B SKyline

Skyline ProductManager

Version: 7.6.0.8







Contents 3

Table of Contents

Skyline ProductManager 5
Starting ProducCtManager .........civeiiieiiiiiiierse s rrasrrasrn s sn s sa s s s s snassmasemssrnssrassnnssnnssnssenssnnnsnnnenn 7
ACCESS NOt Granted ..ot E AR e R R RS SRR R SRR R R R R ans 8
Version Not COMPALIDIE ..o e e s e e e s aE R e e a e s Re e R s n R e 9
L0/ o X0 E= T 1o T TN o e Xo 11Tz =TT T T N 10
Running ProductManager on @ ProXy SEIVET ... s s s sss s s s s s sss sssssssssssssssnns 16
Starting ProductManager With https ... ——— 17
Adding Print ROOM OPtioNns .........oiviuiiiiiiiiiii s e e e 18
=Y 1T N o 19
[ o T ed U T 0= 01 A0 o] 4o 4 E- i I | o L 21
[ = L= V07 oY oY 0T I '« J 23
Managing ProdUCES .........ciieuiiiiuiiiiiir i e e e e e e 24
Creating @ ProdUuCt ... e 25
Adding Images for ProducCtS ... e 31
Adding Products t0 @ Portal ... 32
Managing Products and CategoOri€s ........uciiiiiiiiiinir i e s e s s s e e b e e s nn e 33
N 11 Lo 1T T T o oo 10T = 37
Creating New Products From an Existing Product ... s s 38
[ = = T T T X0 11T 39
X Lo 11T 8 o e Xo LT 0o = 4
X = Lo oY 1 L= =T 4 1 o] - 45
A4 Comb BoUNd EXAM PIE ......ceeieiiiieeiriiicsecesisssssesssssssessssssss s s ssssssse s sasssme s sassssssnesassnsessassssnessssssnessasssnsnnssssnnnessassnnessessnnnnnssnnn 47
Using Additional FI@IAS .......ccciiiiiiiiiiiiiieiriie s s s s s s s s s s s s ss s s s s s s e s s senssnsenssnssnssnsnnns 49
Defining Additional Field TYPEeS ... bbb 51
DefiniNg @ TEXE FIBIA oottt bbb e b a e bttt b e bt e e e r e n e neere e
Defining @ MUt LINEA FIIA..........cviiiiieieee ettt et eb et e e e e reen e neene e enean
Defining @ NUMEIIC FIBIA ...ttt et b e a e e b e bt e et e e e e neen e neene e enean
DefiniNg @ ChECKDOX FIBIA .........eiuriiiiieiiite ettt ettt b e b bbbt ee et e e e e neen e neere e enean
Defining a Dropdow n Field.....
Defining a Date Picker Field
Adding Additional FIelds ...
Managing Address Forms
Creating Address FOIMS ... e e e e a e e R e e nna s e nn 62
Associating an AddreSs FOIM ... s e s e b e e R e s R s a e s n e e e e s e e e e 64
Amending Address Forms
Deleting AdAress FOIM'S ... e s a e S s e e e e e e S ae R e S ae bR e e R e Rn e R e n R e e e
Managing Delivery Forms
(00 = LT T 0 = 1A= T oo 5 T T 68
AsSOCIatiNg @ DEIIVEIY FOTIM ..ot s s e e s me e me s e ae e s sme e mssann s s mesesmnsnnnenan 71
Amending @ DeliVEry FOIM ... s s ae e e s me e e s e ae e s sme e me s e nn s s mesesmnennnenan 72
Deleting @ DeliVEry AGAIESS .....coociiiiiiiiiriie s sr s s e s sms e sas s e e s smesasme s e se e S mesame s e ae e s meeamesaene e s smesnnesnnnenan 73

Index 75

Version: 7.6.0.8






Skyline ProductManager 5

Skyline ProductManager

ProductManager is integral to all Skyline installations, providing the tools required to define paper stocks,
finishing options, senice levels and much more. These elements are then used to construct products and
create the associated job tickets that the customer completes when they place their order. A powerful feature
of ProductManager is that it enables you to create product specific job tickets. The advantage of this is that
the customer is presented only with choices relevant to the product they have chosen, making the completion
of the ticket a quick and simple process. When ProductManager is first used the print room options need to
be configured. You need to specify the available medial'®, document print productionl2! options and the
delivery options. You can then create the 9roductsD25 that are available to be ordered.

i ProductM
@ You can print a hard copy of a manual by clicking roductvianager

manual. You can then download or print the document.

which opens a PDF copy of the

Before you start to enter any media details, create any products, address forms or delivery forms you need to
decide whether the products will be available globally or if they are assigned to a specific portal. When Skyline
is installed it is configured to use global products. You require Host authorisation to sign on to CostManager
when using global products.

Yo you change from using Portal specific to Global specific products you will need to re-enter all your
media paper stocks, costs before re-creating your products, address and delivery forms. The same is true
if you change from using Global specific to portal specific products. Neither media details, forms or
products can be copied between global or portal specific products.

Global products are available to all portals.

Website A This means that every portal will be using the same media, address and

delivery forms as well as the same costs that have been entered into
"'"#-. CostManager.
i —

Website B
For each portal you can select which products are assigned to the portal.

The advantage of using global products is that you only have to enter the

media details and costs once.
Website C

Portal specific products can not be shared with other portals.

.#‘ You need to enter the media details and costs for each portal. If you have
a standard product that you want to be available on each portal then you
. \ would have to create the product on each portal. You are not able to copy
Website A products from one portal to another.

With portal specific products you can have address and delivery forms

oo | _
@ —E15ItE B tailored for the specific portal.

Products can also be sorted into oategoriesD33, the categories can be

. created for each portal.
Website C

@/ If you are using portal specific products and you open ProductManager or

CostManager with Host privileges you need to choose the portal that you
want to work on.
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6 Skyline ProductManager

To use portal specific products:
1. Log in to Skyline with Host rights and go to Admin.
2. In the Portals section select Default Configuration.

3. Set the Global Products to False.

Version: 7.6.0.8



Skyline ProductManager 7

Starting ProductManager

Once ProductManager has been installed on your computer you can start to create products. You will be
unable to log into ProductManager unless you have the user role Manager assigned to your account. When
global products are used you require Host or Administrative authorisation level to sign into ProductManager

To open ProductManager:

. = ProductManager
1.  Click

2. The Skyline ProductManager automatically opens with a log in screen.

r
Skyline ProductManager -

L | Wehl
Anne Webb

=

[#] Remember me

[ Cancel

Versiom 6991

1. Use the same log in that you use to access the Skyline Portal.

2. Click login to start ProductManager. The Print Room Options2'8 window opens.

Version: 7.6.0.8




8 Skyline ProductManager

Access Not Granted

If you try to log in into ProductManager and see the message "Username and password have not been found"
it means that you do not have user access to ProductManager. Please contact your Skyline administrator to
request that your account details are updated.

Invalid Login [

! L Username and password have not been found.

e e —— .

Example of access not granted.

If Skyline has been configured to use Global products you require Host or Administrator privileges to open
ProductManager. An error message will show if you try to open ProductManager without the correct privileges.

Error >

You need to log in with a user account that has Host or
Administrator privileges because the configuration of this
portal is set to use global products,

Exam ple of trying to open ProductManager without the correct privileges
when using global products.

Version: 7.6.0.8



Skyline ProductManager 9

Version Not Compatible

If you try to log in into ProductManager and see the message "The ProductManager version is not compatible
with the selected portal" it means that a new version of ProductManager needs to be downloaded.

-,

Skyline ProductManager

The ProductManager version is not compatible with the selected portal.

http://
@ Annie Webb

|| 6"
¢ [¢] Remember me Login Cancel

Versiom 6.9.9.1

Make sure that if there are any previous versions of ProductManager installed that they are removed. Use the
Add/Remove Programs facility in Control Panel to remove any existing version. Then download and install the
current version.

Version: 7.6.0.8



10 Skyline ProductManager

Updating ProductManager

After the initial installation of ProductManager there may be an occasion that you will need to install the
program again e.g. after a computer upgrade.

To update ProductManager:

1. Make sure that if there are any previous versions of ProductManager are removed. Use the Add/Remove
Programs facility in Control Panel to remove any existing version.

2. Log in with Management Permissions and go to Downloads.

g5 Miew Basket (0) | Preferences

Downloads Edit | Adrmin

| Managerment | Logout

3. Click ProductManager.

I ‘ ProductManager

Download and install ProductManager
When you see the Opening ProductManager window, click Save File. The ProductManager
installation file is saved to your computer.

Opening ProductManager.exe I&i

You have chosen to open:
= | ProductManager.exe

which is: Binary File (21,6 MB)
from: hitp://

Would you like to save this file?

Save File | Cancel .

5. The Downloads window opens. Double click the ProductManager downloaded file to start the installation.
B - Google P B8 ¥
1P
T 3 i FroductManager.exe . M
216 MB — eprintoffice.net — 11:37

Version: 7.6.0.8



Skyline ProductManager

6. The ProductManager Installation wizard opens. Click Next to continue.
ﬁ ProductManager 7.1.0 Setup >

Welcome to ProductManager
7.1.0 Setup Wizard

The Setup Wizard will install ProductManager 7.1.0 on your
computer, Click Mext to continue or Cancel to exit the Setup
Wizard.

7. At the License Agreement window click | accept the license agreement. Click Next to continue.
ﬂ ProductManager 7.1.0 Setup >

End-User License Agreement

Please read the following license agreement carefully

ePrint Direct Software Licence Agreement S

This Licence states the terms and conditions upon which ePrint Direct
Limited (registered in England under company number 3822615) whose
registered office is at Second Floor, Gateway House, Fretherne Road,
Welwyn Garden City, Herfordshire, ALS G6MS. United Kingdom. ("ePrint
Direct™) offers to licence to you ("the Licensee™) the Licensed Software. If you
do not agree with these terms do not open the media package arinstall the
Licensed Software, and return the entire media package to whoever you
[ obtained it from within 30 days of receipt, for a full refund of the licence fee .,

()1 accept the terms in the License Agreement

(®) I do not accept the terms in the License Agreement

Advanced Installer

< Back Mext = Cancel

Version: 7.6.0.8



12 Skyline ProductManager

8.

9.

At the Destination Folder window it is recommended that you accept the default folder location. Click

Next to continue.

Select Installation Folder
This is the folder where ProductManager 7. 1.0 will be installed.

£

To install in this folder, dick "Mext®. To install to a different folder, enter it below or didk
"Browse",

Folder;
|C: ‘Program Files (x86)\ePrintDirect\ProductManager), Browse...

Advanced Installer

The ProductManager can now be installed. Click Next to begin the installation.

Ready to Install
The Setup Wizard is ready to begin the ProductManager 7. 1.0 installation

£

Click Install to begin the installation. If you want to review or change any of your
installation settings, didk Back, Clidk Cancel to exit the wizard.

Advanced Installer

Version: 7.6.0.8



Skyline ProductManager 13

10. It should only take a few minutes to install ProductManager. When the installation is complete click
Finish.
ﬂ ProductManager 7.1.0 Setup >

Completing the
ProductManager 7.1.0 Setup
Wizard

Click the Finish button to exit the Setup Wizard.

< Back Cancel

When you have completed the installation ProductManager will be installed.

Version: 7.6.0.8
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Skyline ProductManager

To open ProductManager for the first time:

. = ProductManager
1. Click

2.

3.

The first time that ProductManager is started after the installation it will take a few seconds for the
program to be configured. A window opens similar to the one shown below.

Skyline ProductManager

(3 athering required infarmatian. .

(W

| Fleaze wait while \Windows configures Skyline Fraducttdanager

The Setup window opens.

-
= Skyline ProductManager

S

httpef | Connect |
[]Use HTTPS
2
Proxy details
[] Use Proxy Server 3
Proxy gddress Proxv port
0 =

Username Password Domain [Optional)

[
Version: 6.9.3.10 @__ Cancel |

1
Connect to portal u

2

1.

o > »w

Enter your portal name.

(Optional) Select Use Proxy Server.

(Optional) Enter your username and password.

Click OK.

(Optional) Enter your Proxy address and Proxy port number.

Click Connect. You will receive confirmation that the portal connection was successful.

Version: 7.6.0.8



Skyline ProductManager

4.  When the configuration is complete a log in window opens.

,
SR

1.
2.

a8

@ [Anne Webb

[¢] Remember me

Use the same log in that you use to access the Skyline Portal.

Click Log in to start ProductManager.

15

Version: 7.6.0.8




16 Skyline ProductManager

Running ProductManager on a Proxy Server

If you are using a proxy server you will need to enter the proxy settings when you first open ProductManager.
The settings will be remembered for when you next open ProductManager.

To enter your proxy details:

1. At the log in window click on the connection icon to open the connection details window.
e o _ z.-'"~| e AT T ) e e Patd

gt

[¢] Remember me Login | | Cancel

Versiomn: 6.9.9.1

o

2. The connections setup window opens.

= Skyline Productianager I&

Connect to portal
hittpa Connect
[]Use HTTRS
1
Proxy details
[#] Use Proxy Server 2
Proxy gddress Proxy port

0 =
Username Password Domain (Optional)

=

Version: 6.9.3.10 _ Cancel |

1. Select Use Proxy Server.

Enter your Proxy address and Proxy port number.

Enter your network login username and password.

> N

Click OK.

Version: 7.6.0.8



Skyline ProductManager 17

Starting ProductManager with https

If you are connecting to an HTTPS website you need to re-set ProductManager when it is first opened.

To use https:

1.

2.

At the log in wmdow cllck on the connectlon icon to open the connection details window.

[¢] Remember me Login | | Cancel

Versiomn: 6.9.9.1

The connections setup window opens.

=
= Skyline ProductManager ﬁ

Connect to portal

hittpaf | Connect

\-D 2

Proxy details

[]Use Proxy Server

‘M,_‘_‘_* ‘_#MM#\

1.  Select the option Use HTTPS.

2. Click Connect to connect to ProductManager using HTTPS & log in with your username and
aassword The next time you Iog in H'I'I'PS is selected.

Skyllne Prod udManager‘ -

hitps:if

-
@ Anne Webb

el SN I R Q\_ x_‘ L TR f""‘"‘"“""‘"‘""**—-'

Version: 7.6.0.8



18 Skyline ProductManager

Adding Print Room Options

When ProductManager is first used the print room options need to be configured. The options can also be
amended at any time. When you are in ProductManager select Print Room Options in the menu bar to view
the tabs.

At the top of the screen you will see three tabs.

o Medial'® allows you to create and maintain the paper stocks available to your customers. These are
used to create the products available to your customers.

. Document OptionsD21 displays options relating to the actual document to be created such as Printed
Sides, Number of Images per Side, Binding etc.

o Delivery OgtionsD23 provides the necessary options for creating delivery address forms and any priority
options you may wish to offer to your customers

Version: 7.6.0.8



Skyline ProductManager 19

Media Tab

Media allows you to create and maintain the paper stocks available to your customers. These are used to
create the products available to your customers. Selecting a media type will highlight it's properties. In the
example, the properties for the media type Legal White 80gsm are shown.

G Note:

The paper stocks need to be added in the print room options as a Media Type before products can be

created.
B il Producilinage: Ll
File t Products  Address Dedivery  Help
Wadis | Document Optiore  Delvery Options
Crmata and maintain a st of all tha medha typid you Rivs il afle. The lat ol Media Trpai ihows bina will Ba ciid whin criating job ik ata for
produdts offered oe a Sopline Ports
L Ircicates masdatory fields
Media Trpe Type Sz Coboar Wsight Hoves =
Legal White 120gsm Paper Lepal White 120 gsm
Lagal Whits B0gim Papa: Lagal Yituba Bl gam
| Legal White S0gsm Paper Legel Wihibe 5 gsm
Quakiby White Faper Pape Lettar Wihite 120 gsar
Satndard Colered Coil Punch Bacar Paper Lettar heary B g il armpiral
Satnderd White Call Funch Paper Paper Littar Wihite B gsm Codl orspird
Standard Coloned Card Cover Pape Letter Salman S50 gsa =
| Diesonphion
Lagal Whits 30gsm A.d4 REme & Lip=dabe
L Typm ‘f Sizn df | Colas ‘:f‘ 1 ‘Weight ! Holes gf Srage ﬁp
Faper Lettar White a0 gsm FRirg Binder 2 holes
Tenrkparancy Ligal e W gam Ring Bincher 3 Baled
Dihar Nel? Ealro LT psm Fing Bnder 4 koles
Sl L 30 e Cail or spiral
160 gem
200 e
2840 gem
Front Coating & Back Coating ]
-
|
b 4

To add a new media type:
1. Enter a name for the media in the description box.
2. Select the properties of the new media. The minimum requirements are: Type, Size, Colour and Weight.

3. Click Add to save the new media type.

To add a new media type based on an existing media type:

1.  Select the existing media type that you want to base your new media on.

2. Enter a new name for the media by changing the name in the description box.
3. Change one or more of the selected properties.
4

Click Add to save the new media type.

Version: 7.6.0.8



20 Skyline ProductManager

Further media options are available (e.g. Holes, Grading and Front and Back Coating) to enable you to create

many types of stock for your products.

To add a new media options:

1. Click & above the option block you want to use.

2.

Pleaze choose an ophian

2 Haoles
I Holez

The selected option widow opens. Enter the details of the new media option.

[ [

Narne 4 Holez

Y alue I

Ring binding 2 hole:
Ring binding 3 hoes
Ring binding 4 holes

Wire comb rourd holes

Coil or zpiral

Plastic comb S spacing
Plastic comb European spacing

‘wire comb square hodes

| Tﬁ.-l:ld

Cloze

] Enter a name for the media option.

e  Select a value from the drop down list.

. Click Add. The selected value is added into your options.

3. When all the required options have been added, click Close to return to the Media tab.

Version: 7.6.0.8



Skyline ProductManager 21

Document Options Tab

Document Options displays options relating to the actual documents to be created such as printed sides,
number of images per side, binding etc. These options can be priced as a cost per document using
CostManager.

Up to 20 extra options, known as Custom options, can be added if required. Custom document options can
also be priced as a cost per document using CostManager. In addition the cost per document price can be
different for different quantities. This is known as price banding which can be applied to Custom Document

options if required.

G Custom Options MUST be added to the Binding document part which can be renamed to suit the
product.

The Production box contains values for different types of printers. These are used to provide different media
pricing when adding prices to products when printed from different machines.

— Skyline Productianager

Fii Prosfiicts  Adfraid  Dabeiry  Hilp
Mads | Docurent Dpliors Dieenip Opsons

Crite and manksn 5 ket of s the Doounent Options ol have suadshie, The bt of Optiore shown hene vl be used when craating job tickets for
products offersd on & Soyine Fortal

Frirded Sk Il F| e Puside ril #| PireTrn F|  Pechusion 7
Hona F] Hore Black sncl'whia Digplal
Single Sided o Dind Colous WideFomal
b 5 idend (= D] allEE
1t

Laminating }, Fokfing , Hiols Punch f

] g [ ]

"""J Finoklet U:'_Iﬁr\gﬂr\d-l“**

U;I'Hwﬂﬂhn FHala

d F 'iFquBrdn2‘Huh

Stapheg Custom Clocument Custorm Dioounent Custiom [ ocasnent Curtorm Dooument

rd I:Il:ilc'\-:l b L '.Irl".\ﬁ"-:L & I:I;n:i . & ".Irl1'.r'J #
-
I'JJ'EH‘@#'I-IM&
| [T Dok Stk 3
b
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22 Skyline ProductManager

To add new document options:

1. Click ¢ above the document option you want to add a new option to.

2. A window opens where the details of the option are entered.

— Binding
Pleass choose an option
Hore
Wiro Bind
Comb Bind ry
(1ther
|4
| N arne Ring Bindes
Value I -
Channel binding -
| Edge gluing ) Add
Hard coves
Stack of pages [ Close
Plazhc comb
" Ring
| Sewn - I‘
1

1. Enter a name for the document option.

2. Select a value from the drop down list. The value can only be used once.
0 Only use a value ONCE. [fit is used multiple times errors will happen.

3. Click Add. The selected value is added into your options.

3. When all the options have been added, click Close to return to the Document Options tab.

Version: 7.6.0.8



Skyline ProductManager 23

Delivery Options Tab

Delivery Options provides the necessary options for creating delivery address forms and any priority options
you may wish to offer to your customers.

— Skyling Praductianagar MG
Fis Foor Products  Address  [eivery  Help

Meds Dhocoment O phons Daleeay Dpbors

Creste and mantsn & kst of ol te Dalvery Options you Fawe svalabis, The ki of Options: shown here will be used when ceating job bickets for
products: offered on & Shodne Portel

M Prefia ’ Shst , City / Ragon / Dingasnization Mame , Priceiy ’
L] =Pt Haamsl

11 2T st O iy

Mz Urgent

M5 SeeMotes

" wiom Defeey Cast = iy

pmtered (2] G (2] G 2] G 2] et (2 i (2
[Prares whan rasdy

E el b izl

M pick iwp

Doy o address chosn

S Fuhies

To add new delivery options:

1. Click & abowe the delivery option you want to amend.

2. A window opens where the details of the option are entered.

Pleaze choase an aphian

Phone when ready
E-miail when ready
Il pick it up |?|
Deliver ta address shown —
See notes |£|

I~

| Close ]

1. Enter a name for the delivery option.
2. Click Add. The new name is added into your options.

3. When all the options have been added, click Close to return to the Delivery Options tab.

Version: 7.6.0.8



24 Skyline ProductManager

Managing Products

When the print room options have been configured you can create new products. Your Skyline portal is pre-
configured with a simple selection of products that can be used as they are or amended to suit your
requirements. Once you have created a product additional fields that are available to be added to all products
can be assigned to the product. For more information please refer to the section on adding additional fieldsD 49

=

——

Documant Type

Document name: SkylnaManual

Pages: BSE
No category Basic Printing Multi Paged Documents Specialmad Printing
Collated Sets
Multiple collated sets.
Proceed B
Simpla
k A4 &3 or AZ documant printed im mono or cobour on whits paper. No covers or finishing straight
becad Proceed [
wad,

Partrait Staple
Portrait collabed sat with top left staple

] Proceed
\\\'/ 2

Version: 7.6.0.8



Skyline ProductManager 25

Creating a Product

When the print room options have been configured you can create new products. When the products are made
available0* to specific portals, end users can place an order on the print room using the new product.

If you are producing a booklet the document option Images Per Side must always be included in the body/
pages document part though It can be hidden from the end user. The CostManager will correctly calculate the
paper costs if the options Images per slide is used when creating products for Booklets.

&

Paper A3 White 80 gsm - &L SIX 4+t

Mono Colour Black and White N @& (L ‘99 X ¥ t

Printed Sides Two sided b a ) cf X l’ L3
NP 4l 48 I
SIEEP 4ib 4F 2IE

&

Finishing Booklet With Staples T @ ) f )( l’ L3

If you are using the pricing facility, the Body document part should always contain the following document
options:

¢ Media - The paper stock that is available for the product. This option should always be at the top of
the list.

¢ Printed Sides - Double sided or single sided printing.

¢ Printer Type - The user should be able to select whether the printing is colour or black and white.

Version: 7.6.0.8



26 Skyline ProductManager

To create a new product:

1. Select Products > New Product from the menu bar. B
B skyline ProductManager - O *

File  Print Room Options  Products  Address  Delivery  Help

Document options

Form Details | Options
Product Image
| select Image | ! 1
Product Name
2]
Description 0/500

Add at least one Document Part

Minimum number of pages 0

Ak A

Maximum number of pages o

Document Parts

DE Front Cover D@{ Binding

D.,_, Pages DTE Notes

I J Back Cover

Preset Quantity ﬂ
New Save |

1. You need to select an image to represent the product. Click Select Image. The product image
window opens. Select an image from the list of available images.

,

Stack_of papergif 160 x 160 px Maximum

Q<o

Eﬁ\@' | pelete || select |
e _&& s R

2. Enter a name for your new product and a brief description. The minimum and maximum number of
pages can also be set to define the products displayed in the user selection in the main Skyline
application.

L

Version: 7.6.0.8



Skyline ProductManager 27

3. (Optional) Leave blank so that any value can be entered when a user places an order.
If you want to give a choice of how many copies can be ordered enter the required values separated
by a comma. For example 1,10,25,50 would create a drop down box on the product containing just
the values specified. See example below. If you wanted to enter a fixed quantity just enter a single
number. The quantity required field will contain that number and the value cannot be changed when
an order is being placed.

10

Version: 7.6.0.8
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Skyline P

roductManager

2.

The components comprise of our main parts that can be selected as required along with a selectable
'Notes' field.
2

File  Print Room Options

Document options

Form Details | Options

Product Image

Product Mame

Description

Minimum number of pages

Maximum number of pages

Products  Address  Delivery

Help

Select Image

Add at least one Document Part

0/500

Enter a caption

Front Cover

OK

]

e

Document Parts

[ : Front Cover

D@ Binding ﬁ]

N
[l | Pages O 5 Notes
] ‘ Back Cover
Preset Quantity
Mew Save

1. In the example the document part Front Cover had been selected. Once a part has been selected it

is shown in the main area of the screen.

2. The document part Pages is then selected. You are able to add a caption for the document part, as
shown in the example.

Version: 7.6.0.8



Skyline ProductManager 29

3. The print room o;gtionsD18 that have been setup can now be selected for the new product.

— Skytine Productiansger
Fia  ProtEoom Optors Products Addoess  Delvery  Help

Dacuman aplions

Fi 1 5
o Detady plons: [l &* | FroeaCover
Dok, gl casg Femids vou et onto e b ok
/@ Mk A8 oty Card 1 20gann = ||l (2% #
Laranating L IR Pl AR 2R 3
Docment Opticn:
Mads =
Einding
Printed Sides P
aguz
Ecaling -
knages: Pas Side Media il i Bl hd ™ &%+t
Frirites Typn i
F'ﬂ:ldurl::n Prirded s - a|o Fai Y
Larranshing
Folding
Exapling
Hala Punh # | Back Coves
Cuslom Datuman Ophenz] -
M [=]
— - [ el &£\ x4t
Tick Estix
Lasiarating I
Tasd b= L , x l’ t
kuiina Tauthms:

b e B 5w

1.  Click the Options tab. Each of the document parts that have been selected are showing in the
main area of the window.

2. Alist of the document options is shown. Each of the document options can be offered to the end
user when they select the product type. Drag a document option from the list to a document part.

Glfthe option Laminating is used it should only be added to the Front Cover, Back Cover or
Body sections.

Custom Options MUST be added to the Binding document part which can be renamed to suit
the product.
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5.

A window opens so that you can make specific choices regarding the option selected. For
example, if you selected Media you would be able to change the caption and select the paper
stock. Once you have made your selection click Save.

Caplion | Medda
fvralable Dpbons Selecied Dpbans

11 & 17 W'hits 1 20gsm - & Ivory Card 1 200sm

11 % 17 whhibe 1E0gEm

11 8 17 Whibe Elgem

A7 'Whit= 120g5m

A wihata Talgsm

A7 white B0gsm

&4 vory Cand 1 20gsn

il whits 120gsm - t
i wikite 180gem

A4 b Bgem - 4
A5 'whits 80gsm

Businass Caids

Legal White 1:7gem

Legal \wWhite 1E0gsm

Legal Wwihibe Skrsm

Lt wiale 1 20gsm

Lestter aikale 1EDgem =
i

[ ] Ao Bllark: Sedection Carcel Save

Note: If you have a section of options and Allow Blank Selection is selected there will be no
option automatically selected when the end user views the product options. If you want there to be
a default product selected highlight the product and click Set Default. The selected option will
show in red to indicate it is the default product.

Each option selected is added to the document part. The option can be offered as a drop down selection
or as an individual item which has conditions applied. The conditions can make the items mandatory or
invisible to the user.

e [f there is no choice that the end user has to make, the option can be made invisible. To make an

option invisible click |ﬁ| The option is shown greyed out.
f Front Cower

. et 36
Lammating [ 1. fxlt

e Use |£| to edit the option. For example, you might want to add another media choice to the
option.

X

e Use to delete the document option.

e Use |i||1| to amend the order that the document options will appear on the job ticket.

Click Save to save your new product.
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Adding Images for Products

Product images are portal specific and are stored in the portal GUID in \\wwwroot\images\Products. Any
images in GIF, JPEG or PNG format can be uploaded as long as they are not larger than 160 x 160 pixels.

0 When a user places an order and a product image is shown as a stack of books it shows that the
product has no image. You need to add the image to the product.

To upload a new image:
1.  Open ProductManager.

2.  From the Products drop down menu select New Product.
3. Click |_Selectimage |45 gpen the Product Images window.

4. Click to open your Windows Explorer. Locate the product image that you want to add to the
portal library.

5. Click Open to upload the image. The file size cannot exceed 160 x 160px. If you select a file that is too
big a message will show.
F

,
oo N e

I.-”"_"\-.I The selected file is lager than the maximurn size of 160 x 160 px, It is 768
- x1024 px

6. The image will be added to the available images.
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Adding Products to a Portal

When a new product has been created the product has to be added to a Skyline portal before it will be
available for the user to order.

0 Note:

If products have not been added to the portal you will see an error message when you try place an order.
If this happens please contact your administrator.

Document name Skyline

There are no products available

To add a product to a Skyline portal:
1. Log in with Administrator rights and go to Admin.

2. Inthe Products section click Select Products.

% Select Products

Manage and azzign products far your portal

3. A window opens showing all the products that are available to your portal users.
Avallahle Products
100 Business Cards -E]
Bl-'ldr;g . W
Colaied Sals n
o Acd Salscted Proguct to Portal Y

A4 Booklel "
Callated Sats
Mubipls collsted nata o -
S .

Sample
- ‘ a4 4% or &% documant gricted in meno or cokour on whits paper, Fe covers o finaking sireight beeed £ Hove g

1.  Select the new product from the Available Products list.

2. Click Add Selected Product to Portal.

3. The new product will be added to the portal. Use the t Move Up or ¥ Move Down options
to arrange the products in an order that you want presented to the end user.

. Product Categari . )
4. Click | oo mEEaanE » to assign products to categoriesD133.
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Managing Products and Categories

Products can be grouped together in categories. When an order is placed the user can view the available
products in each category and select the required product. Products that are organized into categories are
easier to use than a long list of all the available products. Products are assigned to one category, they can not

appear in more than one category. If a product is not assigned to a category it will be listed on the web page
under a tab named 'No category'.

Document name: PrintStation

e Pages: 102

————

Mo category Basic Printing Lange Documants

Specialist Printing

Laminated

& product that has front and back covers and a choice of pages to
a——j o Proceed ’
Lo i, A oyt Bt it o O e bl s Ao

To view Product Categories:

1. Log in with Administrator rights and go to Admin.

2. In the Products section click Product Categories.
@ Product Categories
Manage product categories for your :-:-r.al

3. A window opens showing the product categories and products available to the portal. If you have just
added products to the portal132 you will see the same window.

Group Products into Categories

Product Categerias hid categary Preduets ol in @hy categedy
Basic Brinting

Wanuals

Spacalzed Printing

Banc Ericting + 8 B B save

align Tans
o Laft Canire Right 8 jusiity

mruals Spesinlusd Printing

4 Select Products Back P
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To create a new Category:

1.

2.

Enter a new category name in the product category field at the bottom of the window.

Click " * ' to add the category.
Q
Mew Category| * || -

d .
=

4 Select Products

R

To amend the category name:

1.
2.

3.

Select the category.

Amend the category name in the product category field at the bottom of the window.

Click = to save your changes.

To remove a category:

1.

2.

Select the category.

Click i to remove the category. All products assigned to the deleted category will be listed in the
Products not in any category column. The products will need to be assigned to another category.
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To assign a product to a category:

1.
2.

Select a product category.

Select a product that has not been assigned to a category.

Click b . The product will be mowved into the selected category.

Group Products into Categories

Praduct Cabagerias Spacalzad Pristing Producks Aok in any calagary Q
Basie Prinking Dseumant Finilhing A4 Booklal B
1
Hanuals B Laminated
L Specabzsd Ermting I Laminatss Sheat
]
-
"
=
- L
L]
Spmcinlinad Brinking + BB E tave ||
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You can select the layout of the tab settings. Depending on the number of categories that you have and the
size of the names one tab setting may be preferred to another. To amend the tab settings simply select the
required layout.

Left Aligned Tabs

Tab Settngs

align Tabn

@it D ocantrs T righa 0 austify

Basie Prinbing Maruals Specialaad Prinling

Centre Aligned Tabs

Tab Settings

Align Tabs St Woenre Dright 0wy

Bamic Frinting ik 4 -1

Right Aligned Tabs

Tab Settings

align Tabn St D Cantre ®omight T pusnify

Justified Tabs

Tab Settings

align Tabe Bt Tcens Drigne 8y

Bamic Primting Manusls Soecislinsd Printing

Version: 7.6.0.8



Skyline ProductManager 37

Amending Products

Your Skyline portal is pre-configured with a simple selection of products that can be amended to suit your

requirements. You may also need to update products that you have configured.
To amend an existing product:

1. Select Products > Manage Products from the menu bar.

2.  The Manage Products window opens. Select the product that you want to amend and click Open.

= Manage Products

Select & Product

Caollated Satz

Camb Bound
Lardecape Stapke
Farirak Staple

w100 Busrezs Cads
#1000 Business Cads

Close Dialate

(%]

3. The form details for the selected product is shown. Make the amendments

update your amended product. See the example below.

File  Print Room Options  Products  Address

Document options

| Form Details | Options

Product Image

| select Image |
Product Name
‘ Comb Bound
| Description 40/500

Comb bound document with optional
covers

Minimum number of pages a

PR

Waximum number of pages ]

Document Parts

E\h_ Front Cover E@ Binding

[ | Pages Db Mates
=) “ Back Cover

Preset Quantity

New ‘ | Save As | | Save

as required and click Save to

— O X
Delivery  Help
|Z‘ Front Caver
Cover A3 Booklet Card ’ |§”§| |Z|IX|II||1\
Prrted Sces 1 [elle] [2]xI[¥]1]
Prrter Type Colour 1 [elle] [2]xI[¥]1]
[ele) [2]x][e]
Laminatng Not Laminated 1 [elle] [2]xI[¥]1]
e
Paper 44 50gsm White h |®”§| |Z||g||1”1‘
Printed Sides Double Sided h |®”§| |Z||g||1”1‘
Prvter Type Black an White | [ef@] [2)x]#] 1]
[ello] [Z]x|¥]1]
2o
Cover A3 Booklet Card - |E||§| |Z||g||i||1\
(PnrﬁedSides Py - [allm] [ollsel L1 o] . ¥

For more information on amending the document options see Creating a ProductD25 where the document

options are explained.
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Creating New Products From an Existing Product

You can create a new product based on a product that you have already created. This can save time if there
are only slightly different choices available between two products.

To create a new product from an existing product:

1. From the Products drop down menu select Manage Products then select the product that you want to
base your new product on.

2. Your selected product is opened.

3. Click Save As.
| B siinc Productianage

— ]
File Print Room Options  Products  Address  Delivery  Help |
Document options
‘ Form Details ‘ Options |7| Front Caver "
Product | S
! rodue Mg Cover 23 Booklet Card - |3Hi| ‘ﬁ“l”i”1| |
[ select Image | Printed Sides . |§H£ ‘Z“X”Iuil
Pt Tyee Colaur © [e@) Zx|3[2] |
P Product Name B —
Comb Bound [ella] [2]x| 3]t
! Description 40/500 Lo . R
| Comb bound document with optional s ot Laminated . |3Hi| ‘ﬁ”ﬁ”i”il
cavers
J‘ |}| Document
‘ Ll
' Paper 24 80gsm White - |§Hz| ‘ZHX”EHE|
[
.| Minimum rumber of pages 0 f Printed Sides Double Sided = |§Hl—i| \ZHXI\IHEI
| Maximum number of pages 0 -
Document Parts Panter Type Black and White - |§H£| \ZHXHINE
E Front Cover @ Binding |:“:| ‘Z“Z”IH1|
@] pages 1) Notes
= 1 Back Cover |£| Back Cover
s it oot cor . @@ 2
Printed Sides Nauhle Sided - [alld] [ollvel Ll el o
< >
New ||| saveas ||| sewe

4. The Sawe As Window opens. Enter a new product name and description then click Save.

B8 Save As — O
MNew Name MNew Product
Mew Description Brief description of the new product
Cancel | | Save

5. A copy of the original product will be saved with a new name. Make any changes in the product as
required and then click Save.
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Deleting Products

Media types and printing options may change. There may be some products that have been created are no
longer available and the product needs to be deleted. It could be that you only want to remowve the product
option from a specific portal but users of a different portal will still have the product option. In this case you
would want to delete the product from a portal.

To remove a product completely:

1. Select Products > Manage Products from the menu bar.

2. The Manage Products window opens. Select the product you want to delete and click Delete.

Select & Product

Callabad Setz

Camb Bound
Lardecape Stapke
Fortrai Staplke

w100 Busrezs Cads
#1000 Business Cads

Close Dialate Opan

3. You will receive a warning if the product is assigned to a portal. Click Yes to complete deleting the
product from the whole system.

\__:.i/ This product is assigned to a portal are you sure wou wank to remove it From the syskem?

[ Yes l [ Mo ] [ Cancel
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To remove a product from a Skyline portal:
1. Log in with Administrator rights and go to Admin.
2. In the Products section click Select Products.

% Select Products

Manage and aszign products far vour portal

A window opens showing all the products that are available to your portal users.

Available Products = /@

Ad Booklet -
A4 Plastic Comb Bound :
‘Collated Sets

aminated
Porrait Staple

Add Selected Product to Portal ™

Jo

Femove

Collated Sets
Multiple collated sets.

l' Mowve Down

Portrait Staple

Portrait collated set with top left staple

"' Mowve Up
i

1. Select the product from the Available Products list.
2. Click ¥ Remove

associated with the product to remowe it from the portal. The product will be
available on any other portals that it has been assigned to.
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Adding Product Notes

You can create a free text area that customers can enter information regarding their order. It is important that
the notes section is added to the bottom of the product

Document options

Form Dstail | Options | oocumert :
Pl Paper A4 White 8095m 1 [elo] [2]x][¥]t]
[ Select image | Prnted Sides Double Sided 1 [ele] [Z]x][¥]t]
Prrter Type Biack anl e | [ele] [Z]x][¥]t]

Product Name

|7| Further Information

Collated Sets
Description 22/500

collated sets on test2

Minimum number of pages ]

Ab 4w

Maximum number of pages ]
Document Farts
(4] E Front Cover
[ : Pages

(4] j Back Cover

Preset Quantity

New | | Save As | | Save ‘

Exam ple of a Product which contains a notes section
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When notes are added to a product they allow the customer to add information or requests regarding the order
that they are placing. The notes will appear on the original job ticket.

Print Job Ticket -
Document
Collated Sets
Paper | A4 White 80gsm |
Printed Sides |Double Sided |
Printer Type |Black and White |
Document Mame: CostManager
Order Number: 0000122 Further Information
Created: 05/08/2024 09:08 AM
Please produce 1 copy for
Owner: Anne Wabb my approval before the
Pages: 30 complete order is produced.
Quantity: 200
Status: Order Placed
Account Code: ITZ
Account Name: IT Brochures
Account Description: Test Account
Price Estimate: 330.00 First Name |Anne |
Original Price: 3220.00 .
Family Name |Webb |
By
Streat |Long Street | v

Example showing the product notes on the original job ticket

If you use the Approval feature the product notes are shown on the Notes tab.

™ ~ ~ b
[ Overview '\ Details Customer Details '\ History T Notes "-.‘Addl'tl'onal Fields

User Notes Your Motes (Mot visible to user)

Please produce 1 copy for my approval before the complete order is
produced.

Example showing the product notes on the Notes tab when viewing the order for approval
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Once the order is passed to the PrintStation the notes can be seen on the Oveniew tab.

Overview Details Delivery History Job Ticket Approval Additional Fields
Pages Copies Priority Date Submitted Date Required User Notes CTRL Enter to insert a new line
f T | el T+
30 [ > (200 [ Mormal - |05 August 2024 | | ] Pleasedprm‘:ljuce 1 copy for my approval before the complete order
is produced.
Paper Printed Sides Printer Type Laminated
Document (A4 White 80gsm - [Double Sided [~ | [Black and white I~ @
Front Caver [ -| [ [+]] [+] ]
-
Back Cover [ -| | =] ‘v'D
Binding Stapling Hole Punching Falding
| [ [+] [ [+ | [ 330.0000| | Calculate Price |

Example showing the product notes on the PrintStation

The notes will also show when a manager views the order using Live Orders.

-

A " A i \
[Over\aiew % Details ' Customer Details '\ History ' Printing 1 Motes

Anne Webb | 0000122 | Order Placed

¥our Notes (Mot visible to user)

User Motes
Please produce 1 copy for my approval before the complete order is
produced.

Example showing the product notes on the Details tab of Live Orders

Version: 7.6.0.8



44

Skyline ProductManager

JOBE TICKET

Caviome A MoDoned

L]

B gKyline

[ wew [o002265

Covtact Mams | Aopurs Price Esimate | 613300 ey hidnnn
Frad ANV ek E RO el Oedm Cuin | 34 Sl 2018 1727 iy Sirest
Froee ABRT 1341 4387 e Cona Ay Gty

deroart K Sripping Matod Tha Waild

DBocemant  Skylne Coxthanages Pricrity Kol urgent

Fiigas pir dotutol
e of cophai
Froduct Typa

By
Prinar Typa
Enck
Primiad Sudes

Frosl Caver
Frinted Sades

Frintar Types
SHock
Laminsing (%)

Back Cower
Printad Sidic
Prirar Typa
Binek
Laminatod QYR

Finbating
Falding
Hale Punching
Smphng

Bireting Tipsa

553
200
Collales Eals

Sack ard Whils
A Wirhe Bigem
Deziibde Sded

Fans

o e ey, M

HOTEER

Plesan produce 1 copy for my spproesl bafors e complle gedar i producssd

Do priniod - 2450405018 11:52:28

Example showing the product notes on the Standard Job Ticket.

If you print a standard job ticket the notes will appear at the bottom of the printout. The location of the notes
may differ if you are using any customized job tickets.
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A4 Booklet Example

The example is for an A4 booklet. The printing is onto A3 paper which is folded and stapled to produce the
booklet. The customer has the option of a different cover, but obviously the front and back cover will be the
same media.

Points to remember:

e  The document option Images Per Side must always be included in the body/pages document part
though It can be hidden from the end user.

e  The Body document part should always contain the document options Media, Printed Sides, Printer
Type and Production.

e The option Media should always be at the top of the list.

e  The option Production is usually hidden as the user is not required to select the type of printer to be
used.

|;| Pages

Paper 23 White 80gsm - | @ ” < |

N
3
|«
(=

Mono/Color Black and White h | @ ” < |

Y
3
|+
(=

Printed Sides Double Sided T |E”U|

Y
3
|«
(=

Y
3
|«
(=

Y
3
|«
(=

|;| Details

Folding Booklet With Staples - |€||U|

Y
3
|«
=)

|;| Front and Back Cover

Media A3 Booklet Card T | ® ” < |

S
3
|«
=

Mano/COlour Black and White v |E||t|

S
3
|«
=

Printed Sides Mot Printed hd |E||U|

S
3
|«
=

S
3
|«
=
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If you are using CostManager with the costs entered as shown below, the cost for a 40 page booklet printed
double sided with a printed single sided cover would be 3:50 per copy. It has also been assumed that there
are no costs per document applied for creating the booklet. If an additional handling charge is required the

binding cost per document for a booklet with staples could be added.

Media Name Colour printing per page Monochrome printing per page Media cost Laminating

Doublesided | Singlesided | | Doublesided | Single sided (Optional) ~ (Optional)

A3 Booklet Card 0.0600 0.0600 0.0600 0.0600 2.0000| (|  0.0000

A3 White 80gsm 0.3000 0.3000 0.0600 0.0600 0.0300 0.0000

The front and back cover cost is 2.06
A3 Booklet Card, printed single sided in colour.

Media cost is calculated by:
1 sheet of A3 booklet card is required at a cost of 2.00 per sheet
1x2.00 =2.00

Printing cost is calculated by:

2 divided by 2 as images per side is 2 = 1
Printed single sided

1x0.06 =0.06

The pages cost is 1.44
There are 38 pages printed double sided in black & white on A3 white paper 80gsm

Media cost is calculated by:

38 divided by 2 as images per side is 2 = 19.

19 divided by 2 being printed double sided = 9.5

Therefore 10 pages of A3 white paper 80gsm required at a cost of 0.03 per sheet.
10 x 0.03 = 0.30

Printing cost is calculated by:

38 divided by 2 as images per side is 2 = 19.
Printed double sided

Therefore 19 sides are being printed
19x0.06 = 1.14

Version: 7.6.0.8



Skyline ProductManager 47

A4 Comb Bound Example

In the example the user has the option of the front and back pages of the document to be produced on a
different media. The cover pages can also be laminated if required.

Points to remember:

e  The Body document part should always contain the document options Media, Printed Sides, Printer
Type and Production. The wording can be changed for the end user e.g media shown as Paper.

e  The option Media should always be at the top of the list.

e  The option Production is usually hidden as the user is not required to select the type of printer to be

used.
PR
Media A4 White 80gsm Z E"§| |Z| |z||1”1|
Frinted Sides Double Sided i @|@| |Z| |g”1”1|
Moro/Colou Black and Wiite " [ef@] [2]x|3]t]
Production | [el@] [2]X]3]1]
(2] s
Binding Plastic Comb Bound T E"§| IZIIXIIIIIII
(] cover
Media A4 White Card 1680gsm i E"§| |Z| |X||I||I|
Printed Sides Cne Sided i E"§| |Z| |X”I”I|
Mono/Colour Block and Wiite | [ell@) [2]x][¥]t]
Laminating Laminated i E"§| |Z| IXHIIIII
(2] mecco
Media A4 White Card 160gsm i E"§| |Z| |X”I”I|
Prirted Sides One Sided b E|E| |Z| |E”I”I|
Mono/Colou Black and Wiite | [ef@ [2]x|¥]t]
Laminating Laminated ” E|E| |Z| |Z”I”1|
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If you are using CostManager with the costs entered as shown below, the cost for a 40 page comb bound
document printed double sided with a laminated printed single sided front cover & a unprinted back cover

would be 4.92 per copy.

Media Name Colour printing per page Monaochrome printing per page Media cost Laminating
Double sided | Single sided | | Double sided | Single sided (Optional)  (Optional)
A3 Booklet Card 0.2000 0.2000 0.0300 0.0300 0.1000 0.2500
A3 White 80gsm 0.0500 0.0500 0.0300 0.0300 0.0500 0.2500
A4 Green Card 160gsm 0.0000 0.0000 0.0000 0.0000 0.5000 0.2500

| [ [

[~

Front cover cost is 0.55
A4 white card 160gsm, colour printed single sided & laminated

Media cost is 1 x 0.10
Printing cost is 1 x 0.20
Laminating cost is 1 x 0.25

Body cost is 2.17
A4 white 80gsm paper, mono printed double sided.

Media cost is 39 divided by 2 as being printed double sided = 19.5 therefore 20 x 0.05 = 1.00
Printing cost is 39 x 0:03 = 1.17
Back cover cost is 0.5
A4 green card 160gsm, not printed and not laminated
Media cost is 1 x 0.5
Price Type  Cost Per Page CUstPerDucument‘ Cost Per Order
Binding Price
@sinding [] I
O stapling MNone 0.0000 |_|
(0 Hole punching Hard Caver L0000 |_~|
() Folding :
©) sealing Plastic Comb Bound 1.7000 |_"|

Binding cost per document is 1.70
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Using Additional Fields

If you require more information from your users when they place an order there is a licensed feature which
enables additional fields to be added to a product. Once a product has been created additional fields can be
added to enable the user to specify further details of their order. The additional fields are shown on the original
job ticket and on a tab within the PrintStation. They can also be included in custom job tickets.

If you are using Global products on multiple portals the additional fields assigned to the global product are
specific to a portal.

The fields types are either text, numerical, check, drop down boxes or a calendar picker and can be made
mandatory with options added for drop down lists. Customer entries in the additional fields are limited to 1024
characters.

The additional fields types are definedD%" and then added®5° to a product in the Skyline Website and will
appear below the selected product when an order is being placed. The fields can be added to one or more
products. Additional pricing can be applied to a product when the checkD155 or drop down[156 fields are added,
if required.

@ Note:

Changes should not be made to live orders if you are using pricing on Additional fields.

—

Document Type Product Options

Document name: Manual (802}
— Pages: 6£02

h\ Body
% Mediz Ad White 80gsm |
Printed Sides g -
Simple Printing Double Sided |
Single or double sided Printer Type Black and White -
printing with no finishing '
options.
r 3
Additional Fields
Text Field
Mumeric Field
Tick Box ™1
Drop Down Choice e
Lots of Notes
i »
‘ Return to Library Save Job Ticket Quantity : Mext ’

An example of a product with 5 different additional fields added.
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Print Job Ticket

Simple Printing

L

45

Document Mame: Manual (602)
Order Mumber: 0005085
Created: 25/10/2022 02:10 FM

Owner: Anne Webb
Pages: 602

Quantity: 1

Status: Downloadad
Account Code:
Account Name:
Account Description:
Price Estimate: 862.05

=it

g

Document

Papar
Frinted Sides

Printer Type

| A4 White 80gsm

|Double Sided

|Black and White

Production | Digital
Organization Name | ePrint |
First Name |Anne |
Family Name |Webb |
Street | Long Street |
City |Big City |
Region |The Waorld |
Caontact Mumber |U123456?89 |
Friarity | Normal |
Delivary Method || will pick it up |
7 Y
Further Information
Enter Export Code kagsd&874haod
Type of Invoice Required Sir‘lg|E
Pramium Paper Required
Cardboard Tube per Crder
Codour of Ribbon Blue
Type of packaging for each Cardboard Box
document
Motes bow more and more notes
Cardboard tube per poster
Project Reference Mumber 1235879
\ w

Example of a job ticket with additional field details
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Defining Additional Field Types

You can define the field type for each field as required. There are 5 types of fields available - Textbox[52
Multiline Textbox(% | Numeric FieldDs , CheckboxDs, Dropdown ListD% and Date Pickerd® . All fields can
be assigned the same field type or any combination of types to suit your requirements.

It is recommended that you give the fields a name which describes the type of field you are creating. The fields
are listed when you assignD59 a field to a product and that is where you would add a more descriptive name
for the field which will appear on the product. The maximum length of the field name is 50 characters.

Each field can be used in different products.
To Define the Additional Field Types:
1. Log in with Administrator rights and go to Admin.

2. Inthe Products section click Additional Fields.
Define Addtional Field Types

El Diefine addtional fisld types for your Job Tickats

3. The Additional Fields window opens.

Additional Fields (37) Assign Addtional Fields P

All Additional Fields =
TextBox
To edit an existing Additional Field, click on the field

name below Multiline TextBox

Al Poster -
Numeric Field

Cardboard Tube

Checkbox if not urgent CheckBox
Setting up Additional Fields
Checkbeox if VERY urgent

Commercial Ttems anly = DropDown List ‘fou can get help with setting up the Addtional Field in the online user manual

Commercizl Sample Online Manual

Date Picker

Confidential Document
Cost Code (Office Use anly)
Customer Name

Date of Publication
Department

Documents

Enter Export Code

Flower

Further Information

Example of the Define Additional Field Types window with 37 fields that have been defined.
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Defining a Text Field

To define a Text Field:

1.  Select the field type Textbox.

2. The additional fields are displayed. Enter a Field name and any other field requirements then click Add

Field.
MNew TextBox
B | Field Name Required |
Empty Text | Text if the field is emoty |

Default Text | |

() Make this field ma ndatory

R | Mandatory message to users |

| Add Field |

. Field Name - Enter the name you want to use to identify the field.

. Empty Text - Enter text to be displayed when the field is empty

e Default Text - Text to be automatically entered but can be changed by the user.
e Make this field mandatory - Some text must be entered before the order can be placed

e  Mandatory Message - Message to be displayed if the field is not completed.

Your new field has been created.

| &l Additional Fields - n
[ {=)4

To edit an existing Additional Field, click on the field
name below Multiline TextBox
Cost Code (Office Use only) Mumeric Field
Customer Name
Customer Reference Number CheckBox
Date of Publication
== DrapDawn List
Department —

Documents

Date Picker

Enter Export Code

Enter Further Informaticn
Flower

Further Information

Gift

Name Changed

New Employees Name

nurmbers

Field Nams

| MName of Customer |

Empty Text

Text if the field is empty |

Default Text | |

[:] Make this field mandatory

to users if field is empty |

Mandatory Message | Message t

| Save || Delete |

Assigned to product:

Setting up Additional Fields
‘You can get help with setting up the Addtional Field in the anline user manual

Cnline Manual
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Defining a Multi Lined Field

@ A user can enter up to 1024 characters in a multi-lined text box
To define a Multi Lined Text Field:

1. Select the field type MultiLine Textbox.

53

2. The additional fields are displayed. Enter a Field name and any other field requirements then click Add

Field.

MNew Multiline TextBox

Field Hame

| Field Name Required |

Empty Text

T i e Trmld T o
Text if the field 15 empiy |

Default Text | |

D Make this field mandatory

Mandatory Mezsage

| Add Field |

. Empty Text - Enter text to be displayed when the field is empty

e Default Text - Text to be automatically entered but can be changed by the user.

e Make this field mandatory - Some text must be entered before the order can be placed
e  Mandatory Message - Message to be displayed if the field is not completed.

Your new field has been created.

| ANl Additional Fields -

To edit an existing Additional Field, click on the field

name below Multiline TextBax Field Name

| Enter Further Information |

Cost Code (Office Use only) Numeric Fiekd Empty Text

Default Text | |

Customer Namea

Customer Reference Number CheckBox

Date of Publication [:] Make this field mandatory

Egm DropDown List

Mandatory Massage | Message to users if field is empty |
lessage to users if field is empty

Department

Documents
Date Picker
Enter Export Code

| Save || Delete |
Enter Further Information -

Flower

Further Information
Gift

Name Changed Assigned to product: No Assigned Product
Name of Customer
New Employees Name

Setting up Additional Fields
numbers

Cnline Manual

fou can get help with setting up the Addtional Field in the onling user manual
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Defining a Numeric Field
To define a Numeric Field:
1.  Select the field type Numeric Field.

2. Enter a Field name and any other field requirements then click Add Field.

MNew Numeric Field

Field Hame

Minimum Value | |

Maxzimum Yalus | |

D Make this field mandatory

Mandatory Message | Mandatory message to users

| AddField |

. Minimum Value - The minimum value that can be entered. This field can be left blank.
. Maximum Value - The maximum value that can be entered. This field can be left blank.
e  Make this field mandatory - Some information must be entered before the order can be placed

e Mandatory Message - Message to be displayed if the field is not completed.

Your new field has been created.

| &Il Additional Fields -

To edit a

name below Multiline TextBox Field Mams

Numeric Field

n existing Additional Field, click on the field

| Customer Reference Number |

Cost Code (Office Use only) Numeric Field Minimum Valus l:l

Custome

Customer Reference Number CheckBox

Date of Publication
Department
Documents

Enter Export Code

Enter Further Information

Flower

Further Information

Gift

Name Changed

Name of

New Employees Name

numbers

r Name

D Make this field mandatary

== .
= DropDown List Mandatory Message | Message to users if field is empty
lessage to users if field is empt)

Date Picker

| Save || Delete |

Assigned to product:

Customer

Setting up Additional Fields

‘You can get help with setting up the Addtional Field in the online user manual

Online Manual
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Defining a Checkbox Field
To define a checkbox:
1.  Select the field type CheckBox.

2. Enter a Field name and any other field requirements then click Add Field.

MNew CheckBox

Field Hams

equired |
5

() checked by default

() Make this field ma ndatory

Mandatory Message Mandatory message to users

| Add Field |

Checked by default - Select this option if the majority of the time order will be received with the
option selected.

e Make this field mandatory - Not currently supported
e  Mandatory Message - Not currently supported

3. Add the pricing per page, per document and/or per order, then click Save. The cost per page, cost per
document and cost per order is included in the calculated cost for the order.

CheckBox

Field Name

| Urgent Order |

D Checked by default

(L] make this field mandatory

L EDsE LT Message fo users if field is empty

| Save || Delete |

Pricing can be added to an order when the CheckBox is ticked

Price per page Price per document Price per order
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Defining a Dropdown Field
To define a dropdown field:
1. Select the field type DropDown List.

2. Enter a Field name and any other field requirements then click Add Field.

New DropDown List

Field MName [ars A

LLrg ]

ME NEQUILNEG

I:l Make this fizld mandatory

Mandatory Message Mandatory message to users
DropDown list
DropDown Options
F 1
v
New ootion name oy n' =
NEW OPTIOn ad e -

() start with blank entry

Defzult option Select option to Set as Default

| Set Default (| Clear Default |

| Add Field |
e Make this field mandatory - Select if an option must be selected before the order can be placed

Mandatory Message - The message to be displayed if the field is not completed and the option
Make this field mandatory has been selected.
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2. Create the drop down entries.

o Enter a name in the New option name field.

e Click " toadd the option name. When you have added all the option names click = to sawe
your entries.

3. Select the option Start with blank entry if you do not want an option pre-selected. If you want an option

selected by default select the option in the DropDown list and then click |22t P=fauit | The option
selected will be the option that the order will contain unless the option is changes by the person who is
placing the order.

4. Add the pricing per page, per document and/or per order for each different DropDown item. The cost per
page, cost per document and cost per order is included in the calculated cost for the order.

Pricing can be added to each DropDown item

- - Cost Per ~ . 4
Option Cost Per Page Caost Per Order
: £ Document

Eco Bag -
Free

Plastic Bag
Cardboard
Baox
Wooden

Presentation
Baox

5. Click |_32= | to save your requirements.
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Defining a Date Picker Field

To add a Date Picker field:

1. Select the field type Date Picker.

2. Enter a Field name and any other field requirements then click Add Field.

Mew Date Picker

Field Hame

DAIIDW Dates in the Past

[:] Allgvr Weekends

Minimum Lead Time

e
Das |°

D Malke this field mandatory

Mandatory Messags

=

| Mandatory message to users

| Add Field |

e  Allow Dates in the Past - Select if you want people to select dates in the past.

e  Allow Weekends - Select if you want to include weekends in your date selection.

e Minimum Lead Time - Enter the number of days required.

e  Make this field mandatory - Select if an option must be selected before the order can be placed

e  Mandatory Message - The message to be displayed if the field is not completed.

Your new field has been created.

| Al Additional Fields -
To edit an existing Additional Field, click on the field
nams below Multiline TextBox
A1 Poster -
Numeric Fizld
Cardboard Tube

Checkbox if not urgent
Checkbox if VERY urgent

Commercial ltems only

CheckBox

EEB DropDown List

Commercial Sample

Date Picker

Confidential Document

Cost Code (Office Use only)
Customer Mame

Custemer Reference Number
Date of Publication
Department

Documents

Enter Export Code

Entar Further Infrrmatinn

Date Picker

Field Hame | Date Required |

[ allow Dates in the past

[ allows weekends

Minimum Lead Time -
Iys -

[:] Make this field mandatory

Mandatory Message

Macen, #m peere (F Aate e maf oo lerd
| Message to users if date is not selech

| Save || Delete |

Assigned to product: No Assigned Product

Setting up Additional Fields

‘You can get help with setting up the Addtional Fizld in the onling user manual

COnline Manual
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Adding Additional Fields

After Additional fields have been defined you can assign them to products. When a user orders a document
and selects the product any additional fields will be made available. In the example below 3 additional fields
have been added to the A4 Booklet product.

=

=
Document Type Product Options

Document name: Manual (602)
— Pages: &02
!t? #: Pages with colour: 556

Monochrome pages 46

Body

Media [ A3 White 80gsm i

Printer Type | Black and White i

A4 Booklet Printad Sides | Double Sided -

Create a2 booklet from

documents printed onto A2

and folded to create an A4 Binding

booklet

Binding Booklet

Front and Back Cover

Media -

Printer Type -

Printed Sides

Additional Fields

Project Name

Project Code

D'o you require a proof print? D

4 Return to Library Save Job Tickst Quantity : Mext P
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To Add Additional Fields:
1. Log in with Administrator rights and go to Admin.

2. In the Products section click Assign Additional Fields
Assign Addtional Fields

Assing Additional Fields to your Products

3. The Assign Additional Fields window opens. The number in brackets next to a product indicates how
many additional fields have been assigned to the product.

Assign Additional Fields Define Addtional Field Types P

Products Selected Additional Fields Awailable additional Fields
Project Name Project Stage

Collated Sets Project Code Additional Information

Comb Bound Do you require a proof print?

Deploy Test

Portrait Staple

Simple Printing

Addtional Fields Heading | Additional Fields B save |

NEEDS UPDATING

1.  Select the product that you want to amend. A list of the all the available additional fields
becomes available.

2. Select the Additional field to be added and click the arrow to add the field to the product.
3. As multiple fields can be added to a product, add any further fields as required.
4. Click Save.

@ Note:

When an additional field is removed from a product:

it is not removed from all previous orders for that product.

it is removed from the list of fields on the Approval page. This happens even if the order was placed
when the product contained the field.
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Managing Address Forms

During the process to place an order a user will have to enter their delivery address details. In the example the
user has to complete the name field as it is showing in red indicating that it is a compulsory field. The address

details can be amended to suit your working arrangements.

You can only have one address form associated with a portal. However, if you have several portals, you can
design a specific address form to be associated with each portal. The address form can be updated and saved

to your portal at any time.

k)

ocumeant Type

4 Back

Title

Name
Company Name
Address 1
Address 2
County

Postal Code

Phona Mumber

S duct

—
= Basket Address

Admin Deparmeant

aFrint Dinact Lid

it 3, Gateway 1000
Stevenage
Herfordshine

SG1 2FF

+44 (117101433 B42420|

= Save this delivery addrass

Mext g
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Creating Address Forms

Skyline is delivered with a default address form which can be amendedC® to fit your requirements. You can
only have one address form associated with a portal. Howeer, if you have sewveral portals, you can design a
specific address form to be associated with each portal.

G Note:

If an address form has not been associated with the portal an error message will show when you try to
place an order.

Document name

The system has not been configured. There are no delivery options selectad.

Please contact the administrator

To create a new address form:
1. Select Address > New Address Form from the menu bar.

2.  Enter a name for the new address form and brief description.

— Skyline ProductManager

Address oplions

Fiown Detal Ophions: —

Sl the: ackdeess foam nanee and descaption then
click om e options tah b0 mdd the mguaed felds

Forn Dhatads
Foamn M i
Algha Carjns

[ sscnphion
ddeiress Fom bor e with the Alpha Postsl

424250

Flews -
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3. Click the Options tab. Drag and drop the required fields into the blank panel. Some of the address form
options will give the user a drop down list of choices for them to select from, as shown in the example.
Select the options that you want to include in the form field & click Save.

Fil  Prict Room Options  Producti Addeiis Delbeery  Help

Address oplions

Foun Detals | Optionz [

&
Click: andl drag the sdchecs ok pos ried onlo
Hher pareed e S night

Eddress Opions
Marms Prefis =
I~ FrstHame | Ceaption | Morme Prefis
Family Mama Bwalable O phiony Sedeviad Opbiony
Fhares Mumbsar
Oirganizeton Mame 4 .
Sireat M Mazc
City |Ms
Fegion
Cugdom Delrseny Options
Curtom Delren Options? P
Cugiom Dalvwer Options3
Cutam Daliwary Dplionsd
Curtom Dalresry OptionsS -

T
-

ddional Faslch
Tick baw
Tt brices
Butiling Testhos

[ ] ABe Bk, S ahnchicrs Canel 3

e When you have added all your required address fields you can use the following buttons to make
any fields compulsory or make other amendments.

e [f there is no choice that the end user has to make, the option can be made invisible. To make an

option invisible click E| The option is shown greyed out.

¢ |f you want to make completion of the field compulsory click E| The field name colour changes to
red indicating thajc the field must be completed.

PR R T— - . W oRia # f— e £
= A = W ! CR Lol T, L R VI S i

)

W

Fhare Mumber |: I| |7 §”T T|

g s = i, Sl “n«.‘-"‘." ‘-m-‘*-wlq&#‘

e Use |£| to edit the option. For example, you might want to add another media choice to the
option.

e Use |5| to delete the document option.

e Use |i”1| to amend the order that the document options will appear on the job ticket.

4. Click Save to save your new address form.
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Associating an Address Form

When a new address form has been created it can be associated with a Skyline portal. Only one address form
can be associated with a portal.

When a new address form is associated the users will not be able to amend their address details via the
preferences link until they have placed an order. When they place an order they will be required to enter their
address details and may have the option to save the delivery address.

@ Note:

If an address form has not been associated with the portal an error message will show when you try to
place an order.

Ciocument name

The system has not been configured. There are no delivery options selectad

Flease contact the administrator

To associate an address form to a Skyline portal:
1. Log in with Administrator rights and go to Admin.
2. In the Orders section click Select Address Form.

@ Select Address Form

Assign a delivery form to a portal

3. Select the address form that you want to be used on the portal.
LIS
2 dlpha Campass

(= Standard Delivery Address

[ Back]

p— ‘Truf-' _“-——.----_—_4_' e o et g e b
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Amending Address Forms

Skyline is delivered with a default address from. This can be amended to include any address fields that you
require. Other address from can be created and modified at any time.

To amend an address form:
1. Select Address > Manage Address Forms from the menu bar.

2. The Open Address Form window opens. Select the address form to be amended and click Open.

= Open Address Form m

Salack an Addrass Foom

Standand Delvey Addiess

Cance! Dielete Dpen

3. The form details for the selected address is shown. Make the amendments as required and click Save to
update your amended product.

For more information on amending the address options see Creating Address FormsD62 where the options are
explained.
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Deleting Address Forms

There may be occasions when an existing address form is no longer required. It is good housekeeping to
remove forms that are no longer in use. As only one address form can be associated with a portal, an address

form can not be deleted if it is in use. If you try to delete an address form that is assigned to a portal you
receive a warning message, as shown below.

L] E This form cannot be deleted as it is in use
L

To remove an address form:

1. Log in to Skyline with Administrator rights and go to Admin.
2. In the Order section click Select Address Form.

@ Select Address Form

7

Assign a delivery form to a portal

3. Make sure that the address form that you want to delete is not associated with the portal.
Use
O tlpha Campass

& trandard Delivery Addrass

i ﬁ,-—“-"-'“r el — B I N
4.  Open ProductManager.
5. Select Address > Manage Address Forms from the menu bar.

6. The Open Address Form window opens. Select the address form to be deleted and click Delete.

— Open Address Form

Salach an Address Foam

Standard Delvey hddiess

Cancel [relebe Dpen

7. The selected address will be removed. Click Cancel to close the Open Address Form window.
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Managing Delivery Forms

When a user places a print order they may be required to complete a shipping delivery form. You can amend
the existing form or create a new one to collect the information that you require from your customers. The form

can be updated and saved to your portal at any time. You can create many shipping delivery forms but only 1
shipping delivery form can be assigned to a portal at a time.

—
Shipping
4 Back
Pricrity rarmal T
Delivery Method N pickit up

Notas Flease call extension

3926 when
ready for collecClion.

Mext g
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Creating Delivery Forms

Skyline is delivered with a default delivery shipping form which can be amendedQ72 to fit your requirements.
You can only have one delivery shipping form associated with a portal. However, if you have several portals,

you can design a specific delivery shipping form to be associated with each portal.

G If a delivery form has not been associated with the portal an error message will show when you try to

place an order.

Document name

The system has not been configured. There are no delivery options selectad

Please contact the administrator

To create a new delivery shipping form:

1. Select Delivery > New Delivery Form from the menu bar.

2.  Enter a name for the new delivery form and brief description.

Fie Pk Boom Opons  Feoduts  Aakess  Delvery  HeD
Delkary ophons

Foary [t oy g

ot o dekomy bar e el dmephor e

b B openr g v k] P g Gt

Frrrr Dont

Foam Mayma
Lo Camonn

Denplion
“raewg molere bvilapba Cenpan

S "'""‘H.-T--ﬁ. r““‘-#
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69

3. Click the Options tab. Drag and drop the required fields into the blank panel. Some of the delivery form
options will give the user a drop down list of choices for them to select from, as shown in the example.
Select the options that you want to include in the form field & click Save.

— Shoyline Prodwc tils nage

Daltery options
Fom Distads: | Opbons |

Click: and desg the delresy oplions wou nesd anlo
i paree] & e ieghtt

Disireety O plaons

~ Praceity
Date Required Calendar
Dimlraey bMuthod

Wsckfibonal Fid:
Tick bazos:
st biis:
Bluliding Tt

Fila  Print Room Options Procucts Address  Defivery  Help

=]

|

= Edit dropdowm list

[] dillen Bilank: 5 misciion

sl

%]
[¥]
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4.

5.

When you have added all your required delivery option fields you can use the following buttons to make

any fields compulsory or make other amendments.

e [f there is no choice that the end user has to make, the option can be made invisible. To make an

option invisible click

@ The option is shown greyed out.

e If you want to make completion of the field compulsory click =" |. The field name colour changes to
red indicating that the field must be completed.
v
Priority & | @ P ¥4
Flease select a 04 October 2011 0
delivery date S @4 x "' 1
O L)X ¥t

e Use d to edit the option. For example, you might want to add another delivery priority to the

option.

e Use X to delete the option.

e Use

Click Save to save your new address form

¥t to amend the order that the options will appear in the delivery shipping form.
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Associating a Delivery Form

Delivery shipping forms can be created to offer different groups different delivery options. Local users may use
a portal which offers a pick up only senice, while users of offices further away may use a portal which offers
postal or courier senices.

When a new delivery shipping form has been created it can be associated with a Skyline portal. Only one
delivery shipping form can be associated with a portal.

@ If a delivery form has not been associated with the portal an error message will show when you try to
place an order.

Ciocument name

The system has not been configured. There are no delivery options selectad

Flease contact the administrator

To associate delivery shipping form to a Skyline portal:

1.  Log in with Administrator rights and go to Admin.

ﬁ Yiew Basket {0) | Preferences | Downloads | Edit Management | Logout

2. In the Orders section click Select Delivery Form.

ikt Select Delivery Form

Assign a delivery form to a portal

3. Select the delivery shipping form that you want to be used on the portal.

Lhse

wl  Delivary Ophons

Alpha Campus
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Amending a Delivery Form

Skyline is delivered with a default delivery shipping from. This can be amended to include any fields that you
require. Other Delivery forms can be created and modified at any time.

To amend a delivery shipping form:
1. Select Delivery > Manage Delivery Forms from the menu bar.
2. The Open Delivery Form window opens. Select the delivery shipping form to be amended and click Open.

Select a Delivery Form

Delivery Options

Alpha Campus

Cancel | | Delete || Open

3. The form details for the selected delivery shipping is shown. Make the amendments as required and click
Save to update your amended product.

For more information on amending the address options see Creating Delivery Forms[168 where the options are
explained.
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Deleting a Delivery Address

There may be occasions when an existing delivery shipping form is no longer required. It is good
housekeeping to remove forms that are no longer in use. As only one delivery shipping form can be associated

with a portal, a form can not be deleted if it is in use. If you try to delete a form that is assigned to a portal you
receive an warning message, as shown below.

L] E This form cannot be deleted as it is in use
L

To remove a delivery shipping form:
1. Log in to Skyline with Administrator rights and go to Admin.

2. In the Order section click Select Delivery Form.
l"“— Select Delivery Form

Assign a delivery form to a portal

3. Make sure that the delivery shipping form that you want to delete is not associated with the portal.

Lise
& Delivary Opbicns

) Alpha Campus

4. Open ProductManager.

5. Select Delivery > Manage Delivery Forms from the menu bar when you are running ProductManager.

6. The Open Delivery Form window opens. Select the address form to be deleted and click Delete.

— Open Delivery, Form [E|

Select a Delivery Form

Delivery Options

Alpha Campus

Caricel | | Delete || Open

7. The selected delivery form will be removed. Click Cancel to close the Open Delivery Form window.
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