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Skyline ProductManager
ProductManager is integral to all Skyline installations, providing the tools required to define paper stocks,
finishing options, service 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 media , document print production  options and the
delivery options. You can then create the products  that are available to be ordered.

You can print a hard copy of a manual by clicking 
ProductManager

 which opens a PDF copy of the
manual. You can then download or print the document.

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. 

If 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. 

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. 

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. 

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
products from one portal to another. 

With portal specific products you can have address and delivery forms
tailored for the specific portal. 

Products can also be sorted into categories , the categories can be
created for each portal. 

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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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.
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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:

1. Click  

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

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

2. Click login to start ProductManager. The Print Room Options  window opens.18
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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.

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.

Example of trying to open ProductManager w ithout the correct privileges

when using global products.
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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.

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.
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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.

3. Click ProductManager.

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

5. The Downloads window opens. Double click the ProductManager downloaded file to start the installation.
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6. The ProductManager Installation wizard opens. Click Next to continue.

7. At the License Agreement window click I accept the license agreement. Click Next to continue.
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8. At the Destination Folder window it is recommended that you accept the default folder location. Click 
Next to continue.

9. The ProductManager can now be installed. Click Next to begin the installation.
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10. It should only take a few minutes to install ProductManager. When the installation is complete click 
Finish.

When you have completed the installation ProductManager will be installed. 
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To open ProductManager for the first time:

1. Click 

2. 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.

3. The Setup window opens.

1. Enter your portal name.

2. (Optional) Select Use Proxy Server.

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

4. (Optional) Enter your username and password.

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

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

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

2. Click Log in to start ProductManager.
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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.

2. The connections setup window opens.

1. Select Use Proxy Server.

2. Enter your Proxy address and Proxy port number.

3. Enter your network login username and password.

4. Click OK.
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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. At the log in window click on the connection icon to open the connection details window.

2. The connections setup window opens.

1. Select the option Use HTTPS.

2. Click Connect to connect to ProductManager using HTTPS & log in with your username and
password. The next time you log in HTTPS is selected.
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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.

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.

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

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

19

21

23



19Skyline ProductManager

Version: 7.6.0.8

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.

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

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

Enter a name for the media option.

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.
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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.

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.
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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.

1. Enter a name for the document option.

2. Select a value from the drop down list. The value can only be used once. 

 Only use a value ONCE. If it 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.
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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.

To add new delivery options:

1. Click  above the delivery option you want to amend.

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

 

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.
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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 fields
.

49
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Creating a Product

When the print room options have been configured you can create new products. When the products are made
available  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.

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.

32
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To create a new product:

1. Select Products > New Product from the menu bar.

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.

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

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

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

2. A list 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.

If the 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.

18
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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.

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.

4. 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.

If 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.

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

Use  to delete the document option.

Use   to amend the order that the document options will appear on the job ticket.

5. Click Save to save your new product.



31Skyline ProductManager

Version: 7.6.0.8

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.

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  to open 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.

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.

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.

To add a product to a Skyline portal:

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

2. In the Products section click Select Products.

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

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 or options
to arrange the products in an order that you want presented to the end user.

4. Click  to assign products to categories .33
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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'.

To view Product Categories:

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

2. In the Products section click Product Categories.

3. A window opens showing the product categories and products available to the portal. If you have just 
added products to the portal  you will see the same window.32
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To create a new Category:

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

2. Click  to add the category.

To amend the category name:

1. Select the category.

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

3. Click  to save your changes.

To remove a category:

1. Select the category.

2. Click  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. Select a product category.

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

3. Click . The product will be moved into the selected category.
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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

Centre Aligned Tabs

Right Aligned Tabs

Justified Tabs
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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.

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

For more information on amending the document options see Creating a Product  where the document
options are explained.

25
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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. 

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

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.
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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.

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

1. Select the product from the Available Products list.

2. Click associated with the product to remove 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 

Example 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.

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.

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 Overview tab.

Example showing the product notes on the PrintStation

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

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

Example showing the product notes on the Standard Job Ticket.
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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:

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

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

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

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 
1 x 2.00 = 2.00

Printing cost is calculated by:
2 divided by 2 as images per side is 2 = 1
Printed single sided 
1 x 0.06 = 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
19 x 0.06 = 1.14
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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:

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.

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

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

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

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 defined  and then added  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 check  or drop down  fields are added,
if required.

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

An example of a product w ith 5 different additional fields added.

51 59

55 56



50 Skyline ProductManager

Version: 7.6.0.8

 

Example of a job ticket w ith 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 ,
Multiline Textbox , Numeric Field , Checkbox ,  Dropdown List  and Date Picker . 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 assign  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. In the Products section click Additional Fields.

3. The Additional Fields window opens. 

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.

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

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

Make this field mandatory - Some text must be entered before the order can be placed

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

Your new field has been created.
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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.

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

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

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

Make this field mandatory - Some text must be entered before the order can be placed

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

Your new field has been created.
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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.

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. 

Make this field mandatory - Some information must be entered before the order can be placed

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

Your new field has been created.
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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.

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

Make this field mandatory - Not currently supported

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.
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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.

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.

Enter a name in the New option name field. 

Click  to add the option name. When you have added all the option names click  to save
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 . 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.

5. Click  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.

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

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

Minimum Lead Time - Enter the number of days required.

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.

Your new field has been created.
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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.
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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

 

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.

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.
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Creating Address Forms

Skyline is delivered with a default address form which can be amended  to fit your requirements. 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.

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

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.

65
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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.

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

If 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.

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.

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

Use  to delete the document option.

Use   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.

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.

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

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 Forms  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.

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.

 

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

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.

 

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.
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Creating Delivery Forms

Skyline is delivered with a default delivery shipping form which can be amended  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.

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

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.
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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.
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4. 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.

If 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.

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.

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

Use  to delete the option.

Use   to amend the order that the options will appear in the delivery shipping form.

5. Click Save to save your new address 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 service, while users of offices further away may use a portal which offers
postal or courier services.

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.

To associate delivery shipping form to a Skyline portal:

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

2. In the Orders section click Select Delivery Form.

 

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

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  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.

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.

 

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

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.

 

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