǘŀƛƭǎέ ŦƻǊƳ 

covered below will open up. 

 

You may filter and sort on any of the fields using the drop down arrows at the top of the column.  Products may also be edited in any 

of the fields on this form. 
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ADDING PRODUCTS 

¢ƻ ŀŘŘ tǊƻŘǳŎǘǎ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ ƻǊ 9Řƛǘ tǊƻŘǳŎǘέ ƭƛƴƪΦ 

 

 

The Products form is now displayed to add a new Product select the ά!ŘŘ bŜǿ tǊƻŘǳŎǘέ [ƛƴƪ or to review and update existing 

Products ȅƻǳ Ƴŀȅ ǳǎŜ ǘƘŜ ά{ŜƭŜŎǘ tǊƻŘǳŎǘ ¢ƻ wŜǾƛŜǿέ ŘǊƻǇŘƻǿƴ ōƻȄΦ  ¢ƘŜ ά{ǘŀƴŘŀǊŘ /ƻǎǘέ ƛǎ ȅƻǳǊ ŎƻǎǘΤ ǘƘŜ ά[ƛǎǘ tǊƛŎŜέ ƛǎ ǿƘŀǘ ȅƻǳ 

charge your clients.  The difference between the two is used in displaying the net profits reports.  If the product is an Inventory item 

ŦƻǊ ȅƻǳǊ ǎǘǳŘƛƻ {ŜƭŜŎǘ ǘƘŜ άLƴǾŜƴǘƻǊȅ LǘŜƳέ ōƭƻŎƪ ŀƴŘ ǎŜǘ ǘƘŜ ŘŜǎƛǊŜŘ ǎǘƻŎƪ ŀƴŘ ǊŜƻǊŘŜǊ ƭŜǾŜƭǎΦ LŦ ǘƘƛǎ ŀ ƴŜǿ LƴǾŜƴǘƻǊȅ LǘŜƳ that you 

currently have in stock while setting up the progǊŀƳ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ άOrder Inventory Itemέ ŀŘŘ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ 

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

Product categories are required and added and edited from Product Management Main form.  They are used to track sales trends 

and may be edited to suit your personal tracking requirements. 

 

 

On the Product form you will find the Category Selection box, this allows your studio to tag and track sales by categories.  It is a 

dropdown driven list and the main Category List is also accessible for edits and update from this form. 

 

On the form you may also add/edit categories via ǎŜƭŜŎǘ ά!ŘŘ tǊƻŘǳŎǘ /ŀǘŜƎƻǊȅέ link. 

 

The Product category form comes up from both the link on the Product and Product Management Main forms. To add a new 

category scroll down to the bottom of the list and add your data. 
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ADD SUPPLIERS TO PRODUCTS 

Suppliers are added to Products in the same way as Categories, a drop down list for selections and an add button for edits and adds. 

 

You may also add a new supplier from this form the Add New Supplier link will pull up the Supplier Form where you can add their 

information. 

 

 

ADD PACKAGES TO PRODUCTS 

If your Studio offers Packages ǘƘŜ tǊƻŘǳŎǘ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŜƳ Ǿƛŀ ǘƘŜ άtŀŎƪŀƎŜ ƛŦ ŀǇǇƭƛŎŀōƭŜέ ŘǊƻǇŘƻǿƴ ŦƛŜƭŘΣ ǇǊƻŘǳŎǘǎ may be added 

to multiple packages by selecting more the one check box. Quest comes with some sample Package Names and will need to be 

edited to match your offerings.  

 

On rule to remember is that if part of the package is  five  8X10 prints for instance you must enter it as a single Product, this might be 

entered as a ProduŎǘ ƴŀƳŜŘ ά8x10 Lustre Set - 5 PrintsέΦ ¢ƘŜ ǇǊƛŎƛƴƎ ƛǎ ŘƛŦŦŜǊŜƴǘ ŀǎ ǿŜƭƭΣ t{a ǘǊŜŀǘǎ ǘƘŜ ǉǳŀƴǘƛǘȅ ƻŦ ŀ {Ŝǘ ƻŦ tǊƛƴǘǎ 

(single line item) as a quantity of one when it is actually five.  The way to manage sets in PSM is to spell out the quantity in the 

Product 5ŜǎŎǊƛǇǘƛƻƴΣ ǘƘŜ ǉǳŀƴǘƛǘȅ ōƭƻŎƪ ǿƛƭƭ ōŜ άмέ ǘƘŜ ǎǘŀƴŘŀǊŘ Ŏƻǎǘ ƛǎ ȅƻǳǊ  Ŏƻǎǘ ŦƻǊ м ŀƴŘ ǘƘŜ ά[ƛǎǘ tǊƛŎŜέ ǿƛƭƭ ōŜ ǘƘŜ ŀŎǘǳŀƭ ǇǊƛce 

you charge you customers for this product item. 
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ORDERING WITH OR WITHOUT PHOTOS 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

PSM was designed for my small studio to track my funds, expenses and Fine Art Editions.  During this process you may also upload 

images individually as they are 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 same in either case. 

As with Batch Processing  single 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 Orders without Photos are initiated from the main menu under the Order Processing form under the 

άtƭŀŎŜ hǊŘŜǊǎέ ¢ŀōΦ 

 

 

 

 

  

http://photostudiomanagement.com/demos/adding-fine-art-order
http://photostudiomanagement.com/demos/adding-fine-art-order
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FINE ART AND ORDER WITH IMAGES WORKFLOW 

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

 

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

box in the bottom of the Filed Images screen, it will search the event and image name fields. 

 

 

3. The second way to find a filed image is to ǎŜƭŜŎǘ ǘƘŜ άwŜǾƛŜǿ LƳŀƎŜǎέ ƭƛƴƪΣ this link will not work until you have images 

loaded into Quest. 

 

4. The Image review form is displayed.  On this form you Click, Fliter and Sort using the drop down arrows at the top of each 

column or scroll to the image or Ctrl F and search the database.   Clicking on any of the fields with names will display the 

image. Once you have identified the image your client would like to purchase, copy or remember the image number and 

then close the form. 
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5. Paste or type the image number into the Image File # field on the Order Details Tab and select the Product and QTY. 

 

6. In the previous sequence we searched and used an image already stored in PSM. For fine art sales you do not need to 

upload all of your images, rather just add them as you make sales.  To add an imaƎŜ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿ LƳŀƎŜέ ƭƛƴƪΦ 

 

7. The Add Image Form pops up with a best practice reminder; Ƙƛǘ ǘƘŜ ά{ŜƭŜŎǘ ¸ƻǳǊ LƳŀƎŜέ ƭƛƴƪΦ [ƻŎŀǘŜ ŀƴŘ ǎŜƭŜŎǘ ȅƻǳǊ ƛƳŀƎŜΦ 

 

8. After your image is selected the Acquire Image form appears.  Images may be tagged as Limited Edition (LE) 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. 
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The image is now available after a refresh on the order form, tƻ ƭƻŎŀǘŜ ƛǘ ǎŜƭŜŎǘ ǘƘŜ ά[ŀǎǘ wŜŎƻǊŘέ ƻǊ άwŜŦǊŜǎƘέ arrow. 

 

9. View how to add Shipping Information, Payment Information and Add Taxes via the tabs on the form. Once these tabs are 

ǳǇŘŀǘŜŘ ǘƘŜ ƛƴƛǘƛŀƭ ƻǊŘŜǊ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜΦ  hǊŘŜǊǎ Ƴŀȅ ōŜ ŜŘƛǘŜŘ ƻǊ ŘŜƭŜǘŜŘ ǳƴǘƛƭ ǘƘŜ ά{ƘƛǇ hǊŘŜǊέ ƭƛƴƪ ƛǎ 

selected.   

 

ORDER WITHOUT PHOTOS 

{ŜƭŜŎǘ ǘƘŜ hǊŘŜǊ tǊƻŎŜǎǎƛƴƎ ŦƻǊƳ ǳƴŘŜǊ ǘƘŜ άtƭŀŎŜ hǊŘŜǊǎέ ¢ŀōΦ {ŜƭŜŎǘ άbŜǿ hǊŘŜǊ ²ƛǘƘƻǳǘ tƘƻǘƻǎέΦ 

 

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

 

2. View how to add Shipping Information, Payment Information and Add Taxes via the tabs on the form. Once these tabs are 

ǳǇŘŀǘŜŘ ǘƘŜ ƛƴƛǘƛŀƭ ƻǊŘŜǊ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜΦ  hǊŘŜǊǎ Ƴŀȅ ōŜ ŜŘƛǘŜŘ ƻǊ ŘŜƭŜǘŜŘ ǳƴǘƛƭ ǘƘŜ ά{ƘƛǇ hǊŘŜǊέ ƭƛƴƪ ƛǎ 

selected.   
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PENDING SHIPMENTS 

Remembering 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.   

 

Keep in mind that these displays are accessible to everyone in the studio simply by selecting their name 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 SHIPMENTS 

From the above screen the User may access the record simply by clicking on the order # fƛŜƭŘΦ  !ŦǘŜǊ ŎƭƛŎƪƛƴƎ ǘƘŜ άhǊŘŜǊ 5Ŝǘŀƛƭǎέ ŦƻǊƳ 

will pop up.   

 

This is also the form used to add individual orders and every piece of information related to an order is directly accessible in the 

workspaceΦ  Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ƻōǾƛƻǳǎ ά¢ŀōǎέ ŀƴŘ ά[ƛƴƪǎέ ȅou may also click on the Customer name to access their records.  This is 

just a display of the top of the Customer form which will be covered in its own section. 
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ORDER DETAILS TAB 

hƴ ǘƘŜ ŦƛǊǎǘ ǘŀō άhǊŘŜǊ 5Ŝǘŀƛƭǎέ ƻŦ ǘƘŜ hǊŘŜǊ ŦƻǊƳ you will see that Products are a selection based entry when ordering and that 

discounts may be applied at the item level.  This allows you to offer a discount on either and individual part of an order or the entire 

order itself.   

 

¸ƻǳ Ƴŀȅ ŘƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƳŀƎŜ CƛƭŜ Іέ ǘƻ ǎŜŜ ǘƘŜ ƛƳŀƎŜ ǘƘŀǘ ǿŀǎ ǇǳǊŎƘŀǎŜŘΦ  ¢Ƙƛǎ άLƳŀƎŜ wŜǾƛŜǿ άǎŎǊŜŜƴ Ŏƻƴǘŀƛƴǎ ǘƘŜ 

information about the print, Limited Edition data and any comments. 

 

SHIPPING INFORMATION TAB 

The shipping company, date ship to address and fees are all maintained here.  By default the 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. 
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PAYMENT INFORMATION AND PAYMENT TRACKING TAB 

The payment Type, Date and Multiple Payment information 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 displaying their 

payment history and balance due.  When the Laǎǘ tŀȅƳŜƴǘ ƻǊ tŀƛŘ 5ŀǘŜ ƛǎ ŀŘŘŜŘ ƛǘ ǿƛƭƭ ǎƘƻǿ ǳǇ ƻƴ ŀƭƭ ƛƴǾƻƛŎŜǎΣ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ƳŀǊƪ 

you payments as complete (Paid In Full)! This pulls them from the payment tracking que. 

 

Payments are tracked the Order Processing, Payment Tracking Tab. Any payment that is past due is highlighted in Yellow. You may 

generate Customer summary PDF Payment Memos to forward to them by opening the record then clicking the "Send a Payment Due 

Reminder" link. 

  

 

PAYMENT DUE REPORT 
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SUMMARY PAYMENT REPORT FOR CLIENTS 

 

 

ADD TAXES TAB 

The Tax Tab provides a Tax Worksheet form with the flexibility of entering the current rate for the taxes you are charging rather than 

trying to keep up and maintain a current list of all tax rates in the world.  You will copy the order total from the Order 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. 
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MANAGE AND PROCESS PACKAGE AND JOB QUOTE OFFERINGS 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

Packages and 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 both follow the same process the 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 the Package, this will show up on your quote form and be easy to locate in Quest to 

perform any updates of deletions. Some Examples: 

¶ William Smith Wedding 

¶ Action Graphics Urban Architecture Session 

¶ Job Quote for Easy Riders May 2011 Shoot 

Remember that Products can be added to any number of Packages via the drop down list. 

¢ƻ ƳŀƴŀƎŜ ȅƻǳǊ tŀŎƪŀƎŜǎ ǎŜƭŜŎǘ άtŀŎƪŀƎŜ Managementέ on the left Control Bar. 

 

¢ƘŜ tŀŎƪŀƎŜ ŀƴŘ Wƻō vǳƻǘŜ aŀƴŀƎŜƳŜƴǘ ŦƻǊƳ ƛǎ ƴƻǿ ŘƛǎǇƭŀȅŜŘΦ  {ŜƭŜŎǘ ǘƘŜ άaŀƴŀƎŜ tŀŎƪŀƎŜǎ ŀƴŘ Wƻō vǳƻǘŜǎέ ¢ŀō ŀŘŘ or edit you 

ǘƘŜ ƻŦŦŜǊƛƴƎǎΦ ά!ŘŘ ƻǊ 9Řƛǘ tǊƻŘǳŎǘέ ƭƛƴƪΦ  

 

PACKAGE WORKFLOW 

The workflow for Packages follows: 

¶ Assign Names or Titles to your packages with the "Add or Edit Package or Job Quote Names" link ƻƴ ǘƘŜ άaŀƴŀƎŜ tŀŎƪŀƎŜǎ 

ŀƴŘ Wƻō vǳƻǘŜǎέ Form. 

 

 

http://photostudiomanagement.com/demos/photography-package-quote-management
http://photostudiomanagement.com/demos/photography-package-quote-management
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¶ !ŘŘ ȅƻǳǊ ǇǊƻŘǳŎǘǎ ǘƻ ǘƘŜ ǇŀŎƪŀƎŜǎ ǳǎƛƴƎ ǘƘŜ άAdd Products to the Package or Job" link ƻƴ ǘƘŜ άaŀƴŀƎŜ tŀŎƪŀƎŜǎ ŀƴŘ Wƻō 

vǳƻǘŜǎέ CƻǊƳΦ 

 

¶ When completed "Refresh" the Manage Package  page and your new entries will be displayed 

 

¶ Products may also be added to Packages by Clicking on the ID field on the form. 

 

¶ If you are offering  groups of items use the term "Set" and identify the Quantity in the Product Name field, the actual 

άvǳŀƴǘƛǘȅ ŦƛŜƭŘ ǿƛƭƭ ōŜ άмέ, see the examples below.  The standard cost will be what your supplier currently charges you for 

ƻƴŜ ƛǘŜƳ ƳǳƭǘƛǇƭƛŜŘ Ȅ ǘƘŜ ǉǳŀƴǘƛǘȅ ƛƴ ǘƘŜ ά{Ŝǘέ ȅƻǳ ŀǊŜ ƻŦŦŜǊƛƴƎΦ  Lƴ ǘƘŜ ōŜƭƻǿ ŜȄŀƳǇƭŜ ƻǳǊ Ŏƻǎǘ ƛǎ ϷΦрл ŦƻǊ ŀ ǎƛƴƎƭŜ рȄт 

Lustre print so 3x.50=1.50 and we would enter $1.50 as our standard cost 
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REVIEW PACKAGE OFFERINGS 

On the Package and Job Quote Management ŦƻǊƳ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ά/ǳǊǊŜƴǘ tŀŎƪŀƎŜ and Job Quote Listέ ǘƻ ǎŜŜ ǘƘŜ ŎǳǊǊŜƴǘ 

Packages and Prices grouped in a report for onscreen review or printing. 

 

 

You may also review an individual package by clicking the down arrow and filtering/sorting on the Package field of the Manage 

Packages and Job Quotes form.. 
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PACKAGE ORDERS, EVENT AND JOB QUOTE MANAGEMENT 

Package Orders are be initiated from the Order tǊƻŎŜǎǎƛƴƎ ƭƛƴƪ ŦƻǊƳ ǳƴŘŜǊ ǘƘŜ άtƭŀŎŜ hǊŘŜǊǎέ ƻǊ άtǊƻŎŜǎǎ {Ŝǎǎƛƻƴ tŀŎƪŀƎŜǎ ǿƛǘƘ 

tƘƻǘƻǎέ ¢ŀōǎΦ 

 

  

Remember Packages must already be entered into the system. The Package Management menu covered in the previous section lists 

the steps and requirements associated with the workflow and contain the associated links to add the required data. 
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PACKAGE ORDERS USING QUEST FOR AN IN STUDIO REVIEW WORKFLOW 

Click here to see Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

The workflow for Package Orders follows: 

¶ Your Client Information and Packages should already be entered.  

¶ If you are just processing a Package sale or processing  a Job Quote Order and are not going to perform the image review 

using Quest this is all that is needed ς Ǝƻ ǘƻ ǘƘƛǎ ǇŀƎŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜ! 

¶ If you are using Quest to perform an Image review with the Customer or yoǳ ǿƛƭƭ ōŜ ǳǎƛƴƎ vǳŜǎǘΩǎ tǊƛƴǘŜŘ tǊƻƻŦ ŀƴŘ 9ǾŜƴǘ 

Order worksheets the Event information and Images must be entered into the system before ŀ άtǊƻŎŜǎǎ {Ŝǎǎƛƻƴ tŀŎƪŀƎŜǎ 

ǿƛǘƘ tƘƻǘƻǎέ can be processed.   

Below is the Process Session Packages with Photos Workflow menu and outlines the steps required to complete the process. 

 

 

http://photostudiomanagement.com/demos/event-session-reviews
http://photostudiomanagement.com/demos/event-session-reviews
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ENTER EVENTS AND JOB BACKGROUND INFORMATION 

/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŜ Ƙƻǿ ƛǘΩǎ ŘƻƴŜΗ 

To manage your Events, scheduled Quote or Job Date/location ǎŜƭŜŎǘ άEvent/Quote aŀƴŀƎŜƳŜƴǘέ ƻƴ ǘƘŜ ƭŜŦǘ /ƻƴǘǊƻƭ .ŀǊΦ 

 

{ŜƭŜŎǘ ǘƘŜ ά9ǾŜƴǘΣ Wƻō ŀƴŘ vǳƻǘŜ aŀƴŀƎŜƳŜƴǘέ ¢ŀō ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ {ǘŜǇǎ ƻǳǘƭƛƴŜŘ ƻƴ ǘƘŜ ŦƻǊƳΦ 

  

  

http://photostudiomanagement.com/demos/events-schedules-attendees
http://photostudiomanagement.com/demos/events-schedules-attendees
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ADD THE EVENT OR JOB QUOTE NAME AND INFORMATION 

!ŦǘŜǊ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ά/ǊŜŀǘŜ ǘƘŜ 9ǾŜƴǘ ƻǊ Wƻō vǳƻǘŜέ link the Create Event/Sessions/Job Form will display. DO NOT use commas on 

this form! 

 

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

 

Enter the Date, Start Time, Appointment Length in Minutes and the reminder settings.  Reminders will be active in the calendars you 

export to (OutlookύΦ   5ƻ ƴƻǘ ŎƘŜŎƪ ǘƘŜ ά!ŘŘŜŘ ǘƻ hǳǘƭƻƻƪέ ōƻȄΣ ŀŦǘŜǊ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘ ǘƻ hǳǘƭƻƻƪ or Google 

Calendar it 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.e., you made a correction uncheck this box. 

 

 

 

 

 










































































