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1

1.1

Introduction

Welcome

This user’s guide provides details about the use of Printgroove POD Guide,
the PDF/JDF-based Workflow management module of the Printgroove suite
of applications. The Printgroove POD Guide Workflow provides a compre-
hensive overview of a job’s progress, an easy way to follow a job as it proc-
esses. With Printgroove POD Guide you can also place an order, upload files,
edit job tickets and review proofs. It also handles customer account manage-
ment, cost estimates and billing information.

Trademark Acknowledgements

KONICA MINOLTA, the KONICA MINOLTA logo, the symbol mark, and “The
essentials of imaging” are registered trademarks or trademarks of KONICA
MINOLTA HOLDINGS, INC.

bizhub and bizhub PRO are registered trademarks or trademarks of KONICA
MINOLTA BUSINESS TECHNOLOGIES, INC.

PDFNet SDK is copyright PDFTron Systems 2001-2006 and distributed by
Konica Minolta Business Technologies, Inc. under license. All rights re-
served.

Portions Copyright © 2001 artofcode LLC.

This software is based in part on the work of the Independent JPEG Group.
Portions Copyright © 1998 Soft Horizons.

All Rights Reserved.

Linux is a registered trademark of Linus Torvalds.

LEADTOOLS is a registered trademark of LEAD Technologies, Inc.

Artifex, the Artifex logo, Ghostscript, and the Ghostscript logo are registered
trademarks of Artifex Software, Inc.

Adobe, Acrobat, and PostScript are either registered trademarks or trade-
marks of Adobe Systems Incorporated in the United States and/or other
countries.

Intel and Pentium are trademarks or registered trademarks of Intel Corpora-
tion or its subsidiaries in the United States and other countries.

Microsoft and Windows are either registered trademarks or trademarks of
Microsoft Corporation in the United States and/or other countries.
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Sun, Sun Microsystems, Java and Solaris are trademarks or registered
trademarks of Sun Microsystems, Inc. in the United States and other coun-
tries.

All other company and product names are either trademarks or registered
trademarks of their respective companies.

Copyright © 2009 KONICA MINOLTA BUSINESS TECHNOLOGIES, INC. All
rights reserved.

The actual dialog boxes that appear on the screen may be slightly different
from the screen images used in this user’s guide.

In order to incorporate improvements in the product, the contents of this us-
er’s guide are subject to change without notice.

Printgroove POD Guide 1-2
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1.2  Printgroove Suite Overview

The Printgroove POD Suite is a Digital Workflow Solution that helps CRD/re-
prographics departments meet the needs of increasingly demanding mar-
kets. Printgroove’s modular design provides the flexibility to integrate all
stages from job submission to fulfilment. Ideal for small to mid-size opera-
tions, Printgroove is an affordable solution for all your reproduction and pub-
lishing needs.

The Printgroove POD Suite is comprised of four modules.

e Printgroove POD Serve: a web service for print job submission by the ex-
ternal user. It also enables the external user to verify the status of the job
in real-time.

e Printgroove POD Guide: a process control tool. It designs the Workflow,
monitors job tracking, and also handles customer account management,
cost estimates and billing information.

e Printgroove POD Ready: a Make Ready tool. Automatic and manual im-
position, page layout and late-stage editing are all supported.

e Printgroove POD Queue: a print management tool. The status and work-
load of discovered printers are monitored. Incoming, processing and
completed jobs are routed and tracked and last-minute job ticket editing
is supported.

Printgroove POD Guide 1-3
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The Printgroove POD Suite improves the productivity of the entire Workflow
and helps prevent print errors caused by users by providing the following
functions:

Printgroove POD Guide receives orders from Printgroove POD Serve
through the Web. The customer creates a job ticket which is saved and
submitted to the CRD/reprographics department. There the ticket can be
reviewed and modified.

A tracking number is issued and the user can trace the status of a print
order using Printgroove POD Serve/Guide.

Process management is handled in Printgroove POD Guide. POD Guides
Workflow functions also enable comprehensive oversight of a job’s
progress.

After Printgroove POD Guide sends the job data to Printgroove POD
Queue, the Printgroove POD Queue selects the optimum output engine
and automatically processes the job.

Printgroove POD Queue supports the export/import of job tickets, allows
the user to change a job ticket, and a simple method of reprinting, all of
which improve the productivity of the print job process.

Printgroove POD Guide 1-4
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Printgroove POD Queue can function as a stand-alone application or in any
combination with the other modules.

In addition to these modules, the Printgroove POD Suite provides the Print-
groove POD Driver which enables you to convert native file jobs to JDF/PDF
files and then send them directly to the selected Printgroove POD module for
processing.

N...

Note
—  Printgroove POD Serve is one method used to submit jobs. It is pri-
marily used by customers of your reprographics department to
send you jobs.
- ZAdmin for Printgroove is a web utility that enables administration
of the Printgroove POD system. For details, please refer to the us-
er’s guide of ::Admin for Printgroove.

Printgroove POD Guide 1-5
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1.3

Printgroove POD Guide Overview

Printgroove POD Guide is an application installed on the Printgroove POD
Server. Printgroove POD Guide is used by the internal (CRD/printshop) em-
ployee via an intranet connection.

Printgroove POD Guide provides Workflow functions that enable a compre-
hensive oversight of a job’s progress. In addition, Printgroove POD Guide al-
lows you to place an order, upload files, edit job tickets and review proofs. It
also handles customer account management and business operations such
as cost estimates and billing.

With Printgroove POD Guide running your print floor, work flow is stream-
lined.

N

Note

Customers of a printshop are typically other companies. Customers of a
CRD are typically other departments with the same company, such as
Human Resources, Marketing, Engineering, etc.

An Internal employee can use Printgroove POD Serve on their intranet to
place an order. While Printgroove POD Guide has the same functions as
Printgroove POD Serve, POD Guide has more administrative functions.
For this reason, it is recommended that internal employees use Print-
groove POD Guide.

Printgroove POD Guide is the core of the Printgroove POD suite because it
allows an internal employee to do the following:

Place orders, upload files, review proofs on the web
Check order status

Workflow management

Job Ticket/order tracking

Operating status reporting

Monitor to uncover bottlenecks

Schedule management

Customer management

Order management and archiving

Invoice creation

Generate Quotes for off-line customers

Printgroove POD Guide 1-6
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Printgroove POD Serve Client

Printgroove POD Server

an001BjuLd 0} UIWPY::

Printgroove
= POD Ready

Printgroove POD Queue Client

Because Printgroove POD Guide communicates with Printgroove POD
Serve, the external customer can submit/customize jobs, perform proof
checks and track the status of orders, all over the Internet.

An internal employee can send e-mail notifications to the external customer

via Printgroove POD Guide.

Printgroove POD Guide can communicate with Printgroove POD Queue,
which allows an internal user to process incoming jobs and track output
printers.

to

If you install the Printgroove POD Driver on your PC, Printgroove POD Guide
can use that Driver to convert a customer-submitted file to PDF. The latest
Printgroove POD Driver can be downloaded via your Printgroove POD Serve

Home page.

N...

Note
Printgroove POD Driver installation procedures are discussed in the
‘Printgroove POD Driver User’s Guide”.

Printgroove POD Guide
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1.4

1.5

System Specifications

Printgroove POD Server

Operating System Hardware (minimum specifications)

Ubuntu v8.04 (Hardy Heron) Processor: Pentium 4, 2.8 GHz
Memory: 512 MB

HDD Capacity: 20GB free space
NIC: 10/100/1000 Mbps

Other Media: DVD-ROM Drive

RAID Support

RAIDS

System Requirements

Client Computer

Web Browser for Windows

Internet Explorer 7.0 or 8.0

Firefox 2.0 or 3.0

...

Note

When logging in as a user with appadmin-level permissions, that user
must use Firefox as their browser since Internet Explorer will not support
appadmin-level functionality.

Web Browser for Mac

Firefox 2.0 or 3.0

N...

Note

If you open Printgroove POD Guide in a different browser than those not-
ed above, a pop-up message will open and request that you use a sup-
ported browser. Click the [OK] button if you wish to try running POD
Guide on the non-supported browser. If you select the “Stop executing
scripts on this page” checkbox on the pop-up message, JavaScript is
disabled and Printgroove POD Guide will not run. The pop-up will appear
prior to log in and any time you Refresh the browser.

Printgroove POD Guide 1-8
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Plugins

Flash Player 9 or later

Optional Plugins and Applications

Adobe Reader 8 or later

AntiVirus Software

Several application are supported by Ubuntu but ClamAV Antivirus is recom-
mended. Please see: “https://help.ubuntu.com/community/ClamAV”.

1.6 Licensing Overview

Support for Printgroove POD Guide features is based on your license agree-
ment. To upgrade, additional licensing is required. Please see your Konica
Minolta Sales Representative for details.

Standard and upgrade levels of each feature are noted below:

Printgroove POD Guide Licensing

Standard Includes the following as standard:
- 5 internal reprographics department user licenses

(2 users defined as default users - psc and appadmin)
- 1 Standard/Advanced Workflow

Additional Internal 10 Users

Internal 20 Users

Internal 50 Users

Standard/Advanced Workflow 5 packs
Standard/Advanced Workflow 10 packs
Standard/Advanced Workflow 25 packs
Standard/Advanced Workflow 50 packs
Standard/Advanced Workflow 100 packs

The following tables note the menus that display if you have a Standard Li-
cense for Printgroove POD Serve and Printgroove POD Guide.

Menus Printgroove POD Serve | Printgroove POD
Standard License Guide Standard Li-
cense
Main Home o o
Inbox o] o
Tracker o] o]
Reports Qo @]
Statistics o] o
Send Alert Qo o

Printgroove POD Guide 1-9



Introduction

Menus Printgroove POD Serve | Printgroove POD
Standard License Guide Standard Li-
cense
Jobs New - o
Browse o o
Archive - o]
Quotes - o
Users Users o] o
Group o o
Configu- PDF Profile| Upload o] o
ration Shipping Methods o o
Labels o] o]
Payment Methods o o
Invoice Tem- o o
plate
Services Printing o o
Internal - o
Catalog Q @]
Job Ticket | JT Numbering Qo o
JT Builder o] o
Price List o o
Inventory Management o o
Workflow Builder - o
Nodes - o
Site Contacts o -
Pages o -
Advertising Q -
Logo o -
Agreement o -
Q: Available
-: Unavailable

Using the menus and the functions given below requires the PFP Package
license of the Printgroove POD Serve.

e [Configuration] - [Shipping] - [Methods]: Tracking Link and Tracking

Number for Shipping Options

[Configuration] - [Payment] - [Methods]: PayPal option
[Configuration] - [Payment] - [PayPal Support]

Job Ticket Details screen: [Shipping Details] menu
Inbox/Tracker/Browser screen: [Shipping Tracking] icon

Printgroove POD Gu
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1.7  Where to Go from Here
To help you quickly locate the information you require, an overview of each
chapter follows:
Chapter 2: Basic Information

This chapter provides basic Information about Printgroove POD Guide. This
includes information about default Users/Groups/Roles, default Workflow/
Node, the primary screens of Printgroove POD Guide, and instructions for
the Login/Logoff procedures. This chapter is useful for all users and will help
you understand the basic terms and functionality of Printgroove POD Guide.
Chapter 3: Place and View an Order

This chapter describes how to place an order using Printgroove POD Guide
and how to view the order once it has been placed. Printgroove POD Guide
can generate a customer quote even if the customer does not use the Print-
groove POD Suite. The procedure is also described in this chapter.

Chapter 4: [Details] Screen Operations

[Details] screen is important screen to process order, Complete procedures
for processing order on [Details] screen are explained in this chapter.

Chapter 5: System Management

Printgroove POD Queue has several system management functions. This
chapter explains how to use these functions.

Chapter 6: User Administration

This chapter describes Group management, Role management and User
management, functions used only by the Application Administrator.

Chapter 7: Workflow Administration

This chapter describes Node management and Workflow management,
functions used only by the Application Administrator.

Chapter 8: Job Ticket Administration

This chapter describes Job Ticket Numbering management and Job Ticket
Format management, functions used only by the Application Administrator.
Chapter 9: Other Administrative Settings

This chapter describes several settings of options and templates, functions
used only by the Application Administrator.

Printgroove POD Guide 1-11
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Chapter 10: WebSite Settings for Printgroove POD Serve

You may customize the text and graphics that appear on the web pages of
Printgroove POD Serve. This chapter explains how to use Printgroove POD
Guide to make these modifications.

Chapter 11: Appendix

A Glossary of Terms is provided in this chapter. This chapter is useful for all
users.

Printgroove POD Guide 1-12
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Basic Information

Once the Printgroove POD server is live, the application can be launched and
configured for general use.

Before using the Printgroove POD Guide, the Application Administrator
should complete the following tasks.

Price List

Job Ticket settings for Group

Role settings

Group settings

User settings

Workflow settings

To make it easier to start using the Printgroove POD Guide, defaults for those
settings are already set.

To estimate costs and generate invoices with the Printgroove POD Guide,
the following settings should be set by the Application Administrator.

e Printing Service

e Internal Service

e Invoice Template

If you are an Application Administrator, see Chapters 6 through 9 for instruc-
tions for making all administrative settings.

For all users, the following browser-limitations should be noted:

e The [Refresh/Reload], [Back] and [Forward] buttons of the browser used
to view Printgroove POD Guide should not be used.

e The Function Key shortcuts (F3, F5, etc.) of the browser used to view
Printgroove POD Guide should not be used.

For all users, the following File Name character behavior should be noted:

e When uploading a file to a Printgroove POD Guide order, the following
characters will be modified: [+], [=], [%] and [] (blank space). Printgroove
POD Guide will replace these characters with an underscore ( _).

e For example Chpt_Ind File.pdfwould be changed to
Chpt_Ind_File.pdf.

This chapter describes the Predefined Default settings and terms like “User”,
“Group”, “Price List”, “Role” and “Workflow” used in the Printgroove POD
Guide.

The descriptions of settings and terms are followed by an overview of the pri-
mary application screens as well as Login and Logout information.

Printgroove POD Guide 2-1
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2.1 Users, Group and Roles
To use Printgroove POD Guide, user accounts are necessary.

The Application Administrator defines two types of users:
e Internal (the Printshop) who use Printgroove POD Guide
e External (the customer) who use Printgroove POD Serve

To make it easier to start using the Printgroove POD Guide, defaults have
been predefined for both.

All users belong to a Group. A Group is a collection of users that use the
same Job Ticket, the same Job Ticket Number Format, and the same Price
List.

Internal users belong to the default Printshop group, named “Printshop
Group.” External users belong to a customer Group based on company or
department name, as defined by the Application Administrator.

Printgroove POD Guide Printgroove POD Serve

Internal User External User
e N
Internal Group “PrintShop Group” External Group “HR” External Group created
(default) (default)

Same Job Ticket Format Same Job Ticket Format Same Job Ticket Format
Same JT Number Format Same JT Number Format Same JT Number Format
Same Price List Same Price List Same Price List

User User User User User User User User User
A B (o} D E F H | J

The Application Administrator defines Roles.

e All users have permissions to perform certain actions.

All users can be assigned multiple permissions.

External user permissions are defined separately for each user.
Internal user permissions are grouped as Roles.

Internal users can have multiple Roles, meaning more than one set of per-
missions.
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Role “A” Role “B”
Permission A ON Permission A OFF
Permission B ON Permission B OFF
Permission C  ON Permission C OFF
PermissionD  ON Permission D ON
Permission E ON Permission E ON
Permission F ON Permission F ON
Permission G ON Permission G ON
Permission H OFF Permission H ON
Permission|  OFF Permission|  ON

User User User
A B C
User A has Role “A” User B has User C has Role “B”
Role “A” and “B”

2.1.1 Predefined Users

To use the Printgroove POD Guide, user accounts are necessary. Default
user accounts have been defined as follows:

User Password Description
appadmin password Application Administrator
psc password Printshop Coordinator

The Application Administrator can use the default account “appadmin” to
start to use the Printgroove POD Guide.

The “appadmin” user can approve or create both external customer users as
well as internal employee users.

If you are an Application Administrator and use “appadmin”, instead of cre-
ating a new account for the internal user, you may allow the default account
“psc” to use Printgroove POD Guide.

If the default accounts are not suitable to your company, it is necessary to
edit the default accounts or create new accounts as described in “User Ad-
ministration” on page 6-1.
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N

Note
see “Roles and Permissions for Default Users” on page 2-6.

Predefined Groups

A Group is a collection of users that use the same Job Ticket, the same Job
Ticket Number Format, and the same Price List.

All internal users belong to the group named, “Printshop Group.”

The “Printshop Group” can be edited by the Application Administrator or oth-
ers with the appropriate Role. This group cannot be deleted nor can another
group for internal users be created.

The predefined group for external users is “HR”. The Application Administra-
tor or others with the appropriate Role can create, edit, and delete groups for
external users.

Group Description

Printshop Group | The group to which all internal users belong. This group can be edited but
another group for internal users cannot be created. This group cannot be
deleted.

HR The predefined group for external users. This group can be edited but not
deleted. Other groups for external users can be created, edited and deleted.

...

Note
See “Group Settings” on page 6-11

Job Ticket Format, Job Ticket Number Format and Price
Lists for Default Groups

Job Ticket Format is the form that users fill out to place an order. There are
two basic types of Job Ticket Formats: Standard Order and Quick Order. The
Standard Order contains all the available job ticket settings. Quick Orders
provide the user with real time price quotes for a job but the job tickets have
limited settings.

Job Ticket Number format is the combinations of letters, sequence numbers
or date the order was placed, all these values used to identify the Job Ticket.

A Price List contains all the costing values for all supported job ticket settings
as well as all Delivery, Internal Service and Special Pricing costs. The Appli-
cation Administrator assigns the values to a Price List. A single price list is
assigned to a group. Every job processed by that group will be costed based
on the values set in the Price List.
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The Application Administrator may designate different Job Ticket Formats,
Job Ticket Number format options and Price Lists to different groups based

on their needs.

Predefined settings of Job Ticket Format and Job Ticket Number format are

as follows:

Setting

Predefined settings

Job Ticket Format

“Default Order-All fields”
This format enables a user to fill out all available Printgroove
POD Guide settings. This supports a Standard Order.

“Default Order-Short Form”

This format enables a user to fill out all available Printgroove
POD Guide settings except the [Options] section which has
limited accessibility. In the [Options] section, the user can
only modify the [Copies], [Layout], [Paper], and [Sides] fields.
This supports a Standard Order.

“Default Order-Quick Order”
This format enables a user to fill out limited fields but then
get a real-time price quote for the print job.

Job Ticket Number format

“KM_%system-counter%”

The default settings of Job Ticket Format, Job Ticket Number format and Job
Ticket Number format to the default groups are as follows:

Setting

Default setting

Job Ticket Format

“Default Order-All”

Job Ticket Number format

“KM_%system-counter%”

The Application Administrator can edit these default settings.

N...

Note

— The Application Administrator can use “Job Ticket Builder” to cre-
ate or change the Job Ticket Format to specify the requirements of
print jobs. See “Job Ticket Format Settings” on page 8-9.

— The Application Administrator can create or change the Job Ticket
Number Format. See “Job Ticket Number Settings” on page 8-2.

— The Application Administrator must create at least one Price List
before jobs can be created. See “Create a Price List” on page 6-2.

Printgroove POD Guide
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2.1.4 Roles and Permissions for Default Users

Roles and Permissions of the default users are as follows:

Category | Permissions | Role “app_admin” Role “Printshop_coordinator”
Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-

vat vat
e e
Main Inbox - - - OFF| - - - - ON | -
View Tracker | - - - ON | - - - - ON | -
Queue - - - OFF| - - - - ON | -
Alert - ON | - - - - ON | - - -
Reports - - - ON | - - - - ON | -
Statistics - - - ON | - - - - ON | -
Jobs Jobs OFF| OFF| OFF| ON | - ON | ON | ON | ON | -
Job Restore - OFF| - - - - ON | - - -
All Jobs - OFF| - ON | - - ON | - ON | -
Generate In- | - - - ON | - - - - ON | -
voice
Ticket Print- OFF| - - - - ON | - - - -
ing
Costing - OFF| - - - - ON | - - -
Notes OFF| - - - - ON | - - - -
Files OFF | - OFF | - - ON | - ON | - -
Proof Genera-| OFF| - - - - ON | - - - -
tion
Add ToTrack-| ON | - - - - ON | - - - -
er
PDF Conver- | OFF| - - - - ON | - - - -
sion
Internal Serv- | OFF | - - OFF| - ON | - - ON | -
ices
Quote OFF | - OFF| OFF| OFF| ON | - ON | ON | ON
Archive OFF| - - OFF| - ON | - - ON | -
Subscribe To | ON | - - - - ON | - - - -
Job
Status - OFF| - - - - ON | - - -
Change
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Category | Permissions

Role “app_admin”

Role “Printshop_coordinator”

Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-
vat vat
e e
User Ad- | Customer ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
min Group
CustomerUs-| ON | ON | ON | ON | ON | OFF| OFF| OFF| ON | OFF
ers
Printshop - ON | - ON | - - OFF| - OFF| -
Groups
Printshop ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
Roles
PrintshopUs-| ON | ON | ON | ON | ON | OFF| OFF| OFF| ON | OFF
ers

Printgroove POD Guide
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Category | Permissions

Role “app_admin”

Role “Printshop_coordinator”

Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-
vat vat
e e
Configu- | Admin Appli- | - OFF| - - - - OFF| - - -
ration cation

Shipping ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
Methods
Shipping La- | - ON | - - - - ON | - - -
bels
Payment - - - - ON | - - - - OFF
Methods
Invoice Tem- | - ON | - - - - OFF| - - -
plates
Printing Serv- | ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
ices
Internal Serv- | ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
ices
Catalog Serv-| ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
ices
Price List ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
Contact De- - ON | - - - - OFF| - - -
tails
Site Pages - ON | - - - - OFF | - - -
Advertise- - ON | - - - - OFF| - - -
ment
Logo - ON | - - - - OFF| - - -
Ticket ON | ON | ON | ON - OFF| OFF| OFF| OFF| -
Number For-
mats
Ticket Builder | ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
WorkflowBa-| ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
sic
Workflow Ad-| ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
vanced
Workflow ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
Nodes
Inventory OFF | OFF| OFF| OFF| - ON | ON | ON | ON | -
Management
PayPalSup- | ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
port
Site Agree- - ON | - - - - OFF| - - -
ment
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2.2 Workflow

Printgroove POD Guide contains a workflow function which allows you to de-
fine the way a job is routed through the Printshop Group.

The various locations where work is performed on print jobs are called
nodes. A Node represents an internal Printshop Team, an individual, or even
an automated process. Printshop Users within Nodes are called Members.

An example of a basic workflow is as follows:

Printgroove POD Serve

Place an Order Uy
Accept User  User = = = = Node 1
B C
Members
Printing User  User = = = = Node 2
D Cc
Members
Sipping User  User — — — - Node 3
Members
‘ Close ‘ —————————— Node 4
Print Shop

A complete definition of a Workflow consists of Nodes, Members assigned
to each Node, valid paths or Transitions a Job may take and Node Triggers.
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There are three types of nodes:
e Group Node

e Pool Node

e Queue Node

The Group Node is made up of Printshop Users, usually performing similar
tasks.

The Pool Node is a place to send jobs that need to go to a specific node only
when users in that node are ready to perform the job. Jobs do not move from
a pool node - they are grabbed by users in the next node in a workflow by
use of the [Grab] menu of [Job Ticket Menu]. For details about the [Grab]
menu, see “Grab an Order” on page 4-59.

The Queue Node is included in the workflow to send the job to Printgroove
POD Queue for printing. When POD Queue has finished with the document,
the document will come back to the next node defined in the workflow.

Group Node Pool Node Group Node Printgroove POD Queue Node Group Node

User User User |User User User User |Used ! User User User [User
A 8 c @ A B c @ A 8 c @

Process Reposit Process Queue Processing Process

Done Done Done
o——©0 > > @ )

Grab

User User Usor User
e F G H

Process Done

There are two types of Workflow paths:
e Standard: Jobs are kept to a predetermined workflow path.
e Advanced: Jobs are allowed to move to other nodes without restriction.

Standard Workflow : Node A == Node B ==) Node C ==) Node D =) Node E

7\ )

Advanced Workflow : Node F === Node G :::» Node H :::» Node | ==3$ NodeJ

N
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2.21

Node Triggers are preplanned events that occur when a job has been sitting
at a node for a specified period of time without a change in status.

You can use the Printgroove POD Guide without using the Workflow func-
tion, but this function enables you to automate all stages from job submis-
sion to fulfilment.

Predefined Workflows and Nodes
Two nodes are predefined. No workflow is predefined.

Default node names are “Printshop Node” and “Closed”. The “Printshop
Node” is used to open the workflow and “Closed” is to close the workflow.
These nodes cannot be deleted.

The “Printshop Node” can be edited except for the node name and node
type. “Closed” nodes cannot be edited.

You can create workflows and nodes according to the procedures described
in “Workflow Administration” on page 7-1.

N...

Note
7o create a workflow, create nodes to add to the default workflow.
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2.3 Screens

You can process orders or view orders via specific Printgroove POD Guide
screens.

This section provides an outline of the screens and helps you to understand
the functions of Printgroove POD Guide.

...

Note
For details about each screen, see Chapter 3 forward.

2.3.1 [Login] screen

When you launch Printgroove POD Guide, the [Login] screen opens.
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2.3.2

Home Page

When you login to Printgroove POD Guide, your Home page opens. The
quick link button icons ([New Job], [New Quote], and [Statistics]) above the
menu on your Home page, allow you to access various functions, depending
on your Role.

Welcome to Printgroove!

Inbox. wwus

Vwdobs

All screens display menus to the left of the screen and quick link buttons
above the menu. From these menus and buttons, you can access various
functions of the Printgroove POD Guide.

A [Recent Notes/Files] list and two calendars appear to the right of the
screen. Click a date on the calendar to see all jobs submitted that day.

Administrators can access the Printgroove POD Queue Web client by click-
ing “View Jobs” or “View Printers” below the calendars.

You can access the [Help] page via the quick link at the top-right.

...

Note
For details about the Printgroove POD Queue Web client, see the ::Admin
for Printgroove User’s Guide.
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2.3.3 [Inbox] Screen

When you click [Main] - [Inbox] on your Home page, the [Inbox] screen
opens. This screen lists your active jobs.

et Welcome  prinshop Coordinator

Welcome to Printgroove!

T s
Inbox o 1@ Recent Notes/Fies
G0 © Lgurams oues
s sa " i o s
gk o s oois
[Fpiespntel
= o amee s VA et
I = . [ ] Calendar < m»
faee — = o s
e S— L L smrwres
™\ [c) R
iy — ) 789 nunn
G wstev s
i oe Dueme  Tikets cbiame Cotomer Acepsd Swws  Payment nnm s
ik e s e R R e wa
3 Configuration L e R P e
i ccmeom 0o s eus v Senan Sux Avatig ey surwres
R townd APy

2.3.4 [Tracker] Screen

When you click [Main] - [Tracker] on your Home page, the [Tracker] screen
opens. This screen lists jobs you are tracking.

o WelcoOme priatshop Coordinator

Welcome to Printgroove!

Tracker Recent NotesFles
W 6/17/2009 2K
the job, tcket rumber. “‘/W’“‘”:zﬁl
671272008 ek s
i o e s, S gianen
e = o = Ciendor 48>
I ® [ ] [ ] [ -] June - 2009
o = - - = =)
- ! T ] — SEvES
§30bs A [ e sounn
7 — ) w168
Busers ome Duepe ke oblame  Comomer Owmer  Smws  Paymen i
o e e e e

CURNBSMAM  GBENMIMAM KM BN el el Eseweser  Awsiog Peymert
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2.3.5 [Browser] Screen

When you click [Jobs] - [Browse] on your Home page, the [Browser] screen
opens. This screen lists all jobs.

;&% Welcome printsthop Coordinator

S

0 0 6 Welcome to Printgroove!

Browser Recent NotesrFes
Bvain 6172009 o005
i gr22009 03
The ler Tovew the Fi
£ Jobs detaof he b, e Tosotthe tease e e
ot e v cae S
om0 = ourer Tk Tempie Calendar < 8>
I [ ] L ~ Juna - 2009
puebes O = surwres
vam E‘WW | E— I L
[ — = 75 5 nunn
—~—] Gmjenuinn
Birpor Begon Hsrtive Broeoe Foses 5
R Configuration G pueome Tk 2P Cusomer  Owner Suus  paymem  Twe 2uly 2009
smiwres
@O o e e TR e N sse B 1234
wsaws e I — s nBusEyE
ossew saman s Azt x  sewd RO s0uzns
sz Atrs & e
gm0 e v v putsee M s —
2008 en nne avans - groove Quese
gl TR % e B0 et
Brtas
ooy e e o B0
smaw s G o

2.3.6 [Archive] Screen

When you click [Jobs] - [Archive] on your Home page, the [Archive] screen
opens. This screen lists all archived jobs.

= éior Welcome prinstop Coordinator

Welcome to Printgroove!
Archive Recent X

Bavain L g7209 0.5
- G gan
Job job, ticket number. the u‘lm
= Pl nte.fiters are cas s, bt
o 3 B Calendar < W »>
= E=) Jone-2009
w—‘ ~ o SMTWTFS
— =) 123456
[ J \ 70 s wunn
~— ) wisie 0D
&users Binpore Begor Duswsive 0
3 Configuration = Tt d L Cos C u
prosse ot e et Arived 5] swiwrrs
1234
€783

wuBBNN

Printgroove Queue.
Ve seis

Ve briters
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2.3.7 [New] Screen

When you click [Jobs] - [New] on your Home page, the [Select a Job Ticket
Template] screen opens.

Select a Job Ticket Template

Quick Order
Automatic price quotes are provided for these templates but availsble settings are limited, only 1 PDF file may be attached and native files are
et supported.

Quick Grder
undefined

Standard Order
Automatic price quotes 32 not provided for thesa templates but 2l semings are avaizble,

Default Order Defauk Order
-AllFigds - Short Form

undefined undefined

Select either a Quick Order or a Standard Order by clicking on an icon. The
[New] screen opens. You can place an order on this screen. The contents of

this screen will vary based upon the type of Job Ticket Template you select-
ed.

Printgroove Queue.
Ve scbs
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2.3.8 [Quote] Screen

When you click [Jobs] - [Quote] on your Home page, the [Quote] screen
opens. You can generate a quote for a customer who does not use Print-

groove POD Suite on this screen.

Fie £t vew

Hetory Bookmarks  Took el

Welcome to Printgroove!
Quotes

of quoted e
headna,
quus ose
= [EZ)
e o B
| I— )
2 New Quee
Quote Customer Email Date Quote (8)
[y— bl
9207 KOHICA MINOLTA EUSIESS TECHNDL OGRS INT AL Rihs B, Ll o

Recent Notes/Files
Hzjizfo0 o7
L 7fi2foo0 e
L 7fiafoo s

15161718 19 221
nnumnaH
EEE

August - 2007
sMTwTES

123
s6789mn
®

=

Printgroove Queue
Vi o

55 Printgrooe

2.3.9 [Details] Screen

When you select a Job Ticket from the [Inbox] screen, [Browser] screen, or

other screen, the [Details] screen opens. The [Details] screen displays the de-
tails of the Job Ticket. You can process the Job Ticket from this screen. The
contents of this screen will vary based upon the type of Job Ticket Template

you selected.

Welcome  printshop Coordinator

Welcome to Printgroove!
Details
——

T

20b Stz broct: @

Defaut Order - Al Flds Ticket: KM_7

Estmate:

Printgroove Queue.
B

Vi rosers
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2.3.10 Application Administrator Screens

Some users will be given more permissions than others. These permissions
are given by the Application Administrator--to managers, for example--so

they can administrate all orders and this application.

For information about using these screens, see Chapter 6 forward.

[Py

Tracker

[ —

Printgroove POD Guide

emai

Welcome to Printgroove!
Account Requests .
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2.4 Login and Accept License

When you first login, you must accept the License Agreement.

To login and accept the license agreement:

1 Start your web browser, enter the IP address of the Printgroove server/
sg/, and press [Enter]. For example, if the IP address for the Print-
groove server is 192.168.1.20, enter “http://192.168.1.20/sg/”.

2 Enter your username and password in the corresponding fields located
at the bottom-right of the [Login] screen.

3 Click [Login]. The License Agreement opens.

ve POD GUIDE

End User Software License Agreement

CAREFULLY READ THE FOLLOWING TERMS AND CONDITIONS. BY INSTALLING AND USING MINOLTA e
(“Licensor’) YOU ARE THESE IF YOU DO NOT AGREE TO THESE TERMS AND
CONDITIONS, YOU MUST NOT USE THE KONICA MINOLTA BUSINE: , INC SOFTWARE.

1. SOFTWARE.

o
licensed to Licensor inciuded therein Gointl,

2. LICENSE.

,
celated praduct dorumentation (the “Dacumentation®) in acco

Accept License Agreement

(1 Decine J(Taccei)
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4  Read through the License Agreement and click [l accept]. The Home
page will appear.

= évior Welcome prishop Coordinator

Welcome to Printgroove!
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— The look of the Home page will vary slightly depending on the user-
level of the person logged-in.

2.5 Logoff

When you want to logoff from Printgroove POD Guide, click [Logoff] at the
top-right of your Home page.

Welcome prinistop Coordinator

% e
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Welcome to Printgroove!
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N...

Note
If your session remains inactive beyond the time limit defined by your Ap-

plication Administrator, you are automatically logged off.
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EEE
3 Place and View an Order

Orders placed by the customer via Printgroove POD Serve are received and
processed by internal users on Printgroove POD Guide. Additionally, orders
can also originate from the Printgroove POD Guide.

This chapter describes how an internal; user with the appropriate Role can
place an order with Printgroove POD Guide. Instructions for viewing the or-
der are also provided.

Printgroove POD Guide can also provide a price to customers who do not
use the Printgroove POD Suite. That quote process is also described in this
chapter.

N...

Note
If you have questions about your user RHole, please see your Application
Administrator.
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3.1

Placing an Order

If you have the appropriate Role, you can place an order on Printgroove POD
Guide by selecting [Jobs] - [New] from the menu. There are two types of or-
ders that may be placed: Quick Order and Standard Order.

When creating a Print order, the Job Ticket must be filled in. The Job Ticket
contains six sections: [Job], [Files], [Options], [Catalog], [Shipping] and [Bill-
ing].

The format of a Job Ticket can be edited by an appadmin user. In this sec-
tion, however, the default Job Ticket format “Default Order-All fields” is used
when describing the order-placing procedure. This is the default template for
Standard-type orders. When there are differences between creating a new

Standard Order and a new Quick Order, they are noted in the discussion.

The “Default-Order -All fields” available setting options are as follows:

Section Category Items Description
Job Customer Info | First Name enter in text box
Last Name enter in text box
Email enter in text box
Standard Job Name enter in text box
Due Date select from calendar
Estimate mark check box
Priority Priority select a radio button
Proof Proof select a radio button
Files Submission File Upload select file(s) on dialog box
Delete Files mark check box
Delivery mark check box
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Section Category Items Description
Options Copies Copies enter in text box

Color Print Color select a radio button
Color Quality - mark check box
High Chroma

Media Media Type select a radio button
Media Type De- | select from drop down menu
tails
Grade select from drop down menu
Coating select from drop down menu

Layout Orientation select from drop down menu
Size Policy select from drop down menu
Combination select from drop down menu

Paper Size select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Use Perforated select from drop down menu
Paper
Paper Name enter in text box

Sides Sides select from drop down menu

Collation Collation mark check box

Punching Punching Edge select from drop down menu
Punching select from drop down menu
Number

Folding Folding select from drop down menu

Front Cover Page select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Grade select from drop down menu
Coating select from drop down menu

Back Cover Page select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Grade select from drop down menu
Coating select from drop down menu

Binding Type select from drop down menu
Location select from drop down menu
Binding Color select from drop down menu

Printgroove POD Guide

3-3



Place and View an Order

Section Category Items Description
Options Offset Offset select from drop down menu
Trim Trim select from drop down menu
Catalog Paper Letter White 20Ib | enter in text box
Legal White 20Ib | enter in text box
Pencils Pencils enter in text box
Shipping Address Book drag and drop the selected shipping ad-
dress
Ship to select option of the selected shipping ad-
dress
Billing Billing Method select a billing method

The “Default-Order -Quick Order” available setting options are as follows:

Section Category Items Description
Job Customer Info | First Name enter in text box
Last Name enter in text box
Email enter in text box
Standard Job Name enter in text box
Due Date select from calendar
Priority Priority select a radio button
Proof Proof select a radio button
Files Submission File Upload select file(s) on dialog box
Delete Files mark check box
Delivery mark check box

Printgroove POD Guide
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Section Category Items Description
Options Copies Copies enter in text box

Color Print Color select a radio button (Mixed is not available)
Color Quality - mark check box
High Chroma

Media Media Type De- | select from drop down menu
tails
Grade select from drop down menu
Coating select from drop down menu

Layout Orientation select from drop down menu
Size Policy select from drop down menu
Combination select from drop down menu

Paper Size select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Use Perforated select from drop down menu
Paper
Paper Name enter in text box

Sides Sides select from drop down menu

Collation Collation mark check box

Punching Punching Edge select from drop down menu
Punching select from drop down menu
Number

Folding Folding select from drop down menu

Front Cover Page select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Grade select from drop down menu
Coating select from drop down menu

Back Cover Page select from drop down menu
Weight select from drop down menu
Color select from drop down menu
Grade select from drop down menu
Coating select from drop down menu

Binding Type select from drop down menu
Location select from drop down menu
Binding Color select from drop down menu

Offset Offset select from drop down menu

Trim Trim select from drop down menu

Printgroove POD Guide
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Section Category Items Description
Catalog Paper Letter White 20lb | enter in text box
Legal White 20Ib | enter in text box
Pencils Pencils enter in text box
Shipping Address Book drag and drop the selected shipping ad-
dress
Ship to select option of the selected shipping ad-
dress
Billing Billing Method select a billing method
N
Note

By default, users who sign in using the “psc” login have permission to
create jobs.

To place an order:

1 Launch a Browser and open Printgroove POD Guide.

2 Login to the Home Page.

Inbox

Tracker
=

G200 535 40
62009534 -

Welcome printshop Coordinator

Welcome to Printgroove!

Printgroove POD Guide
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3

3 Click [Jobs] - [New]. The [Select a Job Ticket Template] screen opens:

Select a Job Ticket Template

‘Quick Order

Automatic price quotes are provided for these templtes but avalable sertings are limited, only 1 PDF file may be attached and native fiks are
not supported,

Quick Order
undefined

Standard Order

Automatic price quotes are not provided for these templates but all settings are available,

Lo |

Default Order Defauk Order
-AllFlds - Short Form

undefined undefined

Select either a Quick Order or a Standard Order by clicking on an icon.
The [New] screen opens. The contents of this screen will vary based

upon the type of Job Ticket Template you selected.

Welcome printshop Coordinator

Welcome to Printgroove!

The settings for a new job may be entered on this page.

NOTE: Throughout this process, all mandatory text fields are noted

on the GUI with a red asterisk. These fields must have values in or-

der to complete the Job Ticket.

Printgroove POD Guide
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6

If the ticket type is Quick Order, an Estimated Cost of the job will dis-
play in the far left menu, near the bottom of the screen. This is a real-
time quote and will continue to update as the job ticket is filled out. This
feature is not supported for Standard-type orders.

The first section of the Job Ticket is [Job]. In this section, you can spec-
ify the order name, the date you would like the order completed, and
indicate whether or not a proof is required before the job is printed. The
setting categories of the [Job] section are [Customer Info], [Standard],
[Priority] and [Proof]. Information about each setting category follows:

— Click the triangle icon at the left of the category name to expand the
category and display the settings.

— [Customer Info]

— First Name: Enter the customer’s first name
— Last Name: Enter the customer’s last name
— Email: Enter the customer’s Email address

- [Standard]

— Job Name: Enter a name for the job being created.

— Due Date: To the right of the field is a Calendar icon that opens the
current month’s calendar. Click on a day of the month to select that
day. To return to the current date, click [Today] (near the top of the
calendar). To change months/years, use the arrows on either side
of the link.

— Estimate: Indicate whether or not an Estimate is required. This op-
tion is not available for Quick Orders.

— [Priority]

— Indicate whether the order is Normal or Rush.

— [Proof]

— Indicate whether or not a Proof is required. The Soft Proof option is
not available for Quick Orders.
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3

7 The next section of the Job Ticket is [Files]. Click the blue heading bar
to open it. The [Files] section expands.

9 printgroove POD GUIDE - Mozilla Firefox
Fle Edt Yew Hgtory Gookmarks ook telp

e
Bmain

§20bs

Welcome to Printgroove!

2Files

V subisien
File Upload

M e s 004,

30ptions

4 Catalog

9207 KOHICA MINOLTA EUSIESS TECHNDL OGRS INT AL Rihs B,

15161716 19 221
nnumnaB
2303

S6789mn
2B ET B
sau2BUS

Erintgroove Queue

£ Pingioo

— NOTE: While it is not necessary to close one section before opening
another, leaving multiple sections open may increase the amount of
scrolling required to view relevant information.

8  standard Order Section. See 9 below for information about this section
for Quick Orders. The [Files] section of the job ticket allows you to lo-
cate then submit the files for the print job via the web. The selected files
are copied from your local computer and transferred to Printgroove
POD Guide. The Delivery method for the original job documents is also
specified in this section.

- [Submit Files]
— To submit files, click the [Upload] button. The [Warning - Security]

popup opens:

Warning - Security

The web site's certificate cannot be verified. Do you

want to continue?

Name: 10.11.32.154

Publisher: ubuntuE.EDDTRG

[ iz Frist conbent From Fhis publishir.

w e e sex e etV e[ el R S e

Yes

More Information...

X

o
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— If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Yes] but-
ton. A second [Warning - Security] pop-up opens:

Warning - Security El

The application's digital signature cannot be verified.
Do you want to run the application?

Name:  jupload
Publisher: employee

From: hittps://10.11.32.154

[] Always trusk content From this publisher

Run Cancel

W ] 7] The digital signature cannet be vrified by a trusted source. Only

1 Mar Information..
\.2/  runif you trust the arigin of the spplication. R

— If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Run] but-
ton. The [Upload Files] screen opens:

Name | size | Directory | Modified |Readal

[ Ii [ D
[ 0% |
[ o |

lUpload applet V4.0.0 [SVN-Rev: ${svn.revision.max}]

— Click the [Browse] button, navigate to the file(s) you want to upload,
select them then click the [Open] button. The files appear in the
[Upload Files] screen main panel. You may upload up to ten files.
The maximum file size is 2 GB. If multiple files are added and all are
larger files, performance may be significantly reduced. A combine
file size of 5 GB or less is recommended for optimal performance.

— Once the files are selected, click the [Upload] button. A progress
bar will track the upload process (in the case of larger files, it may
take a little longer for the progress bar to appear). If you click the
[Stop] button, the upload is stopped and you return to the previous
step above.

— When the files are uploaded, the progress bar will inform you that
the task is complete. Click the [Back] button to close the [Upload
Files] pop-up.

— The uploaded files will appear on the Printgroove POD Guide
screen.
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— [Delete Files]
— Select the [Delete Files After Use] checkbox if you want the upload-
ed files deleted after the print order is complete.

— [Delivery]

— If the Delivery section is required (if it has a red asterisk), you must
select how you will deliver the job originals. The choices are: CD/
DVD, Email, Instant Messaging, Upload, Postal, Hardcopy and Oth-
er.

9 Quick Order Section. If the job ticket type was Quick Order, the [Files]
section will be identical to the Standard Order section. The only differ-
ence is that you are limited to uploading a single PDF file. (You may
also remove and replace the PDF file.)

— The Upload Files process noted in step 8 is identical for Standard
Orders.

10 The next section of the Job Ticket is [Options]. Click the blue heading
bar. The [Options] section expands.

3 Printgroove POD GUIDE - Wozilla Firefox

e Welcome prishop Coordinator

2Files.

4 Catalog

5 Shipping

68iling

(Reset) (PlaceOde) ¥

92007 KONICADROLTA BUSTNESS TECFRIOL OGS B, Al gt Bsarvd,

11 The [Options] section allows you to specify many of the material values
of the job ticket as well as finishing and layout settings. Except for the
Copies fields, these values may be left blank and can be determined in
another phase of the print job processing (e.g., Printgroove POD Ready
or Printgroove POD Queue). Click the triangle icon at the left of the cat-
egory name to expand the category and display the settings.

— NOTE: The Options shown are the defaults delivered with the appli-
cation. An appadmin user may add new or edit existing values.
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— Copies: This is the only required setting for this section. Enter a nu-
merical value for the number of copies of the original document you
want printed.

— Color: Select either the color, black and white or mixed radio but-
ton. If the job ticket type is Quick Order, mixed is not available.
And also, a selection can be made to decide whether the High
Chroma is set or not. Use the option if you want your color job to
print on a device that supports High Chroma color.

— Media (Media Type, Media Type Details, Grade, Coating): any of
these values may be selected but none are required. If the job ticket
type is Quick Order, Media Type is not available.

— Layout (Orientation, Size Policy, Combination): any of these values
may be selected but none are required.

— Paper: (Size, Weight, Color, Use Perforated Paper, Paper Name):
any of these values may be selected but none are required.

— Sides (Front, Back, Two sided head-to-head, Two sided head-to-
foot): any of these values may be selected but none are required.

— Collation (Collate, Not Collate): any of these values may be selected
but none are required.

— Punching (Punching Edge, Punching Number): any of these values
may be selected but none are required.

— Folding (Folding method): any of these values may be selected but
none are required.

— Front Cover (Page, Weight, Color, Grade, Coating): any of these
values may be selected but none are required.

— Back Cover (Page, Weight, Color, Grade, Coating): any of these val-
ues may be selected but none are required.

— Binding (Type, Location, Binding Color): any of these values may be
selected but none are required.

— Offset: A value may be selected but is not required.

— Trim: A value may be selected but is not required.
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12 The next section of the Job Ticket is [Catalog]. Click the blue heading
bar. The [Catalog] section expands.

9 printgroove POD GUIDE - Mozilla Firefox

Fe Edt Vew Hstory Bookmaks ook telp

Welcome  priutshop Coordinator

Welcome to Printgroove!

- St 150 Recent Notes/Files
Bamain A3db 72007 w6
— i3 s
. o Al ki
e 3options Calender 4m»
BBBBBB 4 Catalog e
smTwT s
Arhive [rep———————.
e ; o3 iz
Vo 16 w2
o naunnpn
Gpen Tiet Uk e st o i a B
Busers R
Augut-2007
L —— a Jasacul
R configursti
se76s
— e s

The mest popular 42 pencs - 24103 box s Lonnene

S Printgroove Queue
Goiling
Flace e
 Prigio
207 KOHTEA OO TA BOEITSE TEFOVL OO 1 AR s Lo oo o

13 The [Catalog] section is not required for a print job order. This section
is provided primarily as a support for Printgroove POD Serve. If, while
placing a print order, a customer wishes to order additional items from
your graphics department, these values will appear here when the or-
der is sent to Printgroove POD Guide. If you are creating a new job tick-
et internally, you may ignore this section. If a job is received externally,
review these values for any customer-requested items.

— An appadmin user may add or edit these options.
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14 The next section of the Job Ticket is [Shipping]. Click the blue heading
bar. The [Shipping] section expands.

9 Printgroove POD GUIDE - Mozilla Firefox
Fle Edt Vew Hory Boohmas ook b

®.0) Welcome to Printgroove!
- ‘Show All | Hide All

Bmain 12b

2ries

30ptions

4Catalog

5 Shipping

Cickanashi

2 Py
T —————— Lo -

15 When placing an order, at least one [Shipping Address] is mandatory.
If a default Shipping address is in a user’s Profile, it will automatically
be placed in the [Ship To] field when an order is placed. If you do not
use the default Shipping address, select a location from your Address
Book and drag it down to [Ship To]. To remove a selected address,
drag it back into the Address Book. Click on [New] to enter a new or
different shipping address. Click in the space under the “Options” col-
umn in the [Ship To] address list to change the Options information.

— Thelist of Shipping Options shown is the default. Additional options
can be added by an appadmin user via the Configuration menus,
Shipping Methods and JT Builder.

— When you click [New] to enter a new shipping address, the [Create
Shipping Address] pop-up window opens. Fill in all of the required
fields and select [Set as default] and/or [Add to profile] to save this
Shipping information in your Profile (Setting the address as default
will cause any new job tickets to use that address so you do not
need to enter it each time you place an order). When you have filled

out all of the data, click [Save Shipping Address] to save the infor-
mation.
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16 The next section of the Job Ticket is [Billing]. Click the blue heading
bar. The [Billing] section expands.

17 The [Billing] section allows you to choose and design a specific billing
method from a pre-populated list of billing options. The default billing
methods are shown below, but they can be customized. Clicking on
[New] allows entry of a new or different billing method.

— A new Billing Method can be entered either through [My Profile] on
your Home page or when placing an order. When you click [New] to
enter a new billing address, the [Create Billing Address] popup win-
dow opens. Enter data in all of the required fields and mark both
[Save to profile] and [Set as default] if you want this option to be
used whenever you place an order. When you have filled out all of
the data, click [Save Billing Option] to save the new billing address
information.

— If you wish to use the same billing address you entered in Step 15
above, click [New] to open the [Create Billing Address] pop-up win-
dow. Click [Same as Shipping Address]. All texts fields are auto-
matically populated with the information entered in the current
Shipping Address field. Click [Save Billing Option] to save the new
billing address information.
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18 The final section of the Job Ticket is [Place Order]. After completing all
of the sections that are pertinent to your job, click the blue heading bar.
The [Place Order] section expands.

- Welcome Printshop Coordinator

Welcome to Printgroove!
F

2res

3 0ptions

scatalog

S Stipping

sbiting

HOO00000

— Click [Place Order]. If all the necessary data has been entered prop-
erly, a green-check-mark-in-a-circle icon will appear to the left of
each section and a confirmation page will appear.

— If there is an error or omission in the job ticket, a red-X-in-a-circle
icon will appear to the left of the section that requires modification.
The job is rejected and a “Your job did not pass validation. Please
correct all errors and try again.” message will be displayed in an or-
ange bar below the sections. Once errors or omissions have been
corrected, the job can be resubmitted by clicking [Place Order]
again.

— Once the job has been successfully saved and submitted, a confir-
mation page will appear with basic information about your order.
The ticket number, job name, file(s) uploaded, and shipping/billing
information will be displayed.

— Ifthejobis a Quick Order, all values of the order -- including Pricing
-- are fixed and cannot be modified. A Payment Request email will
be sent to the customer as soon as the [Place Order] button is
clicked. A job ticket summary appears at the bottom of the order
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screen. This provides the details of the order. If you must cancel
this order see “To cancel an order:” on page 4-56 for details.

Job Number: KM_9 <=

Job Name:job009

Biling: o Prepayment

Shipping:

Estimated Cost
Product Cost | $ 138.00
Markup Cost | $ 0.00

Additional Cost | $ 0.00

Sub Total | § 138.00

Group Discount | $ -6.90
Shipping Cost | $ 10.00
Handling Cost | $ 5.00

Rush Cost ' §0.00
Hard Proof Cost ' $0.00

3 Adjustments | $ 0.00
estimated Cost $153.41 Tox | 731

— You will be reminded to print the screen and asked to make a note
of the information for future use.

Job Number: KM_8 < Toank vt

Job Name:job008

et
users

3R Configuration

shipping: Billng: o re-payment

Sewbesoe

— After an internal user accepts your order, you will receive a email in-
forming you of the situation.

— Inthe case of the Quick Order, placing an order with the print shop
issues a mail requesting the orderer for payment.

19 For Standard Orders only: If you wish to store the Job Ticket values as
your default setting for all new Job Tickets, click [Set as Default Order].
The Job Ticket parameters are stored on a per User basis and remain
in effect until changed by the user.
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N

Note

Once you have clicked [Set as Default Order], Printgroove POD Guide will
retain all the values and display them each time you place a new order.
To clear these values, click [Restore System Settings]. A prompt will ver-
ify your request.

If you select [Yes], all default values are removed and will need to be en-
tered each time you create a new print job.

Before an order is placed, any of the sections described above can be
opened and edlited. To cancel or delete the entire order, click [Reset] in
the lower right of the screen.

For Standard Orders only: If you click “Place Another Order” you will be
returned to the Standard Order type job ticket.

For Quick Orders only: If you click “Place Another Order” you will be re-
turned to the Quick Order type job ticket.
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3.2 View Assigned Order ([Inbox] Screen)

If you have the appropriate Role, you can view jobs that have been assigned
to you via your Home page ([Inbox] list) or on the [Inbox] screen.

When an order is assigned to you, it means that you are responsible for
processing the job. If your user level is “psc”, you are the first person respon-
sible for processing an order. If your user level is anything other than “psc”,
you must be assigned the responsibility of processing an order by someone
else, after the pre-processing phase is completed. Even if you place an order
yourself, you cannot view it on your Home page ([Inbox] list) or on [Inbox]
screen, until someone assigns it to you.

pre task ‘ Task A

‘ User
A

i
reassign

2

your task ‘ Task B ‘

You can view the order on [Inbox].

There are two types of assignments: optional reassignment and Workflow-
based assignment.

N

Note
— Ifyou have the appropriate Role, you can view all jobs on the
[Browser] screen. See “View All Orders ([Browser] Screen)” on
page 3-23.
— You can also view the details of all orders. See “Viewing Order De-
tails” on page 3-29.
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3.2.1 View [Inbox] List on Your Home Page

To display your Home page, click [Home] and then [Inbox]. The [Inbox] lists
all jobs assigned to you. It also has rows that display [Date], [Due Date], [Tick-
et #], [Job Name], [Customer], [Accepted], [Status] and [Payment].

...

Note

You can sort columns alphabetically by clicking on a column heading.
The sort affects all assigned jobs in the list, not just those that you can
see on the screen. You can switch ascending order and descending or-
der by clicking the column again

= &ior Welcome prishop Coordinator

| Welcome to Printgroove!

The [Status] row displays the values noted below in the left column. The right
column explains those values:

The status of orders Description

Submitted A job just after the original is accepted.
Accepted A job accepted has been received.

In Process A job is processing.

Make Ready A job is being modified to prepare it for printing.
Proofing A job is being proofed.

Waiting for Customer

A job is awaiting customer approval.

Printing A job is printing.

Finishing A job is in the post-printing, finishing phase.

Packaging A job is being packaged for shipping.

Shipping A job is being processed for shipping.

Delivered A job is being delivered or has been delivered.

Rejected A job has been rejected by reprographics department user.

Printgroove POD Guide
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The status of orders

Description

Sent to Queue

A job has been sent to Printgroove POD Queue.

Return from Queue

A job has been returned from Printgroove POD Queue.

Disapproved

A job has been disapproved by approver.

Open

A job is on hold.

Estimate Sent

A estimate has been sent by the print shop user.

Estimate Accepted

A estimate is accepted by the customer.

Estimate Rejected

A estimate is rejected by the customer.

Proof Sent

A proof has been sent by the print shop user.

Proof Accepted

A proof is accepted by the customer.

Proof Rejected

A proof is rejected by the customer.

3.2.2 View [Inbox] List on [Inbox] Screen

On your Home page, click [Main] - [Inbox] or the [View All] link to display the
complete list of orders assigned to you.

Welcome pristsiop Coordinator

Inbox

Welcome to Printgroove!

Recent Notes/Fies
gz =xes

sz s>
e

Vi Al Nots/Fls

Calendar <8 >
Jona 2009
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3.2.3 Search Assigned Orders

You can search for a specific job assigned to you or narrow the [Inbox] list
down to jobs containing common characteristics.

To search assigned orders:

On your Home page, click [Main] - [Inbox] to display the complete list
of orders assigned to you.

Enter data in one or more search fields at the top of the page.

Date: Click the Calendar icon to the right of [Date] to open a calen-
dar for the current month. Click on a day of the month to select that
day as the search criteria. To return to the current date, click [To-
day] and use the directional arrows to change months or years.
Ticket: To search for one specific Job Ticket number, type that
number into this field.

Job: To search for one or more specific Job(s) by name, type the
name of the job in this field. Adding a wildcard (*) to this field will
broaden the search within the job name field.

Customer: To search for one or more specific job(s) by Customer
name, type the name of the customer in this field. A wildcard char-
acter (*) may be used in this field also.

Accepted: Use the [Yes] or [No] indicator to filter by accepted or not
accepted jobs.

Status: This filter confines a search to the Status definition selected
from an extensive drop-down menu.

Payment: To search for jobs that have a particular Payment Status,
select a value from the drop-down menu.

Leaving all fields blank will not restrict the search. As a result, all as-
signed jobs will be displayed.

Click [Enter]. All jobs that meet the specified criteria are displayed.

N...

Note

Clicking [Clear] eliminates all values specified in search fields.
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3.3 View All Orders ([Browser] Screen)

If you have the appropriate Role you can view jobs that have been assigned
to you via the [Browser] screen.

N...

Note
— By default, “psc”- and “appadmin’-level users can view all jobs.
— You can also view the details of all orders. See “Viewing Order De-
tails” on page 3-29.
— Archived jobs are only available on the [Archive] screen. See “View
Archived Order ([Archive] Screen)” on page 3-27.

3.3.1 View [Browser] List

On your Home page, click [Jobs] - [Browse] to display the complete list of all
orders including closed and cancelled orders.

| Welcome to Printgroove!

Browser

The [Status] row displays the values noted below in the left column. The right
column explains those values:

The status of orders Description

Submitted A job just after the original is accepted.
Accepted A job accepted has been received.

In Process A job is processing.

Make Ready A job is being modified to prepare it for printing.
Proofing A job is being proofed.

Waiting for Customer A job is awaiting customer approval.

Printing A job is printing.

Finishing A job is in the post-printing, finishing phase.
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The status of orders

Description

Packaging A job is being packaged for shipping.

Shipping A job is being processed for shipping.

Delivered A job is being delivered or has been delivered.

Rejected A job has been rejected by reprographics department user.

Sent to Queue

A job has been sent to Printgroove POD Queue.

Return from Queue

A job has been returned from Printgroove POD Queue.

Disapproved A job has been disapproved by approver.
Open A job is being held.

Closed Ajob is closed.

Cancelled A job is cancelled.

Estimate Sent

A estimate has been sent by the print shop user.

Estimate Accepted

A estimate is accepted by the customer.

Estimate Rejected

A estimate is rejected by the customer.

Proof Sent

A proof has been sent by the print shop user.

Proof Accepted

A proof is accepted by the customer.

Proof Rejected

A proof is rejected by the customer.

N...

Note

You can sort columns alphabetically by clicking on a column headling.
The sort affects all assigned jobs in the list, not just those that you can
see on the screen. You can switch ascending order and descending or-
der by clicking the column again.

3.3.2 Search All Orders

If you have the appropriate Role, you can search for a specific job or narrow
the [Browser] list down to jobs containing common characteristics.

To search all orders:

1 On your Home page, click [Jobs] - [Browse] to display the complete list
of all orders.

2 Enter data in one or more of the search fields at the top of the page.

— Creation Date: Click the Calendar icon to the right of [Date] to open
a calendar for the current month. Click on a day of the month to se-
lect that day as the search criteria. To return to the current date,
click [Today] and use the directional arrows to change months or
years.
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— Due Date: Click the Calendar icon to the right of [Date] to open a
calendar for the current month. Click on a day of the month to se-
lect that day as the search criteria. To return to the current date,
click [Today] and use the directional arrows to change months or
years.

— Payment: To search for jobs that have a particular Payment Status,
select a value from the drop-down menu.

— Job: To search for one or more specific Job(s) by name, type the
name of the job in this field. Adding a wildcard (*) to this field will
broaden the search within the job name field.

— Customer: To search for one or more specific job(s) by Customer
name, type the name of the customer in this field. A wildcard char-
acter (*) may be used in this field also.

— Type: To search for jobs that were created using a particular tem-
plate (Standard Order or Quick Order), select a value from the drop-
down menu.

— Owner: To search for one or more specific job(s) by Owner name,
type the name of the owner in this field. A wildcard character (*)
may be used in this field also. For a job the Status of which is
[Closed], however, no search can be made with the Owner.

— Status: This filter confines a search to the Status definition selected
from an extensive drop-down menu.

— Ticket Template: This filter confines a search to the Ticket Template
selected from the drop-down.

— Workflow: To search for one or more specific Job(s) under the se-
lected Workflow from an extensive drop-down menu.

— Leaving all fields blank will not restrict the search. As aresult, all as-
signed jobs will be displayed.

Click [Enter]. All jobs that meet the specified criteria are displayed.

N

Note
Clicking [Clear] eliminates all values specified in search fields.

Printgroove POD Guide 3-25



Place and View an Order 3

3.3.3 Archive, Set as Done or Delete Functions

If you have the appropriate Role, you can archive the job (store the Job Ticket
and the attached files in Printgroove POD Guide), mark the job as [Done] or
[Delete] one or more jobs.

...

Note
Note that if jobs are assigned to other modules, you may not be able to
[Delete] themn until they are returned to Printgroove POD Guide.

To [Archive], mark as [Done] or [Delete] a job:

On your Home page, click [Jobs] - [Browse] to display the complete list
of all orders.

Select the check box at the right of the job.
Select the checkbox of the action to apply [Archive], [Done] or [Delete].

Click [Enter] and [OK]. A message will inform you if the action cannot
be completed.
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3.4 View Archived Order ([Archive] Screen)

If you have the appropriate Role, you can access the [Archive] screen.

N...

Note
— By default, “psc”- and “appadmin”-level users can view archived
Jjobs.
— You can also view the details of all orders. See “Viewing Order De-
tails” on page 3-29.

3.4.1 View [Archive] List

On your Home page, click [Jobs] - [Archive] to display the complete list of all
archived orders.

. Welcome printshop coordinator

Welcome to Printgroove!

<<<<<

The [Status] row displays the value noted below in the left column. The right
column explains that value:

The status of orders Description
Archived Job is archived.
Note

You can sort columns alphabetically by clicking on a column heading.
The sort affects all assigned jobs in the list, not just those that you can
see on the screen. You can switch ascending order and descending or-
der by clicking the column again.

3.4.2 Search Archived Orders

If you have the appropriate Role, you can search for a specific job or narrow
the [Archive] list down to jobs containing common characteristics.
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To search archived orders:

On your Home page, click [Jobs] - [Archive] to display the complete list
of all archived orders.

Enter data in one or more of the search fields at the top of the page.

Date: Click the Calendar icon to the right of [Date] to open a calen-
dar for the current month. Click on a day of the month to select that
day as the search criteria. To return to the current date, click [To-
day] and use the directional arrows to change months or years.
Ticket: To search for one specific Job Ticket number, type that
number into this field.

Job: To search for one or more specific Job(s) by name, type the
name of the job in this field. Adding a wildcard (*) to this field will
broaden the search within the job name field.

Customer: To search for one or more specific job(s) by Customer
name, type the name of the customer in this field. A wildcard char-
acter (*) may be used in this field also.

Leaving all fields blank will not restrict the search. As a result, all ar-
chived jobs will be displayed.

Click [Enter]. All jobs that meet the specified criteria are displayed.

...

Note

Clicking [Clear] eliminates all values specified in search fields.

3.4.3 Import/Export Archived Orders

If you have the appropriate Role, you can Import and Export orders that ap-
pear on the [Archive] page. For details, please see “Export and Import Job
Tickets” on page 3-44.
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3.5 Viewing Order Details

You can view the details of orders on the [Details] screen.

e By default, “psc”- and “appadmin”-level users can view jobs.

e For additional information, see “[Details] Screen Operations” on
page 4-1.

3.5.1 View the Details of an Order

You can access the details of active orders from the following lists:
e [Inbox] list

[Browser] list

[Archive] list

[Tracker] list (Please refer to “Track an Order” on page 4-12)
The list of retrieval results

1 Click any order you want to review. The [Details] screen opens. The
contents of this screen will vary based upon the type of Job Ticket
Template you selected. If Proofs or Estimates have been requested by
the customer, these icons blink until the proofs or estimates are done.

= & Welcome Printshop Coordinator

Welcome to Printgroove!
Details

2 Click the blue heading bar of section you want to view. Details of the
selected section of the job ticket appear.
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3.5.2

To display [Details] screen using [Open Ticket]:

1

2

On your Home page, click [Jobs] and enter the Job Ticket number in

the text field directly above the [Open Ticket] button.

Click [Open Ticket]. The [Details] screen opens. Order you want to

check. The [Details] screen opens.

View Remaining Budget

If the print job is assigned to Group and that Group has a budget value as-
signed to it, you can view that value before processing a job. (For details

about setting budget values, see “Set Group Budget” on page 6-18.) To view
the budget, follow these steps:

1

On your Home page, click [Main] - [Jobs] then the order you want to
check. The [Details] screen opens.

= et Welcome prinshop Coordinator

Welcome to Printgroove!
Details

2Files
30ptions
4 Catalog
5 shipping
6Billng

nnnnn

The remaining budget opens as a dollar value at the upper right of the
screen. If the remaining budget is less than $0.00, the dollar value is in

red.

If the budget value is red, the job may still be processed.

Printgroove POD Guide
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3.6 Job Quotes

Printgroove POD Guide can generate a price quote for a job for customers
who do not use the Printgroove POD Suite.

Quotes can be created, copied, sent directly to a customer, activated (via
submission) or deleted.

Quotes are generate by filling out the Quote Job Ticket, a [Job] option made
up of five sections the internal Printgroove POD Guide user must complete:
[Job], [Files], [Options], [Catalog] and [Internal].

3.6.1 Generate a Quote

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to generate a new Quote.

To generate a Quote:

1 On your Home page, click [Jobs] - [Quote]. The [Quote] screen opens.

Welcome to Printgroove!
Quotes

EEEEEE

mmmmmmmmmmmmmmmmmmm
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2 Clickthe [New Quote] icon. The [Select a Job Ticket Template] screen
opens:

Select a Job Ticket Template

Quick Order
Automatic price quotes a2 providad for thesa templates but availsble szwings are imied, only 1 PDF file may be msched and native fies a2
ot supported.

Quick Ordes
undefined

Standard Order
Automatic price quotes 32 not provided for thesa templates but 2l semings are avaizble,

Default Order Defauk Order
-AllFlds - Short Form

undefined undefined

3 Select either a Quick Order or a Standard Order by clicking on an icon.
The [New] screen opens. The contents of this screen will vary based
upon the type of Job Ticket Template you selected.

3 Printgroove POD GUIDE - Mozilla Firefox [BEE

Fle Edt Vew Hsory Bookmars ook bl

=& Welcome priushop Coordinator

Welcome to Printgroove!

Show Al b A1 = | Recent Notes/Files
130b

> prst sMTWTES

2ries
Tpen Tkt 3options nnumnon
B2
&users
2 configuration

August 2007

se7samu
RBEKRY S
BaURBUS
muanN

Printgraove Quene
Ve bz
e rivtrs
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4

Fill in the field of the [Job], [Files] and [Options] section with values rel-
evant to the job for which you are generating the quote (use the same
procedures described in Steps 4 - 7 of “Placing an Order” on page 3-2
and note the limitations for the [Files] section when the job is a Quick

Order Template. The [Options] section contains the Copy and the page
color copy fields:

Enter a value in the [Copies] field. In the [BW Pages Per Copy] text box,
enter the number of BW pages in the original PDF file. In the [Color Pag-
es Per Copy] text box, enter the number of Color pages in the original
PDF file. Once values are entered the cost is updated automatically.

If the customer is requesting additional supplies beyond the print job,
fill out those values in the [Catalog] section using the same procedures
described in Steps 9 - 10 of “Placing an Order” on page 3-2.
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7 The next section of the Job Ticket is [Internal]. After completing all of
the sections that are pertinent to your job, click the blue heading bar to
open it. The [Internal] section expands.

8 Click [Add Services]. The [Add Internal Service] screen opens.

9  Select the Internal Service you want to add from [Internal Service] drop-
down menu.

Add Toternal Service Gl

Internal Service

Selec the nternal service you would e to 5dd o the fob and ente the quaniity o unts, You can override the
h hed, cicksave.

[SpeliCrecking =
Quinity [0 bor
e $1500 fhow

con [000

10 Enteravaluein the [Quantity] text box. The [Cost] will be calculated au-
tomatically.

11 click [Save]. The [Add Internal Service] screen closes and the Internal
Service is added to the table.

12 you need to adjust the cost of the order, the values in any of the live
fields may be modified. Fields that are grayed out are automatically cal-
culated by Printgroove POD Guide.
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13 click [Save] to generate a Quote for the job.

Welcome  printshop Coordinator

) Welcome to Printgroove!

§
=

0000
il
i

— If all the necessary data has been entered properly in each section,
click [Save]. A green-check-mark-in-a-circle icon will appear before
each section and a Quote Saved message will appear.

— If you discard this Quote, click [Discard].

14 ciick [Send Email] to e-mail the Quote to your customer.
15 click [View All Quotes] to return to the [Quote] screen.

3.6.2 Update a Quote

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to edit values of an existing Quote and generate an updated
Quote.

To update a Quote:

1 On your Home page, click [Jobs] - [Quote]. The [Quote] screen dis-
plays.
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2

5

Click the Quote you want to update. The [Costing] screen opens.

D

=3 &ie Welcome prinshop Coordinator

Welcome to Printgroove!
Costing

If you need to change the number of [BW Pages per Copy] or the
number of [Color Pages per Copy], click the [Options] header to ex-
pand it then change the values as required. Once values are entered
the cost is updated automatically.

If you need to adjust the pricing used for the quote, click the [Internal]
header to expand it. Values in any of the live fields may be modified.
Fields that are grayed out are automatically calculated by Printgroove
POD Guide.

When your modifications are complete, click the [Update Cost] link.
The cost is updated and the [Quotes] screen opens again.

N...

Note

The [Job Ticket Menu] displayed on the [Costing] screen is used to proc-
ess the order. These menus have the same functions as the [Job Ticket
Menu] on the [Details] screen. For details about each menu, see “View
Order History” on page 4-16, “Print a Job Ticket” on page 4-11, “Track
an Order” on page 4-12, “Subscribe/Unsubscribe to Orders” on

page 4-15, “Add a Note” on page 4-17, “Add/Remove a File” on

page 4-19, and “View Order History” on page 4-16.
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3.6.3

3.6.4

3.6.5

Duplicate a Quote

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to duplicate an existing Quote.

To duplicate a Quote:

On your Home page, click [Jobs] - [Quote]. The [Quote] screen is dis-
played.

Click the [Copy quote] icon (green arrow icon) to the right of the Quote
you want to duplicate. Duplicated Quotes are added to the list.

.':.._ |

b !

Delete a Quote

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to delete an existing Quote.

To delete a Quote:
On your Home page, click [Jobs] - [Quote]. The [Quotes] screen opens.

Click the [Delete] icon (trash box icon) to the right of the Quote you

want to delete.
[\ l1i|

A confirmation message opens. Click [OK] to delete the Quote. Click
[Cancel] to cancel the request.

Activate a Quote and Submit the Order

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to activate an existing Quote and submit it to Printgroove
POD Guide as a new order.

N...

Note
All Quotes can be activated.

To activate a Quote and submit the order:

On your Home page, click [Jobs] - [Quote]. The [Quotes] screen opens.
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2

Click the activate icon to the right of the Quote you want to submit as
a new order. The job ticket will open in the [Edit] screen.

]

If you want to change any of the [Job], [Files], [Options], [Catalog] or [In-
ternal] section settings, follow the same procedures described in Steps
3 - Step 13 of “Generate a Quote” on page 3-31.

) printgroove POD GUIDE - Mozilla Firefox.

Welcome to Printgroove!
Edit Ticket:kM_8 = | Recent NotesfFiles
Estimated Cost: $401.50 720 s

s nH
EFEY
August 2007
1234
s678amn
2SS
EEEET T
EYEEEE)

Tinternal Printgroove Queve

i e

Vi Pt

$=5 Printgrocw.

4 When you complete modifying the other sections noted in Step 3, click

the blue heading bar of the [Shipping] section to expand the [Shipping]
section.
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5  Fillinthe [Shipping] section using the same procedures described in
Step 12 of “Placing an Order” on page 3-2.

) Printgroove POD GUIDE - Mozilla Firefox
Fle Edt Vew Hgory gockmarks Toos tep

= éioe Welcome pristop Coordinator

D O) ® Welcome to Printgroove!

4 Catalog = | Recent Notes/Files
— W7z w7
5 Shipping W 7f12/2007 #6
i aons
o Totble Wieww All Notes/Fias
ek on a Ship To location to change ks options. ‘“’: oo
Address Book. v
Open Ticket e 2BMBATN
255
Bsers e
P uion 3 — TG00
= 1284
— e
B )
Tintemat
e e
Ermigoome Q@
s
5 Printgroo.
R vt P

6 Click the blue heading bar of the [Billing] section to expand the [Billing]
section.

7 Fillinthe [Billing] section using the same procedures described in Step
14 of “Placing an Order” on page 3-2.

3 Printgroove POD GUIDE - Mozilla Firefox
Fie Edt Yew Hstory Gookmarks ook telp

= &% Welcome prishop Coordinator

==

Welcome to Printgroove!
4Catalog ® | Recent Notes/Fies

rjaponr w7
= sstipping i 20
P 7f2feo s
£jde B e Al ot
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o i sMTwTES
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15161718 15 2021
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Rusers
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201567 B

7Internal BRARBAS
Concel
Printgroove Queue
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8  After completing all of the pertinent sections, click [Activate] to submit
the job.

9 printgroove POD GUIDE - Mozilla Firefox.
Ele Edt Yew Hgory gocknarks Joos e

Welcome to Printgroove!
Edit Ticket: KM_8

@ MzFies
© Isotien
@ dcataion
@ sshionina
@ [Giling

@ Tintemal

Bovuae

ONICA MNOLTA BUSINESS TETEONOLOGIES INC Al i e el o

— Click [Place Order]. If all the necessary data has been entered prop-
erly, a green-check-mark-in-a-circle icon will appear to the left of
each section and a confirmation page will appear.

— If there is an error or omission in the job ticket, a red-X-in-a-circle
icon will appear to the left of the section that requires modification.
The job is rejected and a “Your job did not pass validation. Please
correct all errors and try again.” message will be displayed in an or-
ange bar below the sections. Once errors or omissions have been
corrected, the job can be resubmitted by clicking [Place Order]
again.

— Once the job has been successfully saved and submitted, a confir-
mation page will appear with basic information about your order.
The ticket number, job name, file(s) uploaded, and shipping/billing
information will be displayed.

— Ifthejobis a Quick Order, the ticket summary will also contain a de-
tailed Estimated Cost section at the bottom of the screen. This pro-
vides details about the cost of the job.

- You will be reminded to print the screen and asked to make a note
of the information for future use.

— For Standard Orders only: After an internal user accepts your order,
you will receive a email informing you of the situation.

9  For Standard Orders only: If you wish to store the Job Ticket values as
your default setting for all new Job Tickets, click [Set as Default Order].
The Job Ticket parameters are stored on a per User basis and remain
in effect until changed by the user.
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N

Note

Once you have clicked [Set as Default Order], Printgroove POD Guide will
retain all the values and display them each time you place a new order.
To clear these values, click [Restore System Settings]. A prompt will ver-
ify your request.

If you select [Yes], all default values are removed and will need to be en-
tered each time you create a new print job.

...

Note

Before an order is placed, any of the sections described above can be
opened and edited. To cancel or delete the entire order, click [Reset] in
the lower right of the screen.

— For Standard Orders only: If you click “Place Another Order” you
will be returned fo the Standard Order type job ticket.

—  For Quick Orders only: If you click “Place Another Order” you will
be returned to the Quick Order type job ticket.

— The [Job Ticket Menu] displayed on the [Edit] screen is used to
process the order. These menus have the same functions as the
[Job Ticket Menu] on the [Details] screen. For details about each
menu, see “View Order History” on page 4-16, “Print a Job Ticket”
on page 4-11, “Track an Order” on page 4-12, “Subscribe/Unsub-
scribe to Orders” on page 4-15, “Add a Note” on page 4-17, “Add/
Remove a File” on page 4-19, and “View Order History” on
page 4-16.
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3.6.6 Search for a Quote

If you have the appropriate Role, you can use the [Jobs] - [Quote] menu on
your Home page to search for an existing Quote.

You can search for a specific Quote, or narrow the list down to multiple
Quotes that contain common characteristics.

To search for a Quote:
On your Home page, click [Jobs] - [Quote]. The [Quotes] screen opens.

Search fields appear at the top of the page. Enter keywords for the
search in one or more of the search fields using these guidelines:

— Quote #: To search for one specific Quote number, type that
number into this field.

— Date: Click the Calendar icon to the right of [Date] to open a calen-
dar for the current month. Click on a day of the month to select that
day as the search criteria. To return to the current date, click [To-
day] and use the directional arrows to change months or years.

— Customer: To search for one or more specific Quote(s) by Custom-
er name, type the name of the customer in this field. A wildcard
character (*) may be used in this field also.

— Cost Estimate: To search for one or more specific Quote(s) by Esti-
mated Total amount, type the value of total estimate in this field.

— Leaving all fields blank will not restrict the search. As a result, all ar-
chived jobs will be displayed.

Click [Enter]. All jobs that meet the specified criteria are displayed.

...

Note
Clicking [Clear] eliminates all values specified in search fields.
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3.7

Resubmit an Order

New print orders may share many characteristics of previously submitted or-
ders. You may find it saves time to locate one of these older orders stored
on Printgroove POD Guide, create a copy, modify it and submit it as a new
print order. This section provides instructions regarding this procedure.

Not all previously submitted orders stored in Printgroove POD Guide can be
copied. However, if the order can be located in either of the following loca-
tions, it can be copied and then resubmitted as a new order:

e The [Browser] list

e The list of Search results displayed on the [Browser] screen

N...

Note

Once a closed job has been archived by the reprographics department,
it can no longer be accessed. For this reason, archived jobs cannot be
copied.

When you locate the order you wish to copy, click the [Copy] icon (green ar-
row icon) to the right of the order you want to resubmit. The screen that
opens is nearly identical to the New screen but contains the files and values
of the copied order.

Configure the sections of the order using the same procedures used to cre-
ate a New order. When complete, click [Place Order] to submit the new job.

6Billing

Tinternal
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3.8

Export and Import Job Tickets

You can export Printgroove POD Guide orders (job tickets and attached files)
and store them locally. Once exported, you may later import those same or-
ders back into Printgroove POD Guide. In certain cases, exported jobs can
be imported into Printgroove POD Queue; however, only orders exported
from Printgroove POD Guide can be imported back into POD Guide.

N

Note

An exported .CSV file can only be imported back into the same version
of Printgroove POD Guide that was used to create the original, exported
file. For example, if a.CSV file is exported from a 1.3.2 version of Guide
it cannot be imported back into a 1.5 version of Guide; however, it can be
imported back into a 1.3.2 version of Guide.

The following diagram explains the Import and Export functionality:

[ I, JobTicketszip * ]

urd p

KM _1df

ip L some pdf
L KM 1zip -

KM _21 jof
=L printit.pdf
®printit.doc
. Instruction.txt

K _22jdf
% body pdf
= face pdf
| readme txt

*Exportedfile
“Importable files

In this model, three jobs from within POD Guide are selected for exporting.

For each order, POD Guide does the following:

1. Takes all job ticket settings and creates a JDF file to store these values.

2. Locates all files attached to the order (PDF, .doc, .txt, etc.)

3. Takes the JDF and the attached files and zips them together in one zip
file. If multiple jobs are selected for exporting, Steps 1-3 are completed
for each order. In the example above, KM_1.zip, KM_21.zip and
KM_22.zip are the zipped files of three different orders.

4. Allindividual order files are zipped together into one master file named
Job Tickets.zip. This is the file that is exported to your local pc desktop.
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5. On your desktop, you may unzip any of the files to extract the original
files. The JDF-type file can be read by any application that understands
JDF.

6. When importing back into Printgroove POD Guide, the Job Tickets.zip file
may be selected. When selected, all individual jobs in the file will be im-
ported back.

7. Should you wish to import a single file in the Job Ticket.zip folder, navi-
gate to the individual file then select it during the import process.

8. POD Queue will only accept jobs that contain one JDF file and one PDF
file. Of the three types of orders noted in the example above, only
KM_1.zip can be imported into Printgroove POD Queue.

To select and export orders from the [Browse] screen:

1 On your Home page, click [Jobs] - [Browse]. The [Browse] screen
opens:

. Welcome prisstop Coordinator

| Welcome to Printgroove!
Browser

2 Select an order to export by clicking the check box on the right.
3 Click [Export]. A popup dialog opens.

4 Click [Save to Disk] and [OK]. The zip file (Job Tickets.zip) is saved to
your local pc desktop.

Printgroove POD Guide 3-45



Place and View an Order

To import orders from the [Browse] screen:

1
2

4

On your Home page, click [Jobs] - [Browse].
Click [Import]. The Import Jobs dialog box opens.

Browse to your desktop folder, select the JobTickets.zip file, and click
[Open].

The files are imported into your POD Guide system.

To select and export orders from the [Archive] screen:

1

On your Home page, click [Jobs] - [Archive]. The [Archive] screen
opens:

) Printgroove POD GUIDE - Moz

Welcome to Printgroove!
\ . ‘1 P, Recent Notes/Files
Arcnive /2007 w5
This is 2 st of al archived jobs iewabl in Printroove. The fiter form at the top can be used fo fiter out oy
the jobs you need to see. To vien 5 f the job, cickon ts name or ticket number. To sort the s,
ick the colum heading or name by which you want to or, Flease note fikrs are case insensitie.
-
Eupwnna
[___1 nnuzmon
. Sl
T—S 5 Bosite
&use = p—
ot Ticket 8 3o ama G Status Eratrs
3 cons
T saten 020078 F— arcve [a]
scrsann
711202007 621PM N3 Keiko Kikuchi Archived o RBHEEYBE
e o wows O .
Printgroove Queue
Vo
52 Prinigioe
207 KOHTEA OO TA BOEITSE TEFOVL OO 1 AR s ol oo

Select an order to export by clicking the check box on the right.
Click [Export]. A popup dialog opens.

Click [Save to Disk] and [OK]. The zip file (Archived.zip) is saved to your
local pc desktop.
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To import orders from the [Archive] screen:

1
2

On your Home page, click [Jobs] - [Archive].
Click [Import]. The Import Jobs dialog box opens.

Browse to your desktop folder, select the JobTickets.zip file, and click
[Open].

The files are imported into your POD Guide system.

If you wish to Unarchive these jobs, click [Unarchive]. The job the
moved to the [Browser] screen and the job status is Closed.
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3.9 View Shipping Tracking Information

If Shipping Tracking Information is provided for a job, it can be viewed. When
available, this information can be accessed on the Home screen, the Inbox
screen, the Tracker screen, the Browse screen and the Archive screen. The
instructions below reference the Browse screen but are the same for any of
the noted screens. See “Shipping Details” on page 4-43 for details about

adding tracking information.

To view Shipping Tracking information from the [Home] screen:

1 On your Home page, click [Jobs] - [Browse].

2 Locate the job and click the [Shipping Tracking] icon. (If no link/icon is
displayed, no tracking information has been added to the job.)

Welcome to Printgroove!

Tl
INDOX  wewary

obs bate Duedate ket

TR ST AN TR s s
708 sus e Tstos 220 A
THRs AN TRz AN 02

s TR 2z K0

3 Click the Shipping Tracking icon. The Shipping Details (Tracking) pop-

up screen opens:

Shipment Details (Tracking)

Order # Job Name Submission Date

KM_1 jeb001 7i312009 221 PM

shipped From:
Prirkshep

Wain Office

122 Any Street

Any City, Any State 13345
infor@ps printgroowe com

User Status

Jog User Accepted

shipped To:

Jag User

123

City1, Statel 12845
fosuzanoffice.printgroove.com

The Following packages were shipped on 7/9/2009 4:23 PM and are associated with this job.

Shipping Cptian: USPS - Priority Mai

ABC1234E

Printgroove POD Guide
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4 The Shipping Option and the tracking number(s) are noted at the bot-
tom of the screen. If a job is split into multiple shipments, a tracking
number is provided for each shipment. If the Shipping Method has a
Tracking Link defined, hyperlinks are displayed.

5 clicka hyperlink for more precise details about the selected shipment.

6 When finished, click [Close] to close the pop-up screen.
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4  [Details] Screen Operations

This chapter describes the [Details] screen operations.

Once a job is placed it must first be accepted by Printgroove POD Guide be-
fore it can be processed. If information is missing on the job ticket or you de-
termine there is something wrong with the order as submitted, you can reject
the ticket and send an e-mail to the creator of the job informing them of the

situation.

The [Details] screen displays the [Job Ticket Menu] and all the various job
processing options including [Accept] and [Reject]. The [Job Ticket Menu]
will vary depending on the type of job submitted, the job status, the permis-
sion level of the user viewing the screen and whether the order is a Quick Or-
der or Standard Order.

Details

Welcome to Printgroove!

2Files
3 Options
4catalog
5 Shipping
68iling
hotes

8 Intemal

Defaut Order - Al Flds Ticket: kM_7 &

The following table notes the various displayed values of the Job Ticket

Menu:

Job Ticket Menu Not Assigned User Assigned All Users
(Role: “printshop | (Role: “printshop
coordinator)” coordinator”)
Before Closed Before After After
Accept- Accept- closed
ance ance
Details available available available available
History available available available available
Print available available available available
Track/Untrack available available available available
Subscribe/Unsub- available available available not
scribe available

Printgroove POD Guide
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Job Ticket Menu Not Assigned User Assigned All Users
(Role: “printshop | (Role: “printshop
coordinator)” coordinator”)
Before Closed Before After After
Accept- Accept- closed
ance ance
Add Note available available available available
Add Files (Standard available available available not
type Orders only) available
Edit Files (Quick type | available available available not availa-
Orders only) ble
Work History available available available available
Accept available available not not

available available

Reject available available not not
available available
Edit not available not available not
available available
Costing not available not available not
available available
Shipping Details not available not availa- | available not availa-
ble ble
Submit Proof not available not available not
available available
Submit Estimate not available not available not
available available
Start/Stop not available not available not
available available
Status not available not available not
available available
Cancel not available not available not
available available
Restore not available not not available/

available available

Done not available not available not
available available
Archive/Unarchive not available not not available

available available

Delete not available not not available
available available

In addition to the items mention in the menu above, the [Details] screen pro-
vides other functions including buttons to generate an invoice, convert the
native files that have been uploaded to PDF, etc.

This chapter describes all the functions of the [Details] screen.
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Place an Order

“psc” user

psc

(If necessary)
Add Note
Add Files (Edit Files)

Accept/Reject

(If necessary)
View Order
Print Job Ticket
[Track/Untrack Order
Subscribe/Unsubscribe
View History
View Work History

(If necessary)
Edit Job Ticket
Costing
Submit Proof/Estimate
Start/Stop Time Recording
Change Status
Convert to PDF file
Generate Invoice
Enter Shipping Details
Print Shipping Label
Cancel

Done

other user

reassinged user.

(If necessary)
View Order
Print Job Ticket
[Track/Untrack Order
Subscribe/Unsubscribe
View History
View Work History

(If necessary)
Add Note
Add Files (Edit Files)

Accept/Reject

(If necessary)

Edit Job Ticket
Costing
Submit Proof/Estimate
Start/Stop Time Recording
Change Status
Convert to PDF file
Generate Invoice
Enter Shipping Details
Print Shipping Label
Cancel

(If necessary)
Add Note
Add Files
View Order
Print Job Ticket
Track Order
Subscribe/Unsubscribe
View History
View Work History

(After Closed)

all user

(If necessary)
Add Note
View Order
Print Job Ticket
Track Order
View History
View Work History
Restore
Archive
Delete

Printgroove POD Guide
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4.1

Header Details

When the Details screen opens, the upper-right corner of the screen will con-
tain some or all of the following items:

Welcome to Printgroove!

Details The remisint

Job Ticket Template Name: the name of the template used to create the
job appears in the top row for all jobs.

Job Ticket Number: the number assigned to the job ticket always ap-
pears in the top row after the template name.

Estimated Cost: the estimated cost of the job always appears in the sec-
ond row.

Remaining Budget: if the Group is set up to include a Budget, the remain-
ing budget appears as a dollar value in the third row. If the budget has
been exceeded, the overage value will appear in red. The job may still be
processed when the budget has been exceeded.

Proof and Estimate icons: if a Proof or an Estimate are required, animated
icons will display above the [Job] section.
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4.2 Accept /Reject an Order

If everything is correct on the Job Ticket you can accept the order. If there
are errors on the Job Ticket, you may reject the order.

By default, “any operator” can accept or reject an order.

To accept /reject an order:

1 From the [Inbox] list or the [Browser] list, click the job you want to ac-
cept /reject. The [Details] screen opens.

2 View and check the Job Ticket. As required, perform the following
tasks:

Print Job Ticket: See “Print a Job Ticket” on page 4-11.
Track Order: See “Track an Order” on page 4-12.

Subscribe Order: See “Subscribe/Unsubscribe to Orders” on
page 4-15.

View Order History: See “View Order History” on page 4-16.
Add Note: See “Add a Note” on page 4-17.

Add Files (Standard Order only): See “Add/Remove a File” on
page 4-19.

Edit Files (Quick Order only): See “Edit a File” on page 4-22.
Convert Files: See “Convert a Native File to PDF” on page 4-25.
Download Files: See “Download Files” on page 4-27.

View Work History: See “View Order History” on page 4-16.

3 everything is correct on the Job Ticket, click [Accept]. The order is ac-
cepted and a message is shown in a green bar, confirming that the job
was successfully accepted.

Welcome printsiop Coordinator

Welcome to Printgroove!
Details

When the order is accepted, an e-mail is sent to the user who
placed the order.
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4 Ifthere are any problems with the Job Ticket, click [Reject]. The [Send
E-mail] screen opens. Enter a message and click [Send].

aaaaaaa

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
.......

— When the order is rejected, an e-mail will be sent to the user who
placed the order.
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4.3 Done

Once the job has been accepted, it needs to be moved to the next process-
ing phase. If you have the appropriate Role, you may continue processing

the job.

N...

Note

By default, a “psc”-level user has the permission to continue processing
the job.

To continue processing the job:

From the [Inbox] list or the [Browser] list, click the job you want to con-
tinue processing. The [Details] screen opens.

View and check the Job Ticket. As required, perform the following
tasks:

Print Job Ticket: See “Print a Job Ticket” on page 4-11.
Track Order: See “Track an Order” on page 4-12.

Subscribe Order: See “Subscribe/Unsubscribe to Orders” on
page 4-15.

View Order History: See “View Order History” on page 4-16.
Add Note: See “Add a Note” on page 4-17.

Add Files (Standard Order only): See “Add/Remove a File” on
page 4-19.

Edit Files (Quick Order only): See “Edit a File” on page 4-22.
Convert Files: See “Convert a Native File to PDF” on page 4-25.
Download Files: See “Download Files” on page 4-27.

View Work History: See “View Order History” on page 4-16.
Edit: See “Edit a Job Ticket” on page 4-29.

Costing: See “Costing” on page 4-33.

Submit Proof: See “Submit a Proof” on page 4-48.

Submit Estimate: See “Submit an Estimate” on page 4-50.
Start: See “Time Recording” on page 4-51.

When you are finished, click [Done]. The [Done] screen opens.

,,,,,,,,,,,,
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— If the order has been entered into a Workflow, the [Done] screen is
different from the image above. If the job was entered into a Work-
flow, see “To assign the order to a Workflow:” on page 4-9.

4 Select one of the on-screen options. The options are:

— Close the Job: Changes the status of the job to “Closed”. No further
changes can be made to the job (including costing or invoicing) but
the job can be archived, copied, or resubmitted as a new job.

— Send to Queue: Sends the job to Printgroove POD Queue for print-
ing (if you select this option you must have the Printgroove POD
Queue product and the user accounts between both applications
must be synchronized).

— Reassign to a person in your group: Allows you to reassign the tick-
et to another user in your Group.

— Select a workflow to send job to: Allows you to choose one of the
available Printgroove POD Guide Workflow options.

5 i you select [Reassign to a person in your group], select the person
from the drop-down list.

6 i you select [Select a workflow to send job to], select a Workflow from
the drop-down list.

7 Click [OK]. The [Details] screen returns and a message is shown in a
green bar to confirm that the request was successfully completed.

e Welcome priatshop Coordinator

[\Ne\come to Printgroove!

Details
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To assign the order to a Workflow:

1 Complete steps 1 and 2 described in “To continue processing the job:”
on page 4-7.

2 When you finish entering your order into a Standard Workflow, click
[Done]. The [Done] screen opens.

==

3 Select one of the on-screen options. The options are:

— Close the Job: Changes the status of the job to “Closed”. No further
changes can be made to the job (including costing or invoicing) but
the job can be archived, copied, or resubmitted as a new job.

— Send to Queue: Sends the job to Printgroove POD Queue for print-
ing (if you select this option you must have the Printgroove POD
Queue product and the user accounts between both applications
must be synchronized).

— Reassign to a person in your group: Allows you to reassign the tick-
et to another user who is assigned to the same Node.

— Select the next group to send job to: Allows you to choose the next
Node.

4 When you select [Reassign to a person in your group], select the per-
son from the drop-down list.

5  When you select [Select a workflow to send job to], select the next
Node from drop-down list.

Done

Printgroove POD Guide 4-9



4

[Details] Screen Operations

6 When you select a Node to which multiple users are assigned, select
the user you want to reassign the job to from the [Select a user] drop-

down list.

..........

7 cClick [OK]. The [Details] screen returns and a message is shown in a
green bar to confirm that the request was successfully completed.
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44 Print a Job Ticket

If you have the appropriate Role, you can print a Job Ticket. A printed copy
of the job ticket is useful as a tangible confirmation of the print job and its
settings.

N...

Note
By default, “psc”- and “appadmin”-level users can print Job Tickets.

To print a Job Ticket:

1 From the [Inbox] list or the [Browser] list, click the job for which you
want to print a hard copy. The [Details] screen opens.

2 Click [Print] to open a printable view of the job ticket.

Ele Edt Vew Hgoy fookmas ook Heb

= Pintgroove POD GUIDE ) https://192.16..mode=viewsad=7 (3

S PrintShop

of

Job Number: KM_7
Job

Joh Narme 4D 200708
Due Date 7/30/2007 6:26 PM
Estimate  Estimate Requred

Date Submitted

P

7/12/2007 6:33 PM

Files
T XvZ_ad200708, pdf
Delvery | Uplosd

Options

Copies
Copies 5000

Coatalan ~

3 Select [File] - [Print] to print a hard copy of the job.
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4.5 Track an Order
If you have the appropriate Role, you can track jobs as they are processed.

When you add to Tracker, the [Tracker] list on your Home page displays the
first ten jobs that are being tracked. Each can be viewed separately. You can
track the order status of these jobs from processing to completion by looking
at the Home page.

N

Note
— By default, “psc”- and “appadmin”-level users can track orders.
— You can also receive automatic notification when a job’s status
changes. See “Subscribe/Unsubscribe to Orders” on page 4-15.
— You can view order history. See “View Order History” on page 4-16.
—  You can view the working history of a processing order. See “Time
Recording” on page 4-51

4.5.1 Track/Untrack Order
To track/untrack an order:

1 From the [Inbox] list or the [Browser] list, click the job you want to add
to Tracker. The [Details] screen opens.

2 Click [Track]. A message is shown in a green bar to confirm that the re-
quest was successfully completed.

yVelcome to Printgroove!

e

B Details

4 Catalog

6 iling
7hotes.

S ntemal

— Once ajob is added to Tracker, the menu option will change to [Un-
track] to allow you to stop tracking the job, as required.

— Once ajob is deleted from Tracker, the menu option will change to
[Track] to allow you to start tracking the job, as required.
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4.5.2 View the [Tracker] List

Display your Home page by clicking [Home]. Click [Tracker] to display all
tracked jobs. For each job the [Date], [Due Date], [Ticket #], [Job Name],
[Customer], [Owner], [Status] and [Payment] values are displayed.

4,5.3 Search Tracked Orders

When [Tracker] is displayed, you can search for a specific job or narrow the
list down to jobs containing common characteristics.

To search tracked orders:

1 On your Home page, click [Main] - [Tracker] to display the complete list
of all orders being tracked.

2 Enter data in one or more search fields at the top of the page.

Date & Due Date: Clicking the Calendar icon to the right of [Date]
opens a calendar of the current month. Clicking on a day of the
month will select that day as the search criteria. To return to the cur-
rent date, click [Today] and use the directional arrows to change
months or years.

Ticket: To search for one specific Job Ticket number, type that
number into this field.

Job: To search for one or more specific Job(s) by name, type the
name of the job in this field. Adding a wildcard (*) to this field will
broaden the search within the job name field.

Customer: To search for one or more specific job(s) by Customer
name, type the name of the customer in this field. A wildcard char-
acter (*) may be used in this field also.

Owner: To search for one or more specific job(s) by Owner name,
type the name of the owner in this field. A wildcard character (*) may
be used in this field also. For a job the Status of which is [Closed],
however, no search can be made with the Owner.

Printgroove POD Guide 4-13



[Details] Screen Operations 4

— Status: This filter confines a search to the Status definition selected
from a drop-down menu.

— Payment: To search for jobs that have a particular Payment Status,
select a value from the drop-down menu.

— Leaving all fields blank will not restrict the search. As a result, all as-
signed jobs will be displayed.

3 Click [Enter]. All jobs that meet the specified criteria are displayed.

N...

Note
Clicking [Clear] eliminates all values specified in search fields.

4.5.4 View Details of Tracked Orders

You can access the details of orders being tracked via the following lists:
e The [Tracking] list on your Home page

e The [Tracking] list on the [Tracking] screen

e The list of retrieval results on the [Tracking] screen

Click any order you want to review. The [Details] screen opens.

o WelcoOme prinshop Coordinator

Click the blue heading bar of section you want to view to expand the section
and view the setting details.
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4.6

Subscribe/Unsubscribe to Orders

If you have the appropriate Role, you can subscribe to a job. When you sub-
scribe to a job, Printgroove POD Guide will automatically send you a notifi-
cation e-mail message whenever the status of the job ticket to which you
have subscribed changes.

Once you have subscribed to a job, the menu option will change to [Unsub-
scribe] to allow you to unsubscribe and stop receiving e-mails about the job.

N...

Note

By default, “psc”- and “appadmin’-level users can set auto-notify.
You can track a processing order. See “Track an Order” on

page 4-12.

You can view order history. See “View Order History” on page 4-16.
You can view the working history of a processing order. See “Time
Recording” on page 4-51.

To subscribe/unsubscribe to orders:

1

2

From the [Inbox] list or the [Browser] list, click the job to which you want
to subscribe. The [Details] screen opens.

Click [Subscribe]. A message is shown in a green bar to confirm that it
will start successfully.

o Welcome pristshop Coordinator

[Welcome to Printgroove!

Details

8 Intemal

Once you have subscribed, to a job the menu will change to [Un-
subscribe] to allow you to unsubscribe and stop receiving notifica-
tion e-mails about the job.

Once unsubscribed, the menu will change to [Subscribe] to allow
you to start receiving notification e-mails about the job.
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4.7 View Order History

If you have the appropriate Role, you can view the history of an order. Job
history notes all the steps of the job that are completed including the current

step, and includes time stamps, status values and other relevant information
about these steps.

...

Note

— By default, “psc”- and “appadmin’-level users can view order his-
tory.

— You can track the placed order. See “Track an Order” on
page 4-12.

— You can subscribe to a job and receive information about the job
each time its status changes. See “Subscribe/Unsubscribe to Or-
ders” on page 4-15.

—  You can view the working history of an order. See “Time Recording”

on page 4-51.

To view an order’s history:

1 From the [Inbox] list or the [Browser] list, click the job whose history you
want to view. The [Details] screen opens.

2 Click [History]. The [History] screen opens. It lists the [Date], [Name],
[Event], [Status], [Scope] and [Description] for each listed process.

Welcome to Printgroove!
History

3 Toreturntothe [Details] screen, click [Details].

Printgroove POD Guide 4-16



[Details] Screen Operations 4

4.8

Add a Note

If you have the appropriate Role, you can add a note to the job ticket. The
note will be added to the Notes section of the job.

N...

Note
By default, “psc”-level users can create notes.

To add a note:

1 From the [Inbox] list or the [Browser] list, click the job to which you want
to add a note. The [Details] screen opens.

2 Click [Add Note]. The [Add a Note] screen opens.

3 Entertextin the [Note] field.

4 Selecta [Note Type] radio button:

— Internal: Internal notes are visible to anyone with access to this job
except the customer.

— Public: Public notes are visible to anyone with access to this job in-
cluding the customer. As an internal reprographics department us-
er, you also have the option to send a Note to an external user
address via e-mail.

5 i you select [Internal] and want to send a copy of this message to an
external user via e-mail, enter the e-mail address in the [External E-
mail] field.

6  Click [Add]. The [Add a Note] screen closes.
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4.8.1 View a Note
To view a note:

1 From the [Inbox] list or the [Browser] list, click the job ticket whose Note
you want to view. The [Details] screen opens.

et Welcome suso

Welcome to Printgroove!
i3 Default Order - All Fields Ticket: KM_10
Details imated Cost: $98.69

e pcapad ———

Printgroove Queue
Vi scn

AU GG Pease ke scaced e

Mol GURORGS6PM  oe Ussscaend oot o e b rameh 10
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4.9 Add/Remove a File

The [Add Files] menu option is only available when the job ticket type is

Standard Order. This function is not available for Quick Orders. See “Edit a
File” on page 4-22 for details about modifying a PDF file attached to a Quick
Order. If you have the appropriate Role, you can upload additional files to a

job ticket and remove any uploaded files from a job ticket.

N

Note

— By default, “psc”-level users can add /remove files.

— Ifnative files are uploaded to the job, you can convert them to PDF.

See “Convert a Native File to PDF” on page 4-25.

— You can view and download all uploaded files. See “Download

Files” on page 4-27.

To add a file:

1 From the [Inbox] list or the [Browser] list, click the job to which you want

to add files. The [Details] screen opens.
— Click [Add Files]. The [Warning - Security] pop-up opens:
X

Warning - Security

want to continue?

Name: 150.16.239.203

Publisher: ubuntugs. hb.bil.kanicaminolta.us

The web site's certificate cannot be verified. Do you

Yes

o

More Information...
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If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Yes] but-
ton. A second [Warning - Security] pop-up opens:

Warning - Security &‘

The application's digital signature cannot be verified.
Do you want to run the application?

Name: jupload
Publisher: TUpload

From: hitps://150.16.239.203

Run Cancel

[7] ] The digitalsignaturs cannot be varfied by a trustad source. Oniy

\a/  runffyoutrust the origin of the application. B

If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Run] but-
ton. The [Upload Files] screen opens:

Name | Size | Dirsctory | Modified |Readal

\ [ |

puplnan applet V4.0.0 [SVN-Rev: ${svn.revision.max}]
Click the [Browse] button, navigate to the file(s) you want to upload,
select them then click the [Open] button. The files appear in the
[Upload Files] screen main panel. You may upload up to ten files.
The maximum file size is 2 GB. If multiple files are added and all are
larger files, performance may be significantly reduced. A combine
file size of 5 GB or less is recommended for optimal performance.
Once the files are selected, click the [Upload] button. A progress
bar will track the upload process (in the case of larger files, it may
take a little longer for the progress bar to appear). If you click the
[Stop] button, the upload is stopped and you return to the previous
step above.

When the files are uploaded, the progress bar will inform you that
the task is complete. Click the [Back] button to close the [Upload
Files] pop-up.

The uploaded files will appear on the Printgroove POD Guide
screen.
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To remove a file:

1 From the [Inbox] list or the [Browser] list, click the job from which you
want to remove files. The [Details] screen opens.

2 Click the blue heading bar of the [Files] section to view the details.

Profe (D b3 Lo

Welcome to Printgroove!
Details

] 5

3  Clickthe [Preview] icon to see the first page of the selected document.
This icon only appears for PDF files. If you want to view the full PDF file
or any other type of file, see Steps 4-9 of “To view or download the
files:” on page 4-27. If the PDF file is password protected, Printgroove
POD Guide cannot open the file. A pop-up message will inform you if

this situation occurs.

4 Click the [Delete] icon to the right of the uploaded file you want to de-
lete. A confirmation message opens.

b

5  Click [OK] to delete the order. A confirmation message opens.

6 Click [OK].
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4.10 Edit a File

The [Edit Files] menu option is only available when the job ticket type is Quick
Order. This function is not available for Standard Orders. See “Add/Remove
a File” on page 4-19 for details about modifying files attached to a Standard
Order.

If you have the appropriate Role, you can delete the PDF file attached to a
Quick Order then Upload a new PDF file to the job ticket.

N...

Note
By default, “psc”-level users can add /remove a PDF file to a Quick Order.

To remove a PDF file:

1 From the [Inbox] list or the [Browser] list, click the job to which you want
to remove the PDF file. The [Details] screen opens.

2 Click [Edit Files]. The [Select file(s) to upload] screen opens.

Welcome to Printgroove!

Details

3 Click the [Delete] icon to the right of the PDF file. A confirmation mes-

Sage opens.

4 Click [OK] to delete the file.

Printgroove POD Guide 4-22



[Details] Screen Operations 4

To add a PDF file:

1 From the [Inbox] list or the [Browser] list, click the job from which you
want to add files. The [Details] screen opens.

— Click [Edit Files], then click [Upload]. The [Warning - Security] pop-
up opens:

Warning - Security E‘

The web site's certificate cannot be verified. Do you
want to continue?

Name: 150.16.239.203

Publisher: ubuntugs. hb.bil.kenicaminelta.us

w T e e by srsare T

— If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Yes] but-
ton. A second [Warning - Security] pop-up opens:

Warning - Security E\

The application's digital signature cannot be verified.
Do you want to run the application?

Name: jupload
Publisher: JUpload

From: https://150.16.239.203

Run Cancel

Q‘J The digital signature cannot be verified by a trusted source, Only P S

run if you trust the arigin of the application.
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If you want to avoid this step in future uploads, select the [Always
trust content from this publisher] checkbox then click the [Run] but-
ton. The [Upload Files] screen opens:

Name | size | Directory | Modified |Readal

\ v \
\ o |

Upload applet V4.0.0 [SVN-Rev: ${svn.revision.max}]
Click the [Browse] button, navigate to the PDF file you want to up-
load, select it then click the [Open] button. The file appears in the
[Upload Files] screen main panel. You may only upload a single
PDF file. The maximum file size is 2 GB.

Once the file is selected, click the [Upload] button. A progress bar
will track the upload process (in the case of larger files, it may take
a little longer for the progress bar to appear). If you click the [Stop]
button, the upload is stopped and you return to the previous step
above.

When the file is uploaded, the progress bar will inform you that the
task is complete. Click the [Back] button to close the [Upload Files]
pop-up.

The uploaded file will appear on the Printgroove POD Guide screen.
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4.11

Convert a Native File to PDF

This function is not available if the order is a Quick Order. If you have the ap-
propriate Role, you can convert native files uploaded to a job ticket into PDF
files. You must also have the Printgroove POD Diriver installed on your PC for
this function to work. (See the Printgroove POD Driver User’s Guide for de-

tails.)

N

Note
— By default, “psc”-level users can convert native files to PDF files.

— You can preview uploaded PDF files and download all uploaded
files. See “Download Files” on page 4-27.

To convert a file:

1 From the [Inbox] list or the [Browser] list, click the job that contains the
file(s) you want to convert to PDF. The [Details] screen opens.

2 Click the blue heading bar of the [Files] section to view the details.

Welcome to Printgroove!
Details
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3 click [To PDF] to convert the native file to a PDF file. A pop-up window
displays the progress. After conversion completes, the PDF file is add-
ed to Printgroove POD Guide.

=3 & Welcome printstiop Coordinator
b,
Welcome to Printgroove!
Default Order - Al s Ticket: KH_7
a 3 e /18/2008 K047
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P i
7sowunn
w0
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swiwres
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. Snusene
] saunnus
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. Printgroove Quene.
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4.12 Download Files

If you have the appropriate Role, you can view uploaded files and download
all uploaded files.

N...

Note
— By default, “psc”-level users can download files.
— Ifnative files are uploaded to the job, you can convert them to PDF.
See “Convert a Native File to PDF” on page 4-25.

To view or download the files:

1 From the [Inbox] list or the [Browser] list, click the job that contains the
file(s) you want to view or download. The [Details] screen opens.

2 Click the blue heading bar of the [Files] section to view the details.

Welcome to Printgroove!
Details

Default Order - Al Felds Ticket: kKM_7 &

i ga

] 9

3 Clickthe [Preview] icon to see the first page of the selected document.
This icon only appears for PDF files. If the PDF file is password protect-
ed, Printgroove POD Guide cannot open the file. A pop-up message
will inform you if this situation occurs. If you want to view the full PDF
file or any other type of file, continue to Step 4.

o
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4 Click the [i] icon to the right of the file you want to view or download.
The [File Versioning] pop-up window opens.

File Versioning &

Version Date Modified Who Download

L S—— o EY

5 To download, click the green download arrow icon. The [Opening] pop-
up window opens.

6 Select [Open with] or [Save to disk].

7 i you select [Open with], specify the application you want to use to
open the file from the drop-down menu.

8 i you want set this application as the default for this function, check
[Do this automatically for files like this from now on].

9  click [OK]. After a few moments, the browser will attempt to download
the selected file. The [Opening] pop-up windows closes and the [File
Versioning] pop-up window reappears.

— In some cases, additional pop-up windows appear for downloads.

10 Click the close icon to return to the [Details] screen.
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4.13 Edit a Job Ticket

If you have the appropriate Role, you can edit Job Tickets.

N...

Note
— By default, “psc”-level users can edit a Job Ticket.
— You cannot edit a Job Ticket until after it is accepted.
— In the case of the job ticket type being the quick order, [Edit Files]
/s used to delete the PDF file for uploading.

To edit a Job Ticket:

1 From the [Inbox] list or the [Browser] list, click the job you want to edit.
The [Details] screen opens.

2 Click [Edit]. The [Edit] screen opens.

9 printgroove POD GUIDE - Mozilla Firefox
Fle Edt Vew Hgory Boohmas ook e

Welcome to Printgroove!
Edit

Estimate:

2Files
30ptions
4 Catalog

5 Shipping,

6Billing

Tinternal

Printgroove Queve

WWWWWW

nnnnn

3 Edit the sections that should be changed according to the procedures
described in “Placing an Order” on page 3-2.

4 ifanativefileis uploaded in [Files] section and needs to be converted
to PDF, See “Convert a Native File to PDF” on page 4-25.
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5  After completing all of the sections that are pertinent to your job, click
[Update Order] to update the job.

) Printgroove POD GUIDE - Mozilla Firefox @&
fie Gk Yew oy Gomsls Dok e

Ticket:KM_5

August - 2007

S678amn
21856 B
BRuRBUS

‘Printgraove Quene
e bz
w ritrs

§5 Pringrowe.

— If all the necessary data has been entered properly, a green-check-
mark-in-a-circle icon will appear to the left of each section and a
Job Saved message will appear.

— If there is an error or omission in the job ticket, a red-X-in-a-circle
icon will appear to the left of the section that requires modification.
The job is rejected and a “Your job did not pass validation. Please
correct all errors and try again.” message will be displayed in an or-
ange bar below the sections. Once errors or omissions have been
corrected, the job can be resubmitted by clicking [Place Order]
again.

6 Toreturntothe [Details] screen, click [Details].
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4.14 Add an Internal Service

If you have the appropriate Role, you can add Internal Services to an order.

N...

Note
— By default, “psc”-level users can add Internal Services to an order.
— Intemnal Services are defined by the Application Administrator. See
“Internal Service” on page 9-27.

To add an Internal Service:

1 From the [Inbox] list or the [Browser] list, click the job to which to want
to add an Internal Service. The [Details] screen opens.

2 Click [Edit] or [Costing]. Then click the blue heading bar of the [Internal]
section to view the details.

Welcome to Printgroove!
Edit

3 Click [Add Service]. The [Add Internal Service] screen opens.

Add Internal Service

Internal Service

Select the internal service you would ke to add to the job and enter the quantty of Lnits. You can override the
costby changing the value in the calaulated figld, WWhen you are finished, dick save.

Internal Service | Awork ¥

quansy [0 | b

Rate $25.00 [ hour

Cost [0.00

4 Select the Internal Service you want to add from the [Internal Service]
drop-down menu.

5  Enteravalue in the [Quantity] field. The [Cost] value will be calculated
automatically.
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6  Click [Save]. The [Add Internal Service] screen closes. The Internal
Service is added to the table and a confirmation message is shown in
a green bar, confirming that the service was saved.

[0t “togott

Welcome  printshop Coordinator

= s
b

Welcome to Printgroove!
Details

Defaut Order - Al Felds Ticket: KM_6 &

30ptions
4Catalog
5 Shipping
6iling
Motes

Sinteral
Serica Qv R Com(s) Dae Mamber.
Ak 2 O®fMew N0 GURNSISIAM  Pashop Coouanr

Total Cost: 217.25 ($)

N...

Note
To change the cost of an Internal Service you’ve added, follow the same

procedures mentioned above but just modify the [Quantity] value on the
[Add Internal Service] screen.

Printgroove POD Guide 4-32



[Details] Screen Operations 4

4.15 Costing

This option is only available if the order is a Standard Order. If you have the
appropriate Role, you can calculate the cost of an order.

N...

Note

— By default, “psc”-level users can calculate the cost of an order.

— The cost of individual options is set by the Application Administra-
tor. See “Printing Service” on page 9-19.

- You cannot calculate the cost of an order until after the order is ac-
cepted.

To calculate the cost:

1

2

From the [Inbox] list or the [Browser] list, click the job for which you
want to calculate the cost. The [Details] screen opens.

Click [Costing]. The [Costing] screen opens.

*ior Welcome printshop Coordinator

Welcome to Printgroove!

Defaut Order - A
Costing

s0b Satussicessd

f— E .
Dests 130b1

ustomer Info

In the [BW Pages Per Copy] text box, enter the number of BW pages in
the original PDF file. In the [Color Pages Per Copy] text box, enter the
number of Color pages in the original PDF file. Once values are entered
the cost is updated automatically.

— The cost is obtained by using the expression given below that em-
ploys the one-time cost, the price per copy and the price per page
set in the Price List.

— (One-time cost) + (Number of copies x Price per copy) + (Total
number of pages (Number of pages for one copy x Number of cop-
ies) x Price per page)

Printgroove POD Guide
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4

Additional costing fields are in the [Internal] section. Click the blue

P Treemene w4 o

e @y o B o e

Tarmes 657 preson
e A ¥ @

Aok 2 20

If you want to add a service click [Add Services]. The [Add Internal
Service] screen opens.

Select the Internal Service you want to add from [Internal Service] drop-
down menu.

Add Internal Service

Internal Service

Select the internal service you would ke to add to the job and enter the quantity of urits, You can override the
cost by changing the value in the calaulated field. When you are finished, cick save.

Imemal Service | Anwerk ~|

Quantity [0 | hour
Raie 52500 /howr

Com [0.00 |

o

Enter a value in the [Quantity] text box. The [Cost] will be calculated au-
tomatically.

Click [Save]. The [Add Internal Service] screen closes and the Internal
Service is added to the table.

If you need to adjust the cost of the order, the values in any of the live
fields may be modified. Fields that are grayed out are automatically cal-
culated by Printgroove POD Guide.

Printgroove POD Guide 4-34



[Details] Screen Operations 4

10 When complete, click [Update Cost]. The cost is updated and the [De-
tails] screen reappears.

4.16 Generate an Invoice

If you have the appropriate Role, you can generate invoice.

...

Note
— By default, “psc”- and “appadmin”-level users can generate an in-
voice.
— The Invoice Templates are created by the Application Administra-
tor. See “Predefined Invoice Template” on page 9-12.
— You cannot generate an invoice until costing is complete.

To generate an invoice:

1 From the [Inbox] list or the [Browser] list, click the job for which you
want to generate an invoice. The [Details] screen opens.

2 Click the blue heading bar of the [Billing] section to view the details.

‘Welcome  priastop Coordinator

Welcome to Printgroove!
Details
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3 Click [Generate Invoice]. The Invoice preview opens.

s

3R Configuration

Welcome to Printgroove!

Welcome  printshop Coordinator

JobTicketNo.

<  Printing Services
oo poy
123 Main Street
Anytown, USA 12345
INVOICE —
‘Shipping: Date: 6/17/2009
Heme 206 User
Address 1 12
Address 2
ary, state Zp iy, State1 12345
Phone/FAX 123-456-7890
Country us
Quantity Description Total
1| sovo0s 15200
Fil : documentoL.pdf
0 | Letterwhite 20
0 | Legal white 201
o |Ppencis
2 | awork 50.00
product Cost|
% Addtional cost 0,00
Group Discount__100]
Shipping 1000
Handing Cost[ 500
Rush Cost[___0.00]
Herd proaf Cost___0.00]
otes Adjusement[ 0.0 ]
undefined Tax]

Grand Total[_217.25

x5

Printgroove Quene

4 To print the invoice, click [Print Invoice] in the upper-right of the screen.
The [Print] screen opens.

5  Toretunto the [Details] screen, click [Return to the previous page] in

the upper-right of the screen. The [Details] screen reappears.
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4.17

Printgroove POD Guide Payment Procedures

If you have the appropriate Role, you can request and enter payment infor-
mation.

N...

Note
By default, “psc”-level users can request and enter payment information.

To request and enter payments for non-PayPal Standard orders

This applies to all Standard- type orders that do not have PayPal as the Bill-
ing Method.

Before you can request payment from the customer, you must first Create
and Accept an order. If the [Estimate Required] check box was selected
when the job was created, that step must also be completed.

Go to the Brows screen, locate the job and click it to open the job De-
tails screen.

Click Costing to open the costing menu.

In the [Options] section, enter values for the [BW Pages per Copy] and
[Color Pages per Copyj] fields.

Modify any additional costs, as required, then click [Update Cost]. The
[Customer Notification] pop-up screen opens:

Customer Hotification Options

Because this job does not require an estimate, you can request payment from the customer at this time.
Gptionally, you may submit an estimate to the customer.

Choase an option below to click 'CLOSE' to exit this windaw,

If the customer did not request an Estimate, you may choose to send
one at this time by click the [Submit Estimate (Options)] button. Note
that this is not mandatory.
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6

8

If you select the option, the pop-up closes and an Estimate is sent to
the customer. If you do not select the option and click [Request Pay-
ment] see Step 8 below.

Once you receive the customer’s approval, return to the Browser
screen, locate the job and open the Details screen. Click the Billing row
to open it.

=3¢t WelcoOme prinshop Coordinator

=

Welcome to Printgroove!
Details

Defautt Order
Esti

5 PringFocee

Click the [Request Payment] button. If this is the first time that a request
is made, the Request Payment pop-up screen opens:

Request Payment

Once you request payment from the customer, you cannot make any changes to the prices in the
Costing section of this job ticket.

An e-mail requesting payment wil be automatically sent to the customer.

Are you sure you want to request payment from the customer?

As noted on the screen, if you continue with the request, the job ticket
pricing will be fixed and cannot be altered. If you agree to these condi-
tions, click [Yes]. An email is sent to the customer, requesting that they
pay for their order.

— Once you click [Yes] you cannot make changes to the [Costing]
section of the job.
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10

11

12

13

— The [Request Payment] button may be clicked as many times as re-
quired. Any clicks after the initial click will generate an email request
but till not open the pop-up screen. The timestamp will update to
reflect the latest request date.

A [Payment Received] button is added to the Billing section of the De-
tails screen. The [Payment Status] changes to [Awaiting Payment].

When payment has been received, reopen the Details screen for the
job, expand the Billing section and click the [Payment Received] but-
ton. The Payment Received pop-up screen opens:

Paymant Received [

ou are about to acknowledge payment for this job.

Once the job has been changed to "Payment Complete”, it cannot be changed back to “Anaiting
Payment”

Are you sure you want to continue?

If you want to change the status of the job to [Payment Complete], click
[Yes]. Once this is done the status cannot be reverted back.

The pop-up screen closes, The job Details no longer displays and pay-
ment buttons in the Billing section. The Status is noted as [Payment
Complete] and includes a date and time stamp.

To request payments for PayPal Standard orders

1

2

Go to the Brows screen, locate the job and click it to open the job De-
tails screen.

Click Costing to open the costing menu.

In the [Options] section, enter values for the [BW Pages per Copy] and
[Color Pages per Copyj] fields.
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4 Modify any additional costs, as required, then click [Update Cost]. The
[Customer Notification] pop-up screen opens:

‘Customer Hotification Options

Because this job doss not require an estimate, you can request payment from the customer at this tme.
Optionally, you may submit an estimate to the customer

Choose an option below to click 'CLOSE' to exit this window,

‘SUBMIT ESTIMATE (OPTIONAL)
REQUEST PAYMENT

closs

5 If the customer did not request an Estimate, you may choose to send
one at this time by click the [Submit Estimate (Options)] button. Note
that this is not mandatory.

6 i you select the option, the pop-up closes and an Estimate is sent to
the customer. If you do not select the option and click [Request Pay-
ment] see Step 8 below.

7  Once you receive the customer’s approval, return to the Browser
screen, locate the job and open the Details screen. Click the Billing row
to open it.

Welcome to Printgroove!
Details

[S—1

S P
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Click the [Request Payment] button. The Request Payment pop-up
screen opens:

Request Payment =
Once you request payment from the customer, you cannot make any changes to the prices in the
Costing section of this job ticket.

An e-mail requesting payment will be autematicaly sent ta the customer.

Are you sure you want to request payment from the customer?

As noted on the screen, if you continue with the request, the job ticket
pricing will be fixed and cannot be altered. If you agree to these condi-
tions, click [Yes]. An email is sent to the customer, requesting that they
pay for their order.

The [Payment Status] changes to [Awaiting Payment]. Once the user
submits their payment to PayPal, the [Payment Status] will change to
[Verifying Payment]. This indicates that PayPal is processing the order.

When payment has been received, PayPal will inform Printgroove POD
Guide of this situation and [Payment Status] will change to [Payment
Complete] and will include a date and time stamp.

N

Note

Note that Quick Orders paid via PayPal do not require any intervention
from the Printgroove POD Guide operator. It is up tfo the customer to in-
ftiate the payment process via Printgroove POD Serve. POD Guide will
simply note the Payment Status of the job.

To request and enter payments for non-PayPal Quick orders

This applies to all Quick- type orders that do not have PayPal as the Billing
Method.

Since Quick orders provide real-time price quotes for a job, Estimate
and Costing phases are not required. And also, a mail requesting for
payment is automatically issued after an order is placed.

Locate the job and open the Details screen. Click the Billing row to
open it.
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When [Request Payment] is clicked, a mail is issued once again re-
questing the customer for payment for the order. And the date and hour
of [Last Payment Requested On] is also updated.

When payment has been received, reopen the Details screen for the
job, expand the Billing section and click the [Payment Received] but-
ton. The Payment Received pop-up screen opens:

Payment Received [
Yfou are about to acknowledge payment for this job.

Once the job has been changed to "Payment Complete”, it cannot be changed back to “Awaiting
Payment”,

Are you sure you want to continue?

If you want to change the status of the job to [Payment Complete}, click
[Yes]. Once this is done the status cannot be reverted back.

The pop-up screen closes, The job Details no longer displays and pay-
ment buttons in the Billing section. The Status is noted as [Payment
Complete] and includes a date and time stamp.

Limitations to Payment Status

There are two limitations to the Payment Status function. Descriptions of

each follow as well as suggestions for resolving these issues.

e |f the [Payment Status] is accidentally changed to [Payment Complete]
for a non-PayPal job and you wish to return the job to [Awaiting Payment],
duplicate the job then cancel the original. The copied job’s [Payment Sta-
tus] will be [Awaiting Payment] and the copy can be processed normally.

e |f a PayPal job with [Payment Complete] status is refunded back to the
customer, their is no [Payment Status] option to track this. To resolve this
issue, open the detailed view of the job and select [Add Note] from the
menu. On the screen that opens, enter information about the transaction
then click [Save]. You may then click [Done] and close the job. As an al-
ternative to the preceding option you may instead cancel the order.
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4.18

Shipping Details

If you have the appropriate Role, you can add and edit Shipping Details.
When Shipping Details are added, the can be accessed by the Printgroove
POD Serve and Guide users so that they may view the shipping providers up-
to-date shipping information.

For this feature to function properly, the sysadmin must set up the Shipping
Courier account to include the courier’s Tracking Link URL. Please see
“Shipping Option” on page 9-2 for details.

N...

Note
By default, “psc”-level users can add and edit Shipping Details.

To add shipping details:

From the [Inbox] list or the [Browser] list, click the job for which you
want to add shipping details. The [Details] screen opens.

Click [Shipping Details]. If no details are currently associated with the
job the Shipping Details (Add) screen opens:

Shipping Details (Add) 3|

hod  USPS - Priority Mail

ping Cost

In the [Tracking Number(s)] field, enter the tracking numbers associat-
ed with the job. If a tracking link URL has been entered for the service,
the tracking numbers will display as hyper-links that connect directly to
the courier’s tracking site. (See “Shipping Option” on page 9-2 for de-
tails about adding the link.) If there is not a tracking link, the values en-
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tered will still display for the Printgroove POD Serve/Guide users but
they will not be hyperlinked to the courier’s tracking site.

In the [Actual Shipping Cost] field, enter the exact shipping cost of the

job.

- NOTE:
The data in the [Actual Shipping Cost] field is for administrative use
only and is not displayed to the end-user/customer. This data is
provided so that the printshop can track the actual price of shipping
for each order. This data can be exported and accounting may then
compare the actual versus the charged shipping prices and modify
their standard pricing model, as required.

Click [Save]. When saved, the Shipping section of the job ticket will dis-
play a Shipping Tracking icon. This icon will also appear on the Home,
Browser, Archive, Inbox and Tracker screens. See “View Shipping
Tracking Information” on page 3-48 for details about using this icon.

To edit shipping details:

1

2

From the [Inbox] list or the [Browser] list, click the job for which you
want to edit the shipping details. The [Details] screen opens.

Click [Shipping Details]. If details are currently associated with the job
the Shipping Details (Modify) screen opens:

Shipping Details (Modify)

As required, modify the [Tracking Number(s)] and the [Actual Shipping
Cost] value.

Click [Save] to save the changes.
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To cancel a shipment:

1

2

From the [Inbox] list or the [Browser] list, click the job for which you
want to remove the shipping details. The [Details] screen opens.

Click [Shipping Details]. If details are currently associated with the job
the Shipping Details (Modify) screen opens.

If you wish to revert the Shipping Status of the job back to [Not
Shipped], click the [Undo Shipment] button.

A pop-up will open and ask if you wish to continue. If you click [Yes],
all [Tracking Number(s)] and [Actual Shipping Cost] values will be re-
moved.

Click [Save] to close the screen. All shipment information is cancelled
and an email is sent to the customer, informing them that the shipment
was cancelled.
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4.19 Print a Label

If you have the appropriate Role, you can print a shipping label.

N...

Note
By default, “psc”- and “appadmin’-level users can print shipping labels.

To print a shipping label:

1 From the [Inbox] list or the [Browser] list, click the job for which you
want to print a shipping label. The [Details] screen opens.

Welcome Printshop Coordinator

Welcome to Printgroove!

Details et: KM_6 Recent Notes/Files
BMan Estimated Cost: $401.50 720 a0 s
W7z oo,
§idobs [S— [y — Y - I T

Eetipivy
130b.

2ries
3 options
4 catalog
5 Stioping

This job wilbe shippedito the Following addresses

n  Optons Labets
seam Usps Py - 5000 v
i Labels
6 8iling
Thotes
lntemal
$=5 Printgrocw.
Lo e

3 Inthe [Label] field, enter the number of labels required.

4 Click [Print Labels]. The [Shipping Labels] screen opens.

Opening Shipping Labels- 2007070509295 pat (%)

‘ihat shoukd Firefox do vith tis le?

© Cpenwith | Adobe Reader 6.0 (defaut) v
©/savetotik

[ o this automatically for files i this from now an.

==

5  select [Open with] or [Save to disk].
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6 i you select [Open with], specify the application you want to use to
open the file from the drop-down menu.

7 i you want set this application as the default for this function, check
[Do this automatically for files like this from now on].

8 Click [OK]. After a few moments, the browser will download a printable
PDF file that contains the labels.

9 Open the file in Adobe Acrobat Reader and print the labels.
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4.20

Submit a Proof

If an external user has requested a proof in the [Job] section, you need to ei-
ther upload a proof file or provide them with a hard-copy. If you have the ap-
propriate Role, you can submit an electronic proof to the user who placed
the order.

...

Note
— By default, “psc”-level users can submit a proof.
— You cannot submit a Proof until the order is accepted.

To submit a proof:

From the [Inbox] list or the [Browser] list, click the job for which you
want to submit a proof. The [Details] screen opens.

Click [Submit Proof]. The [Submit Proof] pop-up window opens.

.........

If required, enter a note to the user who placed the order in the [Mes-
sage] field.

Select [Upload Proof file] then click [Browse] to display the [Select
file(s) to upload] screen. Select the proof file then click [Open].

— Ifyou select a file that does not currently appear in the [File] section
of the job ticket, it is added. If you select a file that has the same
name and extension as a file that currently appears in the [File] sec-
tion, the file is added as a new version. You can check for multiple
versions of a file by clicking the [i] icon the right of the job ticket in
the [File] section. If you need to verify if the selected file is the cor-
rect version, click on [the i] icon, then click on the green download
arrow on the [File Versioning] pop-up window. This will open the se-
lected file.
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— If more than one version of a file is attached, be sure to ask the cus-
tomer which version they want printed.

5  IfaHard Proof is required, select [Hard Proof / Handled Off-line].

6  Click [Send]. The [Details] screen reappears.

— Once the proof is submitted, the [Submit Proof] menu will be not
displayed on the [Details] screen.

Note
You cannot select [Submit Estimate], [Done], [Start/Stop] or [Status] until
you receive a reply from the customer.
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4.21 Submit an Estimate

If an external user has requested an estimate in the [Job] section and you
have the appropriate Role, you can send the estimate directly to the custom-
er via e-mail or include the estimate as part of the job ticket.

N...

Note
— By default, “psc”-level users can submit an estimate.
- You cannot submit an estimate until the order is accepted.
To submit an estimate:

From the [Inbox] list or the [Browser] list, click the job for which you
want to submit an estimate. The [Details] screen opens.

Click [Submit Estimate]. The [Submit Estimate] pop-up window opens.

Select [Send e-mail to Customer] to send them the estimate via e-mail.
Select [Show in Customer job ticket] to include the estimate as part of
the job ticket.

Click [Send]. The [Details] screen reappears.

— Once the estimate is submitted, the [Submit Estimate] menu will be
not displayed in the [Details] screen.

Note
You cannot select [Submit Estimate], [Done], [Start/Stop] or [Status] until
you receive a reply from the customer.
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4.22 Time Recording

Once an order is accepted, Printgroove POD Guide can be set to track the

amount of time it takes to process the job. If you have the appropriate Role,
you can activate time recording. Once activated, you can view the amount of
time spent on each task as well as the percentage of total time each task re-
quired.

N

Note

— By default, “psc”- and “appadmin”-level users can activate time re-
cording and view the tracking results.

— You cannot activate time recording until the order is accepted.

— In order to make use of the Time Recording function, jobs are nec-
essary to be allocated to the work flow.

— You can track the placed order. See “Track an Order” on
page 4-12.

— You can subscribe to a job and receive automatic e-mail notifica-
tions whenever the job’s status changes. See “Subscribe/Unsub-
scribe to Orders” on page 4-15

— You can view an order’s history. See “View Order History” on
page 4-16.

4.22.1 Start and Stop Time Recording
To start/stop time recording:

From the [Inbox] list or the [Browser] list, click the job for which you
want to start time recording. The [Details] screen opens.

Click [Start]. The [Start Time Recording] screen opens.

((((((
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4

3 click [Click to Start Time Recording] button. Time recording is activat-
ed and the [Details] screen reappears. A message appears in a green
bar to confirm that time recording started successfully.
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— Once time recording starts, the menu changes to [Stop] to allow
you to stop the recording time.
— Once recording is stopped, the menu changes to [Start] to allow
you to start time recording.
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4.22.2 View Work History

To view work history:

1 From the [Inbox] list or the [Browser] list, click the job whose work his-

tory you want to view. The [Details] screen opens.

2 Click [Work History] to view the details.

Welcome to Printgroove!
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3 Toretuntothe [Details] screen, click [Details].
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4.23

Change Status

Once an order has been accepted, you may manually modify the status of a
job if you have the appropriate Role. You may also modify who can view the
status, making it either Public (viewable by all users) or Private (viewable by
the reprographics department users only).

...

Note

— By default, “psc”-level users can edit a job’s status.

— The [Status] options are, initially, default values provided by Print-
groove POD Guide. These values may be modified if the Applica-
tion Administrator adds workflows and nodes for which new status
events are defined.

To change a job’s status:

From the [Inbox] list or the [Browser] list, click the job for which you
want to change its status. The [Details] screen opens.

Click [Status]. The [Change Status] pop-up window opens.

From the [Change Status To] drop-down, select the new status you
wish to apply.

Select a [Make Status] radio button: Public (viewable by all users) or
Private (viewable by the reprographics department users only).

Click [Save]. The new status is displayed in the [Job Status] field.
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4.24 Archive/Unarchive an Order

If you have the appropriate Role, you can archive or unarchive an order.
However, this can only be done after the order is closed.

N...

Note
— By default, “psc”-level users can archive/unarchive an order.
— You can also archive an order by changing the job’s status. See
“Change Status” on page 4-54.
- You cannot archive an order until the order is closed.
— TAn Archived order can be viewed on the [Archive] screen. See
“View Archived Order ([Archive] Screen)” on page 3-27.

To archive/unarchive an order:

1 From the [Inbox] list or the [Browser] list, click the job you want to Ar-
chive. The [Details] screen opens.

2 Click [Archive]. The order is archived and a message is shown in a
green bar to confirm that it was archived successfully.

¢ioe Welcome prinshop Coordinator

yVe!come to Printgroove!

y Default Order - Al elds Ticket: KM_1
Details -

— Once [Archive] is selected, the menu changes to [Unarchive] to al-
low you to unarchive the job.

— Once [Unarchive] is selected, the menu changes to [Archive] to al-
low you to archive the job.
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4.25 Cancel an Order

If you have the appropriate Role, you can cancel an order. However, this can
only be done after the order is closed. Once a job is cancelled, it is automat-
ically deleted two days later. After that time, it cannot be restored.

N...

Note
— By default, “psc”-level users can cancel/restore an order.
- You cannot cancel an order until it is accepted.
— The cancelled order can be viewed on the [Browseg] screen. See
“View All Orders ([Browser] Screen)” on page 3-25.

To cancel an order:

1 From the [Inbox] list or the [Browser] list, click the job you want to can-
cel. The [Details] screen opens.

2 Click [Cancel]. The [Cancel] pop-up window opens.

Cancel ]

Cancel

3 Click [Yes]. The order is canceled and a message is shown in a green
bar to confirm that it was successfully canceled.

yVeIcome to Printgroove!

Details

2Fikes
3 Options
4Catakog

5 Shipping
68iling

— Allfiles including the history of the selected job will be removed
from Printgroove POD Guide according to the system schedule.
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4.26 Restore a Canceled Order

If you have the appropriate Role, you can restore an order. However, the
amount of time a cancelled order remains available for restoration is deter-
mined according to the system schedule. If the job has been permanently re-
moved, it cannot be restored.

...

Note
— By default, “psc”-level users can restore a canceled order.
— Acancelled order can be viewed on the [Browse] screen. See “View
All Orders ([Browser] Screen)” on page 3-23.

To restore a canceled order:

1 From the [Inbox] list or the [Browser] list, click the job you want to re-
store. The [Details] screen opens.

2 Click [Restore]. The order is restored and a message is shown in a
green bar to confirm that it was successfully restored.

Welcome to Printgroove!
We

Details
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4.27

Delete an Order

If you have the appropriate Role, you can delete an order. However, this can
only be done after the order is closed. Once a job is deleted, it is automati-
cally deleted, you no longer have a record of the job in your system. If you
delete a job that contains billable expenses, you will need to find a different
way to track those expenses, if required.

N

Note
— By default, “psc”-level users can delete an order.
— You cannot delete an order until it is closed.
— Adeleted order can no longer be viewed in Printgroove POD Guide.

To delete an order:

From the [Inbox] list or the [Browser] list, click the job you want to de-
lete (it must be Closed). The [Details] screen opens.

Click [Delete]. A confirmation message opens.

Click [OK] to delete the order. The order is deleted and your Home
page reappears.
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4.28 Grab an Order

When a job has enters the Pool Node of a workflow and you are ready to
process the job, you can bring it to the next Node using [Grab].

N...

Note
— All infernal users can grab a job in Pool Node.
— For details about Pool Node, please refer to “Workflow” on
page 2-9 and “Node Settings” on page 7-2.

To grab the order:

1 Locate [Job Pool] at the upper-right of your Home Page.

ot (1)

e Welcome saror

Welcome to Printgroove!

Rvain InboX wama w00 | g sns
it e

Tracker

[rye—

2  Once you locate [Job Pool], click the name of [Job Pool], where the job
you want to grab for process is located. The selected [Job Pool] screen
opens.

Welcome suiror

Welcome to Printgroove!
Job Pool : Pool
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4

3 Fromthe [Job Pool] list, click the job name or ticket number you want

to process. The [Details] screen opens.
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4 Click [Grab]. A confirmation message opens. The job is moved to its
own Inbox. You may not work on the job. When finished, click [Done],

and the job is automatically moved to the next node.
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5

5.1

System Management

Printgroove POD Guide can report all jobs currently being processed and
provide a graphical representation of the current system. If necessary, Print-
groove POD Guide can send system-wide alerts. These functions can be
performed using the [Main] - [Reports], [Main] - [Statistics], or [Main] - [Send
Alert] menu on your Home page.

This chapter describes how to use these menus.

Reports

Use the [Main] - [Reports] menu on your Home page to generate a report of
jobs based on specified criteria. Both “psc”- and Application Administrator-
level Users can generate reports.

The [Reports] function can generate the following job reports and charts.
These will appear in the bottom portion of the screen (except where noted)
and may also be exported:

e All Jobs Report--a report of all the jobs in process

The All Jobs Report shows:
Job Number
Group/Dept

Job Name

Submitted Date

History

Priority

Status

Owner

Other report labels are self explanatory. The information provided in each of

these report varies:

e Open Jobs Report

Closed Jobs Report

Late Jobs Report

Rush Jobs Report

Archived Jobs Report

Job Activity Chart

Job Status Chart

Invoices - All - a comma separated values (.CSV) file of all invoices in the

system that meet the filtering criteria. (No on-screen display - must ex-

port the .CSV file to view)

e Invoices - Group - a comma separated values (.CSV) file of all invoices in
the system that meet the filtering criteria. (No on-screen display - must
export the .CSV file to view)
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e Job Work Flow Report - a.CSV file of all jobs data in the system that meet
the filtering criteria. (no on-screen display - must export the .CSV file to

view)
o Customized Report - a .CSV file of all jobs data in the system that meet
the filtering criteria. (no on-screen display - must export the .CSV file to

view)
e (atalog Items - all Catalog transactions in the system that meet the filter-

ing criteria.
The [Job Activity Chart] provides the following information:

open
8 oh Job Activity Chart
Generated from 0110110001 t0 05/08/2007
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The [Job Status Chart] provides the following information:

Welcome to Printgroove!

[l S coan ] vy ® [ = = 3 Recent Notes/Files

AT o View Al ot i
/ - " [-S— T -

2007
swrwres
Job Status Chart Diiis
senerated: Thursday, 26 05 2007 9:26:40 AM zousnon

Jobs EEEY
0 open-7
[ closed-1

. P

Printgroove POD Guide 5-2



System Management 5

To generate Reports:

1 On the Home page, click [Main] - [Reports]. The [Job Reports] screen
opens.

Welcome to Printgroove!
Job Reports

aaaaaaa

£ Prinegroove.

2 From the [Report Type] drop down, select a Report Type.

3 Ifthe [Invoice - Group] option is selected, a Primary User has to spec-
ified for at least one of the existing Groups. For information about this
setting, see “Create a Customer Group” on page 6-11.

4 Tofil [From Date] and [To Date], click the calendar to the right of the
field and select the dates.

— For [Job Activity Chart], the date range is limited to 12 months.
— [To Date] cannot be greater than today.
— For [Job Status Chart], a date range does not apply.

5  When you sort the report by options, select the option from [First Sort
By]. The option you selected will be the primary sort for the report.

— [Second Sort By] is only available if [First Sort By] is chosen. The
secondary sort is useful when the primary sort does not adequately
sort all of the jobs in the report. Jobs having the same date will not
be in any logical order.

Jobs having the same date can be sorted by [Job Name], [Priority],
[Status], or [Owner].

6 When “Customized Reports” is selected, the following options replace
the [Sort By] options: [Archived Jobs] check box, [Status] drop-down
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and [Priority] drop-down. The following functionality applies to these
options:

— The radio buttons “OR” and “AND” apply to the fields “STATUS”,
and “PRIORITY”.

— If Status is set to “Late” and Priority is set to “Rush”, and “OR” is
selected, then all Late jobs and all Rush jobs will be selected.

— If “Archived Jobs” is selected, then only archived data will be se-
lected and Status will be unselectable.

7 Click [Generate]. The report will appear in the lower portion of the
screen (except as noted above).

8 i necessary, click [Download Report] to download. The Job Reports
screen opens.

9  Select [Open with] or [Save to disk].

10 when you select [Open with], select the application from the drop-
down menu.

11 you want do this automatically from now on, check [Do this automat-
ically for files like this from now on].

12 click [OK]. After a few moments, the browser will download a printable
PDF file or CSV file that contains the Report.
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5.2 Statistics

Click [Main] - [Statistics] on your Home page to view the Statistics screen.
The Statistics screen includes the number of users, the status of jobs, the
amount of HDD space used, and the status of the current system. By default,
both “psc”- and Application Administrator-level Users can use this feature.

© printgraove PO
Eo £ von

Welcome to Printgroove!

Statistic: Recent Notes/Files
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" Calendar < m»
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5.2.1 Users

The Users section displays bar charts as follows:

e Serve: Printgroove POD Serve users

o Guide: Printgroove POD Guide users

e Queue: Printgroove POD Queue users in the system.

& Users  [ewoetsi

r 4 Tora
- Thowan 2%

The top bar represents the total number of users.
The bottom bar represents the number of users logged on.

Click [View Details] to show the Users screen.
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5.2.2

5.2.3

524

Jobs

The Jobs section displays bar charts as follows:

e Total Jobs:Total number of jobs in the system

e Open: Total number of open jobs

e C(Closed: Total number of closed jobs

e Late: Total number of late jobs which were past their due date
e Rush: Total number of jobs submitted as Rush priority

e Proof: Total number of open jobs that requested Proofs

e Estimate: Total number of open jobs that requested Estimates

The Rush bar represents all open jobs submitted as rush priority.

Detail
Click [View Details] to show the Browser screen.

Systems

The Systems section shows how much HDD space has been used, and how
much is remaining.

,,,,,,,,,,,,,,,,,

Status

The Status section shows which modules of the application are running.
When Printgroove POD Printgroove POD Serve, Printgroove POD Guide,
and Printgroove POD Queue are running, a green light will be shown next to
the label. If any of these parts are not functioning, a red light will display. This
display may help prevent, fix, or identify problems within the application.
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5.3 Send Alerts

Use the [Main] - [Send Alert] menu on your Home page to send system-wide
alerts.

By default, both “psc”- and Application Administrator-level Users can use
this feature.

Alerts are messages that are displayed at the top of every page in Print-
groove POD Guide and Printgroove POD Serve.

To send an alert:

1 Click [Main] - [Send Alert]. The [Send Alert] pop-up screen opens.

Send Alert ]

55 duescari, 2 i)
o [672572007 855 00 ®
ros [777372007 055 m

Dekic

2 Tosendan Alert Message, type the message.

3 Click the calendar to the right of the [From] and [To] fields and select
the dates.

4 cClick [Save]. The alert will appear on all screens.

To cancel the alert, click [Delete].
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6

User Administration

This chapter describes User Administration functions. When logging in as a
user with appadmin-level permissions, that user must use Firefox as their
browser since Internet Explorer will not support appadmin-level functionality.

By default, only the Application Administrator can perform the following:
e Price List management

e Group management

e Role management

e User management

The Application Administrator can assign these administrator Roles to other
Users.

This table shows the default Roles and Permissions for Price Lists, Groups,
Roles, and Users.

Category | Permissions | Role “app_admin” Role “Printshop_coordinator”
Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-

vat vat
e e
User Ad- | Customer ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
min Group
CustomerUs-| ON | ON | ON | ON | - OFF| OFF| OFF| ON | OFF
ers
Printshop - ON | - ON | - - OFF| - OFF| -
Groups
Printshop ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
Roles
PrintshopUs-| ON | ON | ON | ON | ON | OFF| OFF| OFF| ON | OFF
ers
Configu- | Price List ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
ration
Note

For an overview of Groups, Roles and Users, see “Users, Group and
Roles” on page 2-2.
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6.1 Price Lists

A Price List is the location where the Application Administrator enters pricing
information. Once a Price List is created, it can then be assigned to a Group.
The Costing values applied to a print job, then, are determined by the Group
to which the submitting user belongs and the Price List assigned to that
Group. The assigned Price List is applied consistently to a job in both Print-
groove POD Serve and Printgroove POD Guide so that a job created in Serve
will have the same Price List applied to it when a Guide user accesses the
job (For Costing or Editing).

By default, only the Application Administrator can:
e Create a Price List

Edit a Price List

Duplicate a Price List

Delete a Price List

Search Price Lists

6.1.1 Create a Price List

Use [Configuration] - [Price List] on your Home page to create a new Price
List.

To create a Price List:

1 On your Home page, click [Configuration] - [Price List] and [New Price
List]. The [New Price List] screen opens:

2 There are six sections to the Price List: [Products], [Services], [Delivery
Types], [Internal Services], [Catalog Items] and [Special Pricing]. Before
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entering values in these sections, enter a name for the Price List in the
[Price List name] field.

— Once the name is saved it cannot be edited. If the name must be
changed, a new Price List must be created using the correct name
(see “Duplicate a Price List” on page 6-8).

o 2z o1 s

ne-time Price per copy  per page
0 = * =

3 The [Products] section of the screen lists all the Job Tickets stored in
Printgroove POD Guide. These are the Job Tickets created in the JT
Builder and used as the basic templates for orders processed through
Serve and Guide. Use the Products section to assign Copy and Color
pricing for each of these templates.

— The [One-time] column allows you to enter a one-time cost that is
applied to all jobs that use the Job Ticket. A value can be entered
in the [Price ($)] row. This will be applied to all BW jobs. If the [Color
Price ($)] and/or the [High Chroma Price ($)] check boxes are select-
ed, a [One-time] cost field is displayed and a value may be entered
there.

— The [Price per copy] and [Price per page] columns allow you to en-
ter a per copy and per page charge for BW, Color and High Chroma
jobs. Click the [+] sign to add pricing box columns. This is useful if
you provide discounted prices for higher numbers of copies. The
added boxes indicate the range values for discounts. When the cor-
rect number of columns are added, enter range values in the [Price
Scale] row. The default value of the first box is [1]. If you add a sec-
ond box and enter a value of 50, all jobs with 1 - 49 copies will be
costed based on the value entered under the [1]. Jobs with 50 or
more copies will be priced based on the value entered under the 50.
You may add up to 9 additional boxes.

— The [Price ($)], [Color Price ($)] and [High Chroma Price ($)] rows al-
low you to enter costing values for the page ranges. Select the

Printgroove POD Guide 6-3



User Administration 6

[Color Price ($)] and [High Chroma Price ($)] check boxes to activate
and set these options.

Welcome to Printgroove!
Services

One-time Price per copy  per page

r

[IERRRREAAN
HIRaRnnnn

4 The [Services] section of the screen allows you to enter costing values
for all the print-related settings (Paper Type, Cover Paper settings, Lay-
out, Binding, Punching, Trim, etc.). These values come from the Job
Tickets created in the JT Builder and used as the basic templates for
orders processed through Serve and Guide. These are the same Job
Tickets noted in the Products section.

— The [One-time] column allows you to enter a one-time cost that is
applied to all jobs that use the Job Ticket and the selected Service.

— The [Price per copy] and [Price per page] columns allow you to en-
ter a per copy and per page charge for selected services. Click the
[+] sign to add pricing box columns. This is useful if you provide dis-
counted prices for higher service volumes. The added boxes indi-
cate the range values for discounts. When the correct number of
columns are added, enter range values in the [Price Scale] row. The
default value of the first box is [1]. If you add a second box and enter
avalue of 50, all jobs with 1 - 49 copies will be costed based on the
value entered under the [1]. Jobs with 50 or more copies will be
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priced based on the value entered under the 50. You may add up
to 9 additional boxes.

o Welcome appiication Administator

Welcome to Printgroove!
ivery Types

UsPs ~ Priority Mail

Flat Rate Based on Order Amount (5)

5 The [Delivery Types] section of the screen lists all the Shipping Meth-
ods stored in POD Guide (all those created using Configuration -->
Shipping --> Methods). For each method, enter a Handling and a Ship-
ping cost policy.

Handling Cost: There are two costing options, both of which may
be used.

To charge a flat rate for all orders, enter a numeric value in the [Flat
Rate] column in the [Price ($)] row.

To charge based on the order amount, click the [+] sign to add pric-
ing box columns. When the correct number of columns are added,
enter range values. The default value of the first box is [1]. If you add
a second box and enter a value of 50, all jobs with an order amount
of 1 - 49 will be costed based on the value entered under the [1].
Jobs with an order amount of 50 or more will be priced based on
the value entered under the 50. You may add up to 9 additional
boxes.

Enter the cost for each range in the [Price ($)] row.

Shipping Cost: There are two shipping options, both of which may
be used.

To charge a flat rate for all orders, enter a numeric value in the [Flat
Rate] column in the [Price ($)] row.

To charge based on the order amount, click the [+] sign to add pric-
ing box columns. When the correct number of columns are added,
enter range values. The default value of the first box is [1]. If you add
a second box and enter a value of 50, all jobs with an order amount
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of 1 - 49 will be costed based on the value entered under the [1].
Jobs with an order amount of 50 or more will be priced based on
the value entered under the 50. You may add up to 9 additional
boxes.

- Enter the cost for each range in the [Price ($)] row.

w0 Welcome application Admiistrator

Welcome to Printgroove!

Internal Ser

6  The [Internal Services] section of the screen lists all the special services
stored in POD Guide (all those created using Configuration --> Servic-
es --> Internal). For each method, enter a [Price ($)] for the noted
[Units]. The Unit value is specified when the service is created.

7  The [Catalog ltems] section of the screen lists all the catalog items
stored in POD Guide (all those created using Configuration --> Servic-
es --> Catalog). For each catalog item, enter a [Price ($)] for the noted
[Units]. The Unit value is specified when the catalog item is created.

8 The [Special Pricing] section of the screen provides a location where
you may enter pricing components not included in the other sections.
Here you may enter a [Markup Cost], an [Additional Cost], a [Group Dis-
count], a [Rush Cost], a [Hard Proof Cost], an [Adjustment] value and a
[Tax] value. In all cases but [Tax] a percentage value and a flat numeric
value may be applied. Only a percentage value may be entered for the
[Tax] field.

9  When all the values are entered, click [Save]. The Price List is stored on
the [Price Lists] screen and can be assigned to any Group.
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6.1.2 Edit a Price List

Use [Configuration] - [Price List] on your Home page to edit a Price List.

To edit a Price List:

1 On your Home page, click [Configuration] - [Price List]. The [Price List]
screen opens:

Welcome to Printgroove!
Price Lists

2 Click the [Edit] icon to the right of the Price List you want to edit.

r.4

3 You may edit any values except the [Price List Namel]. If this is required,
use the “Duplicate a Price List” on page 6-8.

4 When complete, click [Save].
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6.1.3 Duplicate a Price List

Use [Configuration] - [Price List] on your Home page to duplicate a Price List.

To duplicate a Price List:

1 On your Home page, click [Configuration] - [Price List]. The [Price List]
screen opens:

et Welcome application Administator

Welcome to Printgroove!
Price Lists

2 Clickthe [Duplicate] icon to the right of the Price List you want to copy.

F—

® ]

3 Anexact duplicate of the [Price List] opens. The [Price List Name] field
is blank.

4 Enter a name and modify the values, as required.

5  When complete, click [Save].
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6.1.4 Delete a Price List
If you have the appropriate Role, you can delete a Price List.

You cannot delete a Price List that is assigned to a Group.
To delete a Price List:

1 On your Home page, click [Configuration] - [Price List]. The [Price List]
screen opens:

Welcome to Printgroove!
Price Lists

2 Click the [Delete] icon (trash box icon) to the right of the Price List.

b

3 Click [OK].
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6.1.5 Search the Price Lists

If you have the appropriate Role, you can search the Price Lists.

To search the Price Lists:

1 On your Home page, click [Configuration] - [Price List]. The [Price List]
screen opens:

et Welcome application Administator

Welcome to Printgroove!
Price Lists

2 Entersearch string in one or both of the search fields at the top of the
page.

3 Click [Enter]. All Price Lists that match your search criteria are dis-
played in the main screen.

— Click [Clear], to clear the data entered in the search fields.

Printgroove POD Guide 6-10



User Administration 6

6.2 Group Settings

A Group is a collection of Users who use the same Job Ticket Format, Ticket
Number format and Price List.

By default, only the Application Administrator can:
e Create Customer Groups

Edit Groups

Delete Customer Groups

Activate Groups

Search Groups

6.2.1 Create a Customer Group
Use [Users] - [Groups] on your Home page to create a new Customer Group.
You can add only Customer Groups.

The Printshop Group can be edited but cannot be created.

To create a Customer Group:

1 On your Home page, click [Users] - [Groups] and [New]. The [Customer
Group] screen opens:

1 Welcome to Printgroove!
Custome

2 Enter the name of Group in the [Group Name] field.

3 Enterthe description of the Group in the [Description] field.

— If you want invoices for this group sent only to the Group’s Primary
User instead of each individual submitter, put a check in the check-
box [Only Invoice Primary User] and select the name of the Group’s
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Primary User from the drop-down list. The name and address of the
Primary User will appear in the billing address section on any in-
voice generated for this Group.

— The Primary User setting must be selected for at least one Group in
order to generate an [Invoice - Groups] report. See “To generate
Reports:” on page 5-3 for details.

4 Alithe Job Ticket Templates that are stored in POD Guide appear in the
[Available Templates] box. Select a template and click the [>>] button
to move it to the [Templates to be Used] box. All Job Ticket Templates
that are moved to the [Templates to be Used] box will be available for
use by the members of the Group.

5 Select the Ticket Number format for the Group from [Ticket Number
Scheme].

6 Select the Price List to be used by this Group from [Price List].

7 you want POD Serve users in this Group to see a detailed cost break-
down of their Quick Orders, select the [Show detailed cost info to sub-
mitters] check box.

8 i you wish to assign a budget to this Group, click the [Budget] check-
box and enter the budget amount.

9  Click the checkbox [Show remaining budget amount to submitters].
When selected, the remaining budget appears as a dollar value at the
upper right of the [Details] screen of any selected job to which the
budget applies. If the remaining budget is less than $0.00, the dollar
value is in red.

10 ciick [Save]. The new group is created.

;& Welcome application Administator

Welcome to Printgroove!
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6.2.2 Edit a Group

If you have the appropriate Role, you can edit Groups.
You can edit Customer Groups and the Printshop Group.
To edit a Group:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

Welcome to Printgroove!
Groups

e v, s sunnDNs
s Gt s Hew PSR

s Welcome apptication Admiistrator

@) Welcome to Printgroove!
Customer Group

Bavain

§20bs e

Ravsers

licket Information

Use Templates

-

3 You may change a Customer Group Name or the Printshop’s Group
name.

4 You may change Description, Ticket Number Scheme and Price List.
You may select or deselect the [Only Invoice Primary User] checkbox
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and, if selected, change the [Group’s Primary] option. You may also se-
lect or deselect the [Detailed Cost Display] and [Budget] check boxes,
modify budget values and reset the Group Budget. (See “Enable De-
tailed Cost Display” on page 6-20 and “Reset the Group Budget” on
page 6-19 for details about these features.)

When you edit the Printshop Group, you can create and/or edit Roles
and Users all at once, as described below. When you are finished ed-
iting Roles and Users, this screen will reappear so you can continue ed-
iting the group.

— To create Roles, click [New] - [Roles] section and follow the proce-
dures described in “Create a Role” on page 6-21.

— To edit Roles, click the Role to edit from the Role list of [Roles] sec-
tion and follow the procedures described in “Edit a Role” on
page 6-28.

— To create Users, click [New printshop User] of [Users] section and
follow the procedures described in “Create Printshop Users” on
page 6-32.

— To edit Users, click the User to edit and follow the procedures de-
scribed in “Edit Users” on page 6-45.

When you edit a Customer Group, you can create and/or edit Users all
at once. When you are finished editing Roles and Users, this screen will
reappear so you can continue editing the group.

— To create Users, click [New Customer] and follow the procedures
described in “Create Printshop Users” on page 6-32.

— To edit Users, click the User to edit and follow the procedures de-
scribed in “Edit Users” on page 6-45.

Click [Save].
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6.2.3 Delete a Customer Group
If you have the appropriate Role, you can delete a Customer Group.
All Users and jobs belonging to the group are deleted.

You cannot delete a Group that has any open jobs.

N

Note
— You can deactivate a Group, instead of deleting it. See “Deactivate
or Activate a Group” on page 6-16.

To delete a Customer Group:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

Welcome to Printgroove!
Groups

>Payment cdonsh oo Tket
S0 thatther oder form s alorad o ther orderinghabis,

Preshop Grap

2 Click the [Delete] icon (trash box icon) to the right of the Group.

i

3 Click [OK].
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6.2.4 Deactivate or Activate a Group

If you have the appropriate Role, you can deactivate and/or activate Custom-
er Groups. Users belonging to the deactivated Group cannot use Printgroove
POD Serve until the Group is activated. You can only deactivate or activate
Customer Groups.

To deactivate or activate a Group:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

Welcome to Printgroove!
Groups

>>>>>

2 To deactivate, click the deactivate icon to the right of the Group.

3 7o activate, click the activate icon to the right of the Group.
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6.2.5 Search Group

If you have the appropriate Role, you can search for Groups.

To search for Groups:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

Welcome to Printgroove!
Groups

2 Entersearch string in one or more search fields at the top of the page.

3 Click [Enter]. A list of groups matching your search criteria appears.

— Click [Clear], to clear the data entered in the search fields.

N...

Note
— You can sort the column alphabetically by clicking on a column
heading. The sort affects all Groups in the list, not just those that
you can see on the screen. You can switch ascending order and de-
scending order by clicking the column again.
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6.2.6 Set Group Budget

If you have the appropriate Role, you can set budget amounts for Groups.

You can edit both Customer and Printshop Groups.

To set a group budget value:

1

On your home page, click [Users] - [Groups]. The [Groups] screen
opens.

s &tior Welcome application Administrator

Welcome to Printgroove!
Groups

20 that ther oder form s blored to ther o

Select a group and click the [Edit] icon. The [Ticket Information] page
opens.

Ticket Information
Use Templates

Avalable Templates

5]
[ shern remsining butger o suomimes

e ey

Click the [Budget] checkbox and enter the budget amount.

Click the checkbox [Show remaining budget amount to submitters].
When selected, the remaining budget appears as a dollar value at the
upper right of the [Details] screen of any selected job to which the
budget applies. If the remaining budget is less than $0.00, the dollar
value is in red.

Click [Save].
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6.2.7 Reset the Group Budget

If you have the appropriate Role, you can reset budget amounts for Groups.
You can edit both Customer and Printshop Groups.

To reset a group budget value:

1 On your home page, click [Users] - [Groups]. The [Groups] screen
opens.
Welcome to Printgroove!
Groups
2  Selecta group and click the [Edit] icon. The [Ticket Information] page
opens.
Ticket Information 1

Use Templates

Avalbie Templetes

S

| — R

Click the calendar icon then select the date on which you wish to reset
the Group’s Budget.

4 cClick [Reset Group Budget]. The reset date is saved. The Budget
amount will be automatically reset when that date is reached.
Printgroove POD Guide
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6.2.8

Enable Detailed Cost Display

If a POD Serve user orders a Quick Order type job, an [Estimated Cost] value
is provided. If the print shop prefers, it can make that cost a hyperlink. When
the user clicks the hyperlink, a detailed breakdown of the Quick Order job is

displayed.
If you have the appropriate Role, you can enable the display of this detailed
cost information.

To enable detailed cost display:

1 On your home page, click [Users] - [Groups]. The [Groups] screen
opens.

o Welcome appication Administrator

Welcome to Printgroove!
Groups

2  Selecta group and click the [Edit] icon. The [Ticket Information] page
opens.
Ticket Information

Use Templates

Avaisbls Templates

E 5 budget 1o submiers

[T @ resiGopsi

3 Click the [Show detailed cost info to submitters] checkbox.

4 Click [Save].
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6.3 Role Settings

Internal User Permissions are grouped as Roles, although the external User

Permissions are defined separately for each User.

A Role is set of Permissions that can be assigned to Printshop Users.

By default, only the Application Administrator can administrate Roles as fol-

lows:

Create Role

Edit Role

Delete Role

View details of Role

6.3.1 Create a Role

If you have the appropriate Role, you can create a new Printshop Role as fol-

lows:

To create a new Printshop Role:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen

opens.

Welcome application Administrator

Welcome to Printgroove!

Groups

2 Clickthe [Edit] icon to the right of the printshop Group. The [Printshop

Group] screen appears.

&
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3 Click [New] to open the [New Role] pop-up.

Printsho

Welcome to Printgroove!
p Group

[=sle=l

LS

— The New Role pop-up window consists of four sections: Main,

Jobs, User Administration and Configuration.

4 Enter the Role Name and Description.

Delete.

seean L
Actiate

ooo|f

oo

sehaan
secan O
sekearn;

5 In Main section, check the Permissions the new Role should have.

— Inbox: allows the User to view Inbox where incoming jobs arrive on
the User’s home page. If checked, [Main] - [Inbox] menu will be

available.

— View Tracker: allows the User to view Tracker where jobs can be
followed and watched on the User’s home page. If checked, [Main]

- [Tracker] menu will be available.

Printgroove POD Guide
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— Queue: allows the User to view the printing part of the Printgroove
software from the link displayed on the right side of page.

— Alert: allows the User to create and/or delete alert message dis-
played at the top of the screens of all Users. If checked, [Main] -
[Send Alert] menu will be available.

— Reports: allows the User to view graphical interpretations as well
as lists of jobs and general information about those jobs. If
checked, [Main] - [Reports] menu will be available.

— Statistics: allows the User to create, edit, delete and/or view Print-
groove status about Users, system usage, and jobs. If checked,
[Main] - [Statistics] menu will be available.

— At the blue heading bar of the section, there is a check box labelled
[Select All]. Checking it causes all of the boxes in the section to be
selected.

— At the bottom of the section, there is a row labelled [Select All].
Checking one of the boxes in this row causes all of the boxes di-
rectly above it to be selected.

Click [Continuel].

In the Jobs section, check the Permissions the new Role should in-
clude.

......

ooo|g

a

— Jobs: allows the User to create, edit, delete and/or view orders to
be sent to the Printshop Department. If checked, [Jobs] - [New]
(create), [Browse] (edit, delete, and/or view) menus will be available.

— Job Restore: allows the User to restore jobs that have been can-
celled but that have not yet been deleted from the system.

— All Jobs: allows the User to edit and/or view list of all jobs on
[Browser] screen.

— Generate Invoice: allows the User to preview Invoices. If checked,
[Generate Invoice] button on the Details screen will be available.
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— Ticket Printing: allows the User to print the ticket information filled
out when a job is submitted. If checked, [Print] (create) menu will be
available on the Details screen.

— Costing: allows the User to determine the cost for special printing
services. If checked, [Costing] (edit) menu will be available on the
Details screen.

— Notes: allows the User to append notes to a job. If checked, [Add
Note] (create) menu will be available on the Details screen.

— Files: gives the User permission to upload (create) and/or delete
the file uploaded for jobs. If checked, [Add Files] (create) menu and
/or [Edit] (create, edit, delete, and/or view) menu will be available on
the Details screen.

— Proof Generation: allows the User to create view a proof to show
User what final product will look like. If checked, [Submit Proof]
menu will be available on the Details screen.

— Add To Tracker: allows the User to track to follow and watch a par-
ticular job that will be included in the tracker. If checked, [Track]
menu will be available on the Details screen.

— PDF Conversion: allows the User to convert files from and to PDF.
If checked, [To PDF] button will be available on [Edit] screen.

— Internal Services: allows the User to create and/or view extra serv-
ices done by the reprographics department. If checked, [Add Serv-
ices] will be available on [Edit] screen.

— Quote: allows the User to create and/or view Quote to sent job to
a Customer before being submitted and accepted. If checked,
[Jobs] - [Quote] menu will be available.

— Archive: allows the User to create and/or view list of jobs that have
been closed and are no longer visible by anyone but those who
have Archive Permissions. If checked, [Jobs] - [Archive] menu will
be available.

— Subscribe To Job: allows the User to send an e-mail to the User
whenever the job ticket status changes. If checked, [Subscribe]
menu will be available on the Details screen.

— Status Change: allows the User to manually edit (change) the state
a job in, such as printing, shipping, graphics, proofing, etc. If
checked, [Status] menu will be available on the Details screen.

— At the blue heading bar of the section, there is a check box labelled
[Select All]. Checking it causes all of the boxes in the section to be
selected.

— At the bottom of the section, there is a row labelled [Select All].
Checking one of the boxes in this row causes all of the boxes di-
rectly above it to be selected.

Click [Continue].
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In the User Administration section, check the Permissions the new Role
should include.

o0 s} s} 8]
u} u} u} u}
u} u}
u} u} u}
u} u} u} u}
e it o o s} u] s}

Configuration ek O

(CCancel) (Bave )

— Customer Group: allows the User to create, edit, delete, view and/
or deactivate/activate Group comprised solely of Customers.

— Customer Users: allows the User to create, edit, delete, view and/
or deactivate/activate Customer Users that will be able to login to
the system.

— Printshop Groups: allows the User to edit and/or view Printshop
Department Group comprised of Printshop Department Users.

- Printshop Roles: allows the User to create, edit, delete and/or view
Roles assigned to internal Users with permission and options.

— Printshop Users: allows the User to create, edit, delete and/or
view Printshop Department Users that will be able to login to the
system.

— At the blue heading bar of the section, there is a check box labelled
[Select All]. Checking it causes all of the boxes in the section to be
selected.

— At the bottom of the section, there is a row labelled [Select All].
Checking one of the boxes in this row causes all of the boxes di-
rectly above it to be selected.

Click [Continuel].

Printgroove POD Guide 6-25



User Administration 6

In the Configuration section, check Permissions the new Role should
include.

Hew Role =

Role Name|

Jobs seectt [
User Administration Seece i [

Configuration Seeceati [

= 3
] o ] [m] a
- - o
O O O [m]
O (] ] [m] 3
[m] O [m] [m] O

— Admin Application: allows the User to edit the ability to log-in to
and edit the system administrator’s page.

— Shipping Methods: allows the User to create, edit, delete, view
and/or activate methods (e.g. Overnight, 2-Day, Regular, etc.) of
shipment.

— Shipping Labels: allows the User to edit labels to be used when job
is ready to be shipped.

— Payment Methods: allows the User to deactivate/activate meth-
ods by which the Customer can pay for the job (Cash, Purchase Or-
der, etc.).

- Invoice Templates: allows the User to edit the logo and address of
company to be used on each invoice.

— Printing Services: allows the User to create, edit, delete and/or
view different services for printing provided by the reprographics
department (binding, stapling, folding, coloring, etc.).

— Internal Services: allows the User to create, edit, delete and/or
view additional services provided by reprographics department
(spell check, etc.).

— Catalog Services: allows the User to create, edit, delete and/or
view items Customer can order from reprographics department
separate from a job.

— Price List: allows the User to create, edit, delete and/or view price
lists.

— Contact Details: allows the User to edit contact information for bill-
ing, sales, support, and reprographics department.

— Site Pages: allows the User to edit images and text for many pages
in the system.

— Advertisement: allows the User to edit advertisement seen on the
Customer’s login page.
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— Logo: allows the User to edit and/or view image displayed in top
left corner of all pages in the system.

— Ticket Number Formats: allows the User to create, edit, delete
and/or view number assigned to each job ticket.

— Ticket Builder: allows the User to create, edit, delete and/or view
Job Ticket that is used by all members of a group.

— Workflow Basic: allows the User to create, edit, delete, view and/
or deactivate/activate Workflow restricting the order processing
path.

- Workflow Advanced allows the User to create, edit, delete, view
and/or deactivate/activate Workflow allowing nodes to send jobs to
other nodes within the Workflow without restriction.

— Workflow Nodes: allows the User to create, edit, delete and/or
view locations where work is performed on jobs in a Workflow.

— Inventory Management: allows the User to track and modify in-
ventory values for all Catalog items.

— PayPal Support: allows the User to pay for a job using a credit card
through PayPal.

— Site Agreement: allows the User to edit website terms and condi-
tions.

— At the blue heading bar of the section, there is a check box labelled
[Select All]. Checking it causes all of the boxes in the section to be
selected.

— At the bottom of the section, there is a row labelled [Select All].
Checking one of the boxes in this row causes all of the boxes di-
rectly above it to be selected.

Click [Save].

...

Note
Click [Cancel], to cancel creating the Role.
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6.3.2 Edit a Role

If you have the appropriate Role, you can edit Printshop Group Roles.

N...

Note
You can ediit all Roles.

To edit a Role:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

o Welcome application Administrator

Welcome to Printgroove!
Groups

2 Click the [Edit] icon to the right of the printshop department Group.

r.4
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Welcome to Printgroove!
Printshop Group

Recent Notes/Files
Vi A ot/ Fiss
oer Calendar < H»

Ticket Information

Use Templates

At Tempies Terpines e sed
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]

— [Edit Role] pop-up window opens with four sections: Main, Jobs,
User Administration and Configuration.

4 Edit the Role Name and Description.

i
4
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View Trcker -
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Select all o
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User Administration Selec Al
Configuration sceate L]
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5 Inthe [Main] section, mark the Permissions the Role should include or
remove any marked values the Role should not include and click [Con-
tinue].

6 Inthe [Jobs] section, mark the Permissions the Role should include or
remove any marked values the Role should not include and click [Con-
tinue].
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7  Inthe [User Administration] section, mark the Permissions the Role
should include or remove any marked values the Role should not in-
clude and click [Continue].

8 Inthe [Configuration] section, mark the Permissions the Role should in-
clude or remove any marked values the Role should not include and
click [Continue].

9 When the selections are complete for the new Role, click [Save]. The
changed Role is saved.

— Click [Cancel], to cancel editing the Role.
— Click [Back] to return to the previous field.

6.3.3 Delete a Role
If you have the appropriate Role you can delete Roles.

...

Note
— You cannot delete default Roles.
— [fan active job is owned by a Role, it cannot be deleted.

To delete a Role:

1 On your Home page, click [Users] - [Groups]. The [Groups] screen
opens.

Welcome to Printgroove!
Groups

» e
<0 that the order form i aored ot

2 Click the [Edit] icon to the right of the Printshop Group.

&
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3 Click the [Delete] icon (trash box icon) to the right of the Role you want
to delete.

Welcome  application Admiistrator

Welcome to Printgroove!
Printshop Group 2 | Recent Notesies
Ve e
berir Calendar <& »
e ddonat Suna 2009
il e may st i e syt swrwrEs
General s esmnnn
R Configuration Gptiame [ Frwtms "
e — 2009
Ticket Information Sy
s
Use Templates i S
[re—
TNt e
s
==
Roles
o
asimn rsp———— 7
. z
s 7z

4 Click [OK].
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6.4  User Settings
To use Printgroove POD Guide, User accounts are necessary.

The Application Administrator defines both types of Users of the Printgroove
application: Internal (to the printshop) who uses the Printgroove POD Guide
or External (the Customer) who uses the Printgroove POD Serve.

By default, only the Application Administrator can administrate Users as fol-
lows:

e Create Users

Duplicate Users

Edit Users

Delete Users

View details of Users

Activate Users

Export and Import Users

6.4.1 Create Printshop Users

If you have the appropriate Role, you can create additional Printshop Users.
To create a Printshop User:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.
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2 Click [New Printshop User]. The [New Account] screen opens.

New Account

Welcome to Printgroove!

Recent Notes/Files
View ll ot

25 1
naARBHE
EEETEE)

= Pringroow

3 Enter the Username, Password, Secret Question and Secret answer.

The password has the following limitations:

The password must be a minimum of 7 characters

Numbers and symbols are allowed
The value is case-sensitive
Spaces are not allowed

4 Clickthe appropriate Role under [Available Roles] and click the double-
arrow [>>] move button to move the Role to the [Selected Roles] sec-
tion. To deselect one of the Roles, click the Role under [Selected Roles]
and click the other double-arrow [<<] move button.

5  Click [Preferences] to expand the display.

6 From [Preferences] - [Language], select the preferred language.

Instead of clicking the double-arrow [>>] move button, you can
drag the Role from one side to the other to select/deselect Roles.

7 Click [Continue].

Printgroove POD Guide
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8  Enter [First Name], [Last Name], [E-mail] and [Work] phone number of
the new User. [Home] and [Mobile] phone numbers are optional.

) Printgroove POD GUIDE - Mozilla Firefox
Fle Edt Vew Hstory Bookmars Tools

tep

=5 Wi Welcome application Adminisirator - T Al

Welcome to Printgroove!

New Account Recent Notes/Files
Eavan Show 1 e 1 Vi Al otesFls
b okshop. Calendar < W >
£ 30bs Ldend
2ok g - 2007
IS0 SMTWTFS
fausers e Iains
s aniinne
Groups Las Nare I 2nuBRTS
R configuration P — s

August 2007

sMTwT s
Phone Nommbers

oo ] se7es
2BuSEY s
[ ] I e
oo
Company

9 click [Continue].

10 The Company section is optional. You can enter this information at any
time.

) Printgroove POD GUIDE - Mozilla Firefox

Fle Edt Vew Hgory gooknarks Toos e

Welcome to Printgroove!

New Account Recent Notes/Files
B ‘Shous Al | Hide Al Wiew All Notes Fiks
Printshop Account Calendar <« W »
£30bs Calend
£j20 Sty 2007
[EEE SMTWTFS
&ausers — 13560
Ui 2BUBEXRTH
R configuration Department EEEY
oo SMTWTFS
L —
pBuBLDE
o swonnus
nonnws
o ]
P —
oy ]
S Pringgroow

Printgroove POD Guide 6-34



User Administration 6

11 When you have finished entering the account information, click [Save].
If you give the new User the Role to place an order, a [Confirmation]
pop-up window opens.

Confirmation

12 ciick [Continue] to set the shipping address and billing method.
—Or—
Click [Cancel] to end the process. The account cannot be used to cre-
ate orders until the shipping address and billing method are completed.

13 i you click [Continue], enter the required information, indicated by a
red asterisk.

14 7o use this Shipping Address as a default, check [Set as defauli].

9 Printgroove POD GUIDE - Mozilla Firefox

£ Pringrooe

15 Click [Save Shipping Address].

— To edit the Shipping Address, follow the procedures in “To edit the
Shipping Address:” on page 6-42.

— To delete the Shipping Address, follow the procedures of “To de-
lete the Shipping Address:” on page 6-42.

16 click [Continue].
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17 click [New]. The [Method] pull-down opens.

Welcome to Printgroove!
Edit Account

Shou Al 1ide A1

Printshop Account
Personal
Company.
Shipping

Biling

Billng Options & vew

2 PringE

18 selecta billing method.

19 Enterthe required information, indicated by a red asterisk. The fields
required will vary depending on the billing method.

Welcome Application Administrator

Welcome to Printgroove!
S| =
Dwu‘ immary Recent Notes/Files
Bman View Al
Printshop Account e s
§Jobs ] o 07
B users Company. 557
= S saunnnie
B ssvnnwa
oups B zausnzn
R Configuration Biling Options ® tow o (55 B
Profile Nare, [« et zaon
3 smrwTEs
‘
LN — ¥
Info 1 . -
aynnun
S
o3
[mPREN
Save Bilg O
< @
) » PE——

— To edit the Billing method, follow the procedures in “To edit the Bill-
ing Method:” on page 6-43.

— To delete the Billing method, follow the procedures in “To delete
the Billing Method:” on page 6-43.

20 click [Save Billing Option].

Printgroove POD Guide 6-36



User Administration 6

21 ciick [Save]. A new User is created.

Fle Edt Vew Moy Bookmarls Ioos el

‘\Ne\come to Printgroove!

Recent Notes/Files
Bvain Edit Account D
o e Calendar <« m»
£0bs oI sy -2007
smTmTEs
users G printshop Account 1234367
oS hupBu
. 0 Personal 516718192021
e r— Rhnsns
R configuration g
Aeg-2007
Q Billing SMTWTFS
biling ptions % e o000
Grsincad Bhumuon
SmamBaNs
Mpsc02 (dofiut) Ed | BTBANIN
o v )| B
o i
- . e frmEios

To create a Customer User:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.

2o Welcome application Admisistrator

Welcome to Printgroove!

Recent Notes/Files
Users e At
BaMain Calendar < W >
N Thisi s of all sers nth system. The s at the op ofth page ca b usedtonarrow down the number of i
f30bs s el by sercing o speci, ase-nsensine formaten. Eoch coum mey be sortad by cickingon he ey
CPProprite cokm noding oo hove Sahcien pvloges, youcon acvatedeaciete, ok, o Gl a user e
R Users First Hama Username. Group Daeh
- 1 L ] B
=1 = =

3R Configuration

- sMIwTES
Frttame  Lstteme el Userame Grovp
e— i oo 7 0 3456789
it

T S — . preporop B@ O B
Joe. User Josuser@offce printgroove.com Josuser HR Bzs 0 MBRVBS
Sve. o ‘susbossoffice.prtgroove.com susboss HR Bzs 0

e roshoporospy B # ¥ [

2007 KONICA MR DISINESS TECTINOLCEES IC. AL i sl 1ot bout £ Prinigroow
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2 Click [New Customer]. The [New Account] screen opens.

Welcome to Printgroove!
New Account

mmmmmmm

User Hanagement

3 Enter the Username, Password, Secret Question and Secret Answer.
The password has the following limitations:

— The password must be a minimum of 7 characters
— Numbers and symbols are allowed

The value is case-sensitive

— Spaces are not allowed

4 Check the Permissions the new User should have. If you mark [Jobs
Require Approval from], select an Approver from the drop down list.

— If you select [any User], any user can approve an order.
5 click [Preferences] to expand the display.
6  From [Preferences] - [Language], select the preferred language.

7 From [Preferences] - [Closed Orders] enter the number of days required
before an order is closed.

8  From [Preferences] - [Color Scheme], select a color scheme.

9 click [Continue].
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10 Enter [First Name], [Last Name], [E-mail] and [Work] phone number of
the new User. [Home] and [Mobile] phone numbers are optional.

9 Printgroove POD GUIDE - Mozilla Firefox )

Fle Edt Vew Hstory Booknarks Toos telp

Welcome application Administrator

= &
e |

Welcome to Printgroove!

New Account Recent NotesfFiles
Bavain ‘Show All | Hide All Wieww A1 Notes/Files.
230b: Printshop Account. Calendar < W >
T July - 2007
—_— SMTWTFES
= Lt ame [ J« 151617 18 132021
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R corfiguration [ —
August 2007

SMTWTES

[ — 567880
2115608
220

[ E— R

= PrimgE

11 Click [Continuel].

12 The Company section is optional. You can enter this information at any
time.

3 Printgroove POD GUIDE - Mozilla Firefox.
Fle Edt Vew Hstory Booknarks Toos telp

2ios ' Welcome application Administrator

Welcome to Printgroove!

o New Account Recent NotesfFiles
E ‘Show All | Hide All Wieww A1 Notes/Files.
2,30b: o Accone Calendar < W >
T July - 2007
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R Users - 1238567

. Company Hame 566122
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R corfiguration - ]
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= PrimgE
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13 When you have finished entering the account information, click [Save].
If you give the new User the Role to place an order, a [Confirmation]
pop-up window opens.

Confirmation

14 ciick [Continue] to set the shipping address and billing method.
—Or—
Click [Cancel] to not continue and finish this procedure. The account
cannot be used to create orders until the shipping address and billing
method are completed.

15 Enterthe required information, indicated by a red asterisk.

16 To use this Shipping Address as a default, check [Set as default].

' Printgroove POD GUIDE - Mozilla Firefox

Account Summary

7
Printshop Account
& Users personal

LLLLL

vvvvvv Company.

Shipping

Address List 2 New
eeeeeeeee -

2 Pinegri

17 click [Save Shipping Address].

— To edit the Shipping Address, follow the procedures in “To edit the
Shipping Address:” on page 6-42.

— To delete the Shipping Address, follow the procedures of “To de-
lete the Shipping Address:” on page 6-42.

18 click [Continue].
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19 click [New]. The [Method] pull-down appears.

Welcome to Printgroove!
Edit Account

S 120

Account Summars

Printshop Account

personal

Biling Options = New SMTWTES
12

= PrimgE

20 selecta billing method.

21 Enterthe required information, indicated by a red asterisk. The fields
required will vary depending on the billing method selected.

Welcome to Printgroove!
S e A1 ~
nawu‘nl Summary Recent Notes/Files
e Bt s
— Calendar < m»
personal
— 57
Shipping comupnw
1600
o Billing nBUsRTR
R Corfiguration Billng Options v et (EiediCad v s
R ) Avgust 2007
1 sMTwTrEs
CadType w
[ — 1202
R
P —
o
[mPp
S Big O
< >
. N 55 Pringidone

— To edit the Billing method, follow the procedures in “To edit the Bill-
ing Method:” on page 6-43.

— To delete the Billing method, follow the procedures in “To delete
the Billing Method:” on page 6-43.

22 Click [Save Billing Option].
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23 Click [Save]. The new User is created.

L\/Velcome to Printgroove!

Edit Account

G @ et Sumenaey
fases P —
= @
uuuuuu pef—
R configurati & s
@ Tiig
bl options o
e
s e 78

£ Prinigrogie

To edit the Shipping Address:

1 From the Address List, click the [Edit] icon near the Shipping Address.
All fields of the selected Shipping Address appear.

&

2 Edit the fields.
3 Click [Save Shipping Address].
To delete the Shipping Address:

1 From Address List, click the [Delete] icon (trash box icon) to the right of

the Shipping Address.

2 Aconfirmation message opens.

3 Click [OK].
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To edit the Billing Method:

1 From [Billing Options], click the [Edit] icon to the right of the Billing
method to edit. All the fields of the selected Billing method appear.

-

2 Change the fields.
3 Click [Save Billing Option].
To delete the Billing Method:

1 From [Billing Options], click the [Delete] icon (trash box icon) to the right

of the Billing Method.

2 Click [OK].
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6.4.2 Duplicate a User

If you have the appropriate Role, you can create new Users from existing Us-
ers by duplication.

You can duplicate both Customer Users and Internal Users.

To duplicate a User:

1 On your Home page, click [Users] - [Users] menu. The [Users] screen

opens.

Welcome application Aduministrator

Welcome to Printgroove!
Users
This i a s of all users n the system. The felds atth top of the page can b used to arrow down the number of

users displayed by searching for specfic, caserinsensitve Information. Each column may be sorted by clcking on the
‘appropriate column heading. If you have sufficent privieges, you can actite/deactvate, edt, or delete a user.

Ertans - oun

Cusomer 5 e

Growp

prhop Gru # O

[ |
LES Nl
LES Nl

proshep o B2 8 [

2 Click the Duplicate icon near the User profile.

&

3 Populate the empty fields.

4 Modify other fields as necessary.

5  Click [Save].

55 Pringrooie
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6.4.3 Edit Users

If you have the appropriate Role, you can edit Users. You can edit both Cus-
tomer Users and internal Users.

To edit a User:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.

= étt Welcome appliation Administator

Welcome to Printgroove!

2 Recent NoteuFies
Users s
Bavain Calendar 4>
hi s o s i th sysem. T fieldsathe o o the pags ca b used t narrow down the e of e
§30bs users displayed by searching for speciic, caserinsensiuve Information. Each column may be sorted by clicking on the P
e et o dot a e i e,
Buses =t L = Sy
— - J L ] E=) Lty
— [— =y susuyis
| ) . S
R Confguration - S— Samnan

5 it e 6 SxpertUsrs & N Cumorar 5 Now s s [
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e eowopome 2 O 3456788

e
(o - s B7 0 SnmEbe
oo User sonuser R Brs 0 MBAVBH
s Boss ‘susboss@ofice prntgroove.com sueboss e BZS 0
otall Pritshop Group. es 0O
< »
w o 5 PringiooR

2 Click the [Edit] icon to the right of the User.

r.4

3 Click [Account] - [Edit], to edit the basic information.

3 Printgroove POD GUIDE - Mozilla Firefox
Fie Edt Yew Hstory Gookmarks ook telp

e Welcome application Administrator

Welcome to Printgroove!
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Check the Permissions the User should have or remove marked values
the User should not have. If you mark [Jobs Require Approval from], se-
lect the approver from the drop down list.

When you edit a Printshop User, click the appropriate Role under Avail-
able Roles, and click the double-arrow [>>] move button to move the
Role to the Selected Roles section.

To deselect one of the Roles, click the Role under Selected Roles and
click the other double-arrow [<<] move button.

— Instead of clicking a move button, you can drag the Role from one
side to the other to select/deselect Roles.

Change Language, Closed Orders, and Color Scheme in the Preferenc-
es category and click [Continue].

Change the information In the [Personal] section and click [Continue].
[Home] and [Mobile] are optional.

Change the information In the [Company] section and click [Continue].
The [Company] section is optional.

Create, change, or delete the shipping address In the [Shipping] sec-
tion and click [Continue]. At least one shipping address must be select-
ed.

Create, change, or delete the billing option in the [Billing] section. One
billing option must be selected.

Click [Save].

6.4.4 Delete Users
If you have the appropriate Role, you can delete Users.

You cannot delete “appadmin” or “psc” Users.

N...

Note
— You can deactivate all Users (including “psc” Users) except the Ap-
plication Administrator User. See “To deactivate or activate a Us-
er:” on page 6-48.
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To delete a User:

1

On your Home page, click [Users] - [Users]. The [Users] screen opens.

Welcome appication Aduministrator

Welcome to Printgroove!
Users

“This s a st of al users in the system. The flelds at the top of the page can be used to narrow dovin the number of
users displayed by searching for speciic, case-insenstive information. Each column may be sorted by cicking on the
appropriate columin heading. I you have sufficent privileges, you can actvate/deactivate, ed, or delete a user.

e lrarane o
] L ] (E==)
== = FEr—
i — v
£ toportUss 5 Eger s 8 N Customr £ N Prnshop s [
CETE e Unervame G
[ — - sepoe 2 0
[ - o oo 87 O
o e P ——_— Bzs 0
. s I— mzs 0
el prnshopGroup B @ § [

5 Prinigroo

2 Click the [Delete] icon (trash box icon) to the right of the User.

b

3 Click [OK].

When the User you want to delete is the owner of open jobs or part of
any of the Workflows or nodes, a warning message opens. In this case,
select a replacement User to transfer the jobs to, and click [Replace].

s

Delete User

obsor oo o nolber prethop s,

L m— v

— If this windows does not appear, go to step 5.
— To cancel the delete, click [Close].
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5  Click [OK]. The [Delete User] pop-up window opens.

[l

User Account has been successfully daleted from the system.

6  Click [Close].

6.4.5 Deactivate or Activate Users

If you have the appropriate Role you can deactivate and activate Users.

Deactivated Users cannot use Printgroove POD Guide or Printgroove POD
Serve.

N...

Note
The Application Administrator cannot be deactivated.

To deactivate or activate a User:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.

= &0tor WelcOme application Administrator

Welcome to Printgroove!
Users

This s 2 lst of all users in the system. The flelds at the top of the page can be used to narrow down the number of
users displayed by searching for specfic, caserinsensitve Information. Each column may be sorted by clcking on the
‘appropriate column heading. If you have sufficent privieges, you can actite/deactvate, edt, or delete a user.

Ertans -

| I
Firsthlame  LastHame Email
picten  admnsrator padingos.
s Coordnaer pacoons
e e somsarzon
o TS S —
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2 Click the [Deactivate] icon the right of the User to deactivate.
_Or_

Click the [Activate] icon to the right of the User to activate.

6.4.6 Search for Users

If you have the appropriate Role, you can search for Users.

To search for Users:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.

2 Enter search terms in one or more search fields at the top of the page.

— Leave all fields blank to list all Users.

— Click [Clear], to clear the search fields.

— You can sort by clicking on column headings. The sort affects all
Users in the list, not just those that you can see on the screen. You
can switch ascending order and descending order by clicking the

column again.

3 Click [Enter].
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6.4.7 Export and Import Users

If you would like to enter user account information without having to individ-
ually enter each value, use Printgroove POD Guide to export selected users
to a .CSV file stored locally on your pc. Open the .CSV file and add new us-
ers. Import the file back into Printgroove POD Guide and the new users are
added. If you have the appropriate Role, you can complete this procedure.

N

Note

An exported .CSV file can only be imported back into the same version
of Printgroove POD Guide that was used to create the original, exported
file. For example, if a.CSV file is exported from a 1.3.2 version of Guide
it cannot be imported back into a 1.5 version of Guide; however, it can be
imported back into a 1.3.2 version of Guide.

To export User account information:

1 On your Home page, click [Users] - [Users]. The [Users] screen opens.

55 Printgroow

2 Selectthe Users to export by using the checkbox to the right, and click
[Export]. The Save As dialog opens.

3 Select the destination folder, and click [Save]. Account information of
the selected Users is exported into the specified CSV file in the speci-
fied folder. The default name of the file is Users.csv.
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N

Note

Ifany of the exported values are encrypted (Passwords, Secret Answers,
etc.), you will not be able to modify these values when you edit the .CSV
file.

To import User account information:

When you export a Users.csv from Printgroove POD Guide, you may modify
the contents of that file locally. These modifications will remain when you im-
port the file back into Printgroove POD Guide. However, you cannot modify
the format of the Users.csv file. If the format is modified, Printgroove POD
Guide cannot read the file or import the values.

When a Users.csv file is imported, Printgroove POD Guide looks for matches
in the Username field. If a match is found, the value is overwritten by the new
file’s value.

On your Home page, click [Users] - [Users] - [Browse]. The Open dialog
screen opens.

Select the User file and click [Open]. The file path appears in the Edit-
Box next to the [Browse] button.

Click [Upload] and [Continue]. User account information in the CSV file
is imported into the system.
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|
7 Workflow Administration

This chapter describes Workflow Administration.

By default, only the Application Administrator can manage the following:
e Nodes
e Workflows

The Application Administrator can assign permission to other Roles, so those
Roles can also manage nodes and workflows.

The following table shows the default Roles and Permissions for Nodes,
Workflows, and Advanced Workflows.

Category | Permissions | Role “AppAdmin” Role “Printshop_coordinator”
Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-

vat vat
e e

Configu- | WorkflowBa-| ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
ration sic

Workflow Ad-| ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF

vanced
Workflow ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
Nodes
Note
For an outline of Node, Workflow, and Advanced Workflow see “Work-
flow” on page 2-9.
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7.1 Node Settings
The first step in building a Workflow is to add internal Printshop Users.
The second step is adding Nodes.

A Node represents an internal Printshop team, individual or automated proc-
ess.

Printshop Users within Nodes are called Members.

By default, only the Application Administrator can perform the following
tasks:

o Create a Node

Edit a Node

Duplicate a Node

Delete a Node

Search for Nodes

7.1.1 Create a Node

If you have the appropriate Role, you can create new Nodes.
To create a Node:

1 Click [Configuration] - [Workflow] - [Nodes]. The [Nodes] screen opens.

o (2) =

Welcome to Printgroove!
Nodes
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Click [New Node]. The [New Node] pop-up screen opens.

O s Estmane

Ussrs Ssiemed for Node

Enter the Node Name.

Enter a Description of the process.

Select a Node Type:

Group: a group made up of Printshop Users, all users usually per-
forming similar tasks.

Pool: a repository of jobs (not users) that need to go to a specific
node when the Users in that node are ready to perform the job.
Jobs do not move from a pool node - they must be “grabbed” by
users in the next node in a Workflow. See [Job Ticket Menu] -
[Grab].

Printgroove POD Queue: a process Node included in a Workflow
that automatically sends the job to Printgroove POD Queue for
printing.

Printgroove POD Ready: a node for Printgroove POD Ready user.
Only one user can be assigned.

Printgroove POD Ready (Pool): a pool node for Printgroove POD
Ready user.

When Printgroove POD Queue finishes with the job, it will send it to
the next Node defined in the Workflow.

The Printgroove POD Queue process Node can only be used if your
printshop has a licensed version of Printgroove POD Queue and
that version is installed.
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Enter a Status description to help identify which phase of processing
the job is in. By default Status field value is the Node Name.

If required, select a type of Hot Folder for this Node. If this is not re-
quired, select N/A.

If you want to do more complex processing of job tickets outside of the
Printgroove POD suite, you may wish to use Hot Folders. Hot Folders
make this possible since they are accessible to external systems.

To use this function, you must create two types of Hot Folder nodes:
outbound and inbound. An external system agent monitors the out-
bound Hot Folder. As soon as new files appear, it moves them to the
external processor, deletes them from the outbound Hot Folder, and
puts the resulting JDF and associated files into the inbound Hot Folder.

An internal Printgroove POD Guide agent monitors the inbound Hot
Folder. As soon as files appear, they are moved to the next node in the
Workflow, and the files are deleted from the inbound Hot Folder.

See “Hot File Folder Location Data” on page 9-37, for detailed informa-
tion about Hot Folder locations.

Fill out an Hourly Rate. This is the per hour charge for the work that is
done in the node. This value is used for Time Recording function.

Select [Public] or [Private] to define who can see the Node.

— Public: the Node can be seen by all users.
— Private: the Node can only be seen by internal users.

Check [Submit Proof] and/or [Submit Estimate] to make these options
available on Job Tickets.

If the Node type is [Group], you can add Members to the Node:

— Click the User in the Available Users section and click the Move
Right [>>] button to move the user to the Users Selected for Node
section.

— To de-select one of the Users, click the User in Users Selected for
Node and click the Move Left [<<] button.

From [Select Primary User], select a primary user for each Group. This
is the person who receives jobs when they are not assigned to a spe-

cific user.

Click [Save].
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7.1.2 Edit a Node
If you have the appropriate Role, you can edit Nodes.

You can edit all Nodes. All Printshop Nodes can be edited except the Node
name and Node type.

Closed Nodes cannot be edited.
To edit a Node:

1

Welcome to Printgroove!
Nodes

presecie POD Gume ok

]

2 Click the [Edit] icon to the right of the Node.

r.4

Edit the Node Name, Description, Status, Hourly Rate, Scope, and the
required Allow options.

Edit Node
et . S
pween [ ]
e [ome
swm [soog "

Hetfoken @y (oo appliable)

Oour

Om
e I

scope @ pugic

O privee
Ao [ cosme precs Sutm Estmats
Add Users
Avsiabie Users Users Selacted for Node *
EEE=1E)
Seect Primary Usest | stttz (st 02) =*
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— You cannot change the name of the “Printshop Node”.

— You cannot change the node Type of any Node.

— Click the User in the Available Users section and click the Move
Right [>>] button to move the user to the Users Selected for Node

section.
— To de-select one of the Users, click the User in Users Selected for

Node and click the Move Left [<<] button.
4 You may select a different Primary User.
5  Click [Savel.

7.1.3 Duplicate a Node
If you have the appropriate Role, you can duplicate Nodes.

N...

Note
You cannot duplicate the “Printshop Node”.

To duplicate a Node:

1 Click [Configuration] - [Workflow] - [Nodes]. The [Nodes] screen opens.

=

Welcome to Printgroove!
Nodes

The fild at the topof

prrtos ode prrsos e

2 Click the [Copy] icon to the right of the Node.

B
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3

Change the Node Name, Description, Node Type, Status, Hourly Rate,

and Scope.
&

Submit Estmate

Add U:

Sefect Primary User | =02 (s 02) Tl

o=

Modify [Submit Proof] and/or [Submit Estimate] as required.
You may select or deselect a User for this node as follows:

Select a name in Available Users and click the Move Right [>>] button
to move the User to the Users Selected for Node section.

—Or—

Select a User in Users Selected for Node and click the Move Left [<<]
button to deselect the User.

You may change the Primary User.

Click [Save].
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7.1.4 Delete a Node
If you have the appropriate Role, you can delete Nodes.

You cannot delete the Printshop Node or any Closed Node.
To delete a Node:

1 Click [Configuration] - [Workflow] - [Nodes]. The [Nodes] screen opens.

; étioe Welcome Application Administrator

Welcome to Printgroove!
Nodes

ZFl8
ZE8
Presgeore 20D Qe 7 B8

[ [ —— o
? B8

2 Click the [Delete] icon (trash box icon) to the right of the Node.

i

3 Click [OK].
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7.1.5 Search for Nodes
If you have the appropriate Role, you can search for Nodes.

You can search for a specific Node or for Nodes containing specific charac-
teristics.

To search Nodes:

1 Click [Configuration] - [Workflow] - [Nodes]. The [Nodes] screen opens.

Welcome to Printgroove!
Nodes

actons co.

2 Entersearch strings in one or more fields at the top of the page.

— Leave all fields blank to list all Nodes.

3 Click [Enter].

— Click [Clear] to clear the search fields.
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7.2

7.21

Workflow Settings
After adding Nodes, you can build Workflows.

A Workflow consists of Nodes, Members assigned to each Node, Transi-
tions, and Node Triggers—preplanned events that occur when a Job has
been sitting at a Node for a specified period of time without a change in sta-
tus.

By default, only the Application Administrator can do the following tasks:
Create a Workflow

Edit a Workflow

Duplicate a Workflow

Delete a Workflow

Activate/Deactivate Workflows

Search Workflows

Create a Workflow
If you have the appropriate Role, you can create new Workflows.

Before creating a new Workflow, make sure that Nodes and Members for
each Node have been defined.

Transitions define the sequence of Nodes in Workflows.

The basic Transition looks like this:

Transition
Members

From Node

Accept ‘

User User
B Cc

o
(trigger)

To Node ‘ Printing ‘

User User
D C

Members

The predefined Workflow supplied with Printgroove POD Guide, contains the
permanent Nodes “Printshop Node,” and “Closed,” and the Transition they
define. You cannot delete these Nodes or their Transitions. You can, howev-
er, edit the Transitions.

You can also add, edit, delete, move, and copy other Nodes and Transitions
to customize the Workflow.
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To create a Workflow:

1 Click [Configuration] - [Workflow] - [Builder].

Welcome to Printgroove!
Workflows

et e - B s
o Sardod B E§

Welcome to Printgroove!
New Workflow

Tonie I

This screen is divided into two sections: Top Section and Bottom Sec-
tion. Nodes are selected in the Top Section of the screen, by selecting
values in the [Select the FROM Node] (Step 1 on the GUI) and [Select
the TO Node] (Step 2 on the GUI) drop-downs. Transition Parameters
can be viewed and modified by clicking the Edit link (Step 3 on the
GUI). When you click the Update button (Step 4 on the GUI), the Node
and its Transition are added as the next step in the Workflow. The New
Node and its Transition appear in the Bottom Section. To modify the
Node and/or its Transition, select the Node in the Bottom Section. Its
values will appear in the Top Section. Click [Cancel] or [Apply], as re-

quired.
3  Enteranameanda description for the Workflow

4 Selecta type of Workflow.

— Standard: maintains a predetermined Workflow path.

— Advanced: allows a job to move to any Node within the Workflow.

Printgroove POD Guide
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Specify the Nodes and Transitions, as required.

NOTE: Beneath the [Select the FROM Node] and the [Select the TO
Node] drop-downs are three menu items: New, Edit and Copy.
When you click on a menu items a pop-up window opens that al-
lows you to create, edit, or duplicate Nodes. After saving the Node,
the pop-up closes and you can then select the Node from [Select
the FROM Node] or [Select the TO Node]. See “Create a Node” on
page 7-2, “Edit a Node” on page 7-5 or “Duplicate a Node” on
page 7-6.

When work is completed in one Node, the Node is considered
Done, and the job is moved to the next Node in the Workflow. The
Transition is the step in the Workflow where you specify how a job
moves from Node to Node, what happens to that job once it arrives
at a new Node, and what event happens if the job remains in the
Node past an acceptable length of time (a time also specified in the
Transition).

Transition options are as follows:

To edit the first step in a Workflow, see “To edit the first step in a
Workflow:” on page 7-13.

To add/edit a transition, see “To add/edit a Transition:” on

page 7-14.

To delete a step from a Workflow, see “To delete a step from a
Workflow:” on page 7-16.

To change the position of a step in a Workflow, see “To change the
position of a step in a Workflow:” on page 7-16.

To edit the last step of a Workflow, see “To edit the last step of a
Workflow:” on page 7-16.

Click [Save].
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To edit the first step in a Workflow:

1

By default, the [Select the FROM Node] value is set as [Printshop
Mode]. Make sure you have selected a value in the [Select the TO
Node] drop-down.

— If you select something other than “Pool Node”, you must continue
to Step 2. If “Pool Node” is selected, continue to Step 4.

Click the [Edit] icon that appears to the right of [Transition Parameters]

(Step 3 in the GUI):.

Follow the procedure noted in “To add/edit a Transition:” on
page 7-14.

When you return to the New Workflow screen, click [Update].
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To add/edit a Transition:

1

Click the [Edit] icon to the right of Transition Parameters. The [New
Transition] screen opens. In the [To Users] field, select a User to whom
each job should go.

— Primary: the Primary User in the Node

— Specific: pick a Specific User for this Node.

— Selectable: the User assigning the job can select any User.

— When you select a Pool Node or Process Node that has no mem-
bers, [None] is selected and the value cannot be changed.

n the [Acceptance] field, select a job acceptance method.

Auto: The job is accepted and placed in the Node automatically.
Manual: Forces Users to accept or reject incoming jobs.

Check [Add Trigger] to add an action trigger such as, “send e-mail”, in
case no action has been taken on a job within a set period of time.
When you select the checkbox, the [Triggers] menu opens.

=

A transition defines how a job can mave from node to node, what happens when the job arrives, and what happens f the job remains there for too
long.

Triggers

i hop jobis notaccept tme. Alerts can be in the form of either an email
or as 2 record added to the jobs history. Once the action type s selected, enter an email address or the note text to be added.

Ifafter 9] no actionis taken, v

Triggers added to transition:

1o triggers have yet been sdded.

— Fill out as noted:
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— If after: Enter a number in the text box and select a unit from the
drop down list (days, hours, or minutes).

— no action is taken, send an: Select “add the following note to the
job history:” or “e-mail the following users:”.

— Please add note/email addresses: Enter message text or e-mail
address of the recipient to be notified if a trigger event has oc-
curred.

4 Click Add.

5 you want to save the settings as the default values, click [Save as de-
fault].

6 i everything is complete, click [OK]. Click [Cancel] to cancel this set-
ting.
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To delete a step from a Workflow:

When you use this procedure, you are removing the Node and its Transition
from the Workflow. To delete a Node from Printgroove POD Guide, see “To
delete a Node:” on page 7-8.

1 In the Bottom Section of the screen, locate and select the Node and
Transition you want to remove.

2 Click the [Delete] icon (trash icon) (at the far right of the selected row).

i

3 A verification pop-up opens. Click [OK].

To change the position of a step in a Workflow:

Use this procedure to move a step to a different position in the Workflow.

1 In the Bottom Section of the screen, locate and select the Node and
Transition you want to move.

2 Click the [Up] or [Down] icon. The row moves accordingly.

To edit the last step of a Workflow:

1 In the Bottom Section of the screen, locate and select the last Node
and Transition. The values appear in the Top Section.

2 Inthe [Select the FROM Node] drop down menu, select the final Node
processing jobs are sent from when all work is complete. Once sent
from this Node, Printgroove POD Guide will mark them Closed when
they are processed through this Workflow.

3 Click [Update].
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7.2.2 Edit a Workflow

If you have the appropriate Role, you can edit Workflows.

To edit a Workflow:

1 Click [Configuration] - [Workflow] - [Builder]. The [Workflows] screen
opens.

Welcome to Printgroove!
Workflows Recent NotesFies

Vi it
The itr Calendar
delete 2 workd Sane -

Advaces B2 B8
— B B8

2 Click the [Edit] icon to the right of the Workflow you want to edit. The
[Edit Workflows] screen opens.

#

Welcome to Printgroove!
Edit Workflow

4 you want to edit the first step in a Workflow, see “To edit the first step
in a Workflow:” on page 7-13.
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If you want to add/edit a transition, see “To add/edit a Transition:” on
page 7-14.

If you want to delete a step from a Workflow, see “To delete a step from
a Workflow:” on page 7-16.

If you want to change the position of a step in a Workflow, see “To
change the position of a step in a Workflow:” on page 7-16.

If you want to edit the last step of a Workflow, see “To edit the last step
of a Workflow:” on page 7-16.

When you finish editing, click [Save]. The modified Workflow is saved.

N...

Note

Beneath the [Select the FROM Node] and the [Select the TO Node] drop-
downs are three menu items: New, Edit and Copy. When you click on a
menu items a pop-up window opens that allows you to create, edit, or
aduplicate Nodes. After saving the Node, the pop-up closes and you can
then select the Node from [Select the FROM Node] or [Select the TO
Node].

See “Create a Node” on page 7-2, “Edit a Node” on page 7-5 or “Dupli-
cate a Node” on page 7-6.
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7.2.3 Duplicate a Workflow

If you have the appropriate Role, you can duplicate a Workflow.

To duplicate a Workflow:

1 Click [Configuration] - [Workflow] - [Builder]. The [Workflows] screen
opens.

Welcome to Printgroove!
Workflows

Recent NotesFles

Ve Al ot

Fromhe Calendar < m >
sune 2009

—— edtor i

e e e

2 Clickthe [Copy] icon (green arrow icon) to the right of the Workflow you
want to duplicate. The [Copy Workflow] pop-up screen opens.

&

3 necessary, change [Workflow Name], [Descripti

on] and [Type].

Logort

= Welcome application Adumiistrator

Welcome to Printgroove!
Copy Workflow

=G

4 i you want to edit the first step in a Workflow, see “To edit the first step
in a Workflow:” on page 7-13.

Printgroove POD Guide 7-19



Workflow Administration 7

If you want to add/edit a transition, see “To add/edit a Transition:” on
page 7-14.

If you want to delete a step from a Workflow, see “To delete a step from
a Workflow:” on page 7-16.

If you want to change the position of a step in a Workflow, see “To
change the position of a step in a Workflow:” on page 7-16.

If you want to edit the last step of a Workflow, see “To edit the last step
of a Workflow:” on page 7-16.

When you finish editing, click [Save]. The Duplicated Workflow is
saved.

Note

Beneath the [Select the FROM Node] and the [Select the TO Node] drop-
downs are three menu items.: New, Edit and Copy. When you click on a
menu items a pop-up window opens that allows you to create, edit, or
aduplicate Nodes. After saving the Node, the pop-up closes and you can
then select the Node from [Select the FROM Node] or [Select the TO
Node].

See “Create a Node” on page 7-2, “Edit a Node” on page 7-5 or “Dupli-
cate a Node” on page 7-6.
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7.2.4 Delete a Workflow

If you have the appropriate Role, you can delete a Workflow.

N...

Note
— You cannot delete a Workflow if it contains jobs.

— Instead of Deleting, you can Deactivate a Workflow. See “Activate
or Deactivate Workflows” on page 7-22.

To delete a Workflow:

1 Click [Configuration] - [Workflow] - [Builder]. The [Workflows] screen
opens.

Welcome to Printgroove!
Workflows

mmmmmm

AAAAA

2 Click the [Delete] icon to the right of the Workflow you want to delete.

i

3 Click [OK].
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7.2.5 Activate or Deactivate Workflows

If you have the appropriate Role, you can activate and deactivate any Work-
flow.

To activate or deactivate a Workflow:

1 Click [Configuration] - [Workflow] - [Builder]. The [Workflows] screen
opens.

Welcome to Printgroove!
Workflows

2  Toactivatea Workflow, click the [Activate] icon to the right of the Work-
flow. This icon is only selectable if the Workflow was previously deac-

tivated.

3 Todeactivate a Workflow, click the [Deactivate] icon to the right of the

Workflow.
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7.2.6 Search Workflows
If you have the appropriate Role, you can search all Workflows.
You can search for a specific Workflow or for Workflows that contain com-
mon characteristics.

To search Workflows:

1 Click [Configuration] - [Workflow] - [Builder]. The [Workflows] screen
opens.

Welcome appiication Administrator

Welcome to Printgroove!
Workflows

‘‘‘‘

2 Enterasearch string in one or more of the search fields.

— Leaving all fields blank will not restrict the search. As a result, all
Workflows will be displayed.

3 Click [Enter].

N...

Note
Clicking [Clear] eliminates all values specified in search fields.
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EEE
8 Job Ticket Administration

This chapter describes Job Ticket Administration.

By default, only the Application Administrator can do the following:
e Job Ticket Number Format management
e Job Ticket Format management

If you use an account other than “appadmin”, you must have administrative
Permissions for Job Ticket Number Format and/or Job Ticket Format.

The following table shows the default Roles and Permissions for Job Ticket
Number Format and Job Ticket Format.

Category | Permissions | Role “AppAdmin” Role “Printshop_coordinator”
Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-

vat vat
e e
Configu- | Ticket ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
ration Number For-
mats
Ticket Builder | ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
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8.1

8.1.1

Job Ticket Number Settings

A Job Ticket Number is a combination of letters, numbers, or date the order
was placed.

Atypical Job Ticket Number might look like this: ABC_02/05/2007_501—The

initials of the company (ABC), the date of submission (2/5/07), and a counter

(501).

A Job Ticket Number Format has 4 Section types:

e Text: alphanumeric characters including underscores or spaces

e Date: Adds the current date to the ticket number

e Group Counter: Increments orders by group. You can specify the start
number for the Group Counter.

e System Counter: Increments all jobs regardless of Group.

Any combination of section types may be used to define a Job Ticket
Number Format. Each number format may be used across multiple Groups.

By default, only the Application Administrator can do the following:
e Create Job Ticket Number Format

e Edit Job Ticket Number Format

e Delete Job Ticket Number Format

N...

Note
Create Job Ticket Number Formats before creating Job Ticket Formats.

Create a Job Ticket Number Format

If you have the appropriate Role and Permissions, you can create a new Job
Ticket Number Format.

N

Note
One Ticket Number Format may be used on multiple Tickets.
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To create a Job Ticket Number Format:

1 Click [Configuration] - [Job Ticket] - [JT Numbering]. The [Ticket
Number Format] screen opens.

©

Bavain
§3obs
R Users

Welcome to Printgroove!
Ticket Number Format

Welcome to Printgroove!
Create Ticket Number Format

To add text to the Job Ticket Number, see “To add text to the Job
Ticket Number:” on page 8-4.

To add date information to the Job Ticket Number, see “To add
date information to the Job Ticket Number:” on page 8-4.

To add a Group Counter to the Job Ticket Number, see “To add a
Group Counter to the Job Ticket Number:” on page 8-4.

To add a System Counter to the Job Ticket Number, see “To add a
System Counter to the Job Ticket Number:” on page 8-5.

To delete added values, see “To delete an added value:” on

page 8-5.

To move the position of added values, see “To move the position of
an added value:” on page 8-5.

3 Click [Save]. The new format is saved.
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N

"Lf'::; section type can be used multiple times for one Job Ticket Number
Format.
To add text to the Job Ticket Number:
From [Select Format], select [Text].
Enter alphanumeric characters in [Value].
Click [Add]. The new [Text] section appears at the bottom of the table.

To add date information to the Job Ticket Number:

From [Select Format], select [Date] to add the date when the order is
placed to the job ticket number format.

Click [Add]. The new [Date] section appears at the bottom of the table.
To add a Group Counter to the Job Ticket Number:

From [Select Format], select [Group Counter] to increment the se-
quence number every time an order is placed by a particular group.

Enter the start number for the Group Counter in [Starts with].

Click [Add]. The new [Group Counter] section appears at the bottom of
the table.
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To add a System Counter to the Job Ticket Number:

1 From [Select Format], select [System Counter] to increment a se-
quence number every time an order is placed by the entire system.

2 Click [Add]. The new [System Counter] section appears at the bottom
of the table.

To delete an added value:

1 Locate the section you want to delete then click the [Delete] icon.

i

2 Click [OK].
To move the position of an added value:

1 Locate the section you want to move then click the [Up] or [Down] icon
to move the section to the correct location.

i ¥
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8.1.2 Edit a Job Ticket Number Format

If you have the appropriate Role and Permissions, you can edit the Job Tick-
et Number Format.

To edit a Job Ticket Number Format:

1 Click [Configuration] - [Job Ticket] - [JT Numbering]. The [Ticket
Number Format] screen opens.

Welcome to Printgroove!
Ticket Number Format

These are e ket rumber

format, cckNew. To et an exstg tcket runbes foxma, ick th Edit co.

2 Click the [Edit] icon to the right of the format you want to modify.

r.4

3 Click [Section type]. If you change the type to [Text], or [Group Coun-
ter], click [Detail] and enter the value. or [Group Counter], click the [De-
tail] of the same line and enter the value.

Welcome agplication Administrator

Welcome to Printgroove!

— To add text to the Job Ticket Number, see “To add text to the Job
Ticket Number:” on page 8-4.

— To add the date to Job Ticket Number, see “To add date informa-
tion to the Job Ticket Number:” on page 8-4.
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— To add a Group Counter to Job Ticket Number, see “To add a
Group Counter to the Job Ticket Number:” on page 8-4.

— To add a System Counter to Job Ticket Number, see “To add a
System Counter to the Job Ticket Number:” on page 8-5.

— To delete the added section, see “To delete an added value:” on
page 8-5.

— To move the added section, see “To move the position of an added
value:” on page 8-5.

4 Click [Save].
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8.1.3 Delete a Job Ticket Number Format

If you have the appropriate Role and Permissions, you can delete a Job Tick-
et Number Format.

N...

Note

You cannot delete a Job Ticket Number Format if it is assigned to a
Group.

To delete a Job Ticket Number Format:

1 Click [Configuration] - [Job Ticket] - [JT Numbering]. The [Job Ticket
Number Format] screen opens.

o Welcome application Administrator

Welcome to Printgroove!
Ticket Number Format

systen. Tiket runber c:

Eavain
§dobs
Busers

These
esch b
format, dck N, To edit an existng tket runber format, ick th Editco.

2 Click the [Delete] icon to the right of the format you want to delete.

i
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8.2

8.2.1

Job Ticket Format Settings

A Job Ticket is the form that users will fill out when they come to your site to
place an order. Default tickets are described in “Place and View an Order”
on page 3-1.

A Job Ticket Format can be customized to permit users to specify the re-
quirements of their print jobs. Different Job Ticket Formats can be defined
for different Groups based on their needs.

By default, only the Application Administrator can do the following:
e Create a Job Ticket Format

Edit a Job Ticket Format

Duplicate a Job Ticket Format

Delete a Job Ticket Format

Search for Job Ticket Formats

Create a Job Ticket Format

...

Note
You must Create Job Ticket Number Formats before creating Job Ticket
Formats.

If you have the appropriate Role and Permissions, you can create a new Job
Ticket Format. There are two types of Job Ticket Formats that can be creat-
ed: Quick Order and Standard Order.

Quick Order Job Tickets have limited functionality (you may only upload a
single PDF file to the job) but they do support real-time pricing.

Standard Orders Job Tickets support full functionality but require print shop
interaction for pricing.

Both Standard Order and Quick Order Job Ticket Formats have six sections:
Job, Files, Options, Shipping, Billing, and Catalog. Differences between the
two options are noted in the discussion below, as required.

Four of the six sections (Job, Files, Options, and Catalog) have subsections
or categories. There are 21 default categories, each associated with one of
the job ticket sections.

Categories contain ltems.

Items represent user selectable options on a job ticket.

Items can be grouped into “ltem Groups.”

An Item Group is a logical grouping of ltems under a Category.

An ltem Group may have a “Label” defined for the group.
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8

Items are defined by the Application Administrator under [Configuration] -
[Services] - [Printing]. See “Printing Service” on page 9-19).

| — Section
3 Options
# Mates I Categow
Paper
Weight ——————————— itemgroup item-group
O 40 g/mz i item | | item |
O 72 gjm2 it it
O 243 g/mz [ item | [ item |
Size | ltem | | Item |
O ao g9/m2
O az g/m2
C' 210 g/m2

Label

The Catalog section of a Job Ticket offers “items” for sale by the Printshop
but they are not printing-related options. “Items” under the Catalog section
are defined by the Application Administrator under [Configuration] - [Servic-

es] - [Catalog]. See “Catalog” on page 9-31)

The Shipping and Billing sections of a job ticket do not use either the item
concept or the category level of organization, but have their own format.

Here are the built-in categories and items of the Job section:

Category | ltems

Description

Standard Job Name

enables users to enter a meaningful
name

Date/Time Needed

enables users to specify a Due Date
from the calendar

Estimate Required

enables users to require estimate
(not recommended for Quick Or-
ders)

Priority Normal, Rush

enables users to select the priority

Proof No Proof Required, Soft Proof, Hard Proof

enables users to select the method
of proof (Soft Proof not recom-
mended for Quick Orders)
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Here are the built-in categories and items of the Files section:

Category | Items Description
Submis- File Upload enables users to upload files. it is
sion possible to use Upload Control (lim-

ited to 1 PDF file for Quick Orders).

Delete Files After Use

enables users to select to delete
files after use automatically

Postal, Email, Instant Messaging, Upload,
CD/DVD, Hardcopy, Other

enables users to select the method
of sending files

Here are the built-in categories and items of the Options section:

Category | ltems Description

Copies Copies enables users to enter the number of
copies to print.

Color Color, Black & White, Mixed enables users to select the color
scheme (Mixed not recommended
for Quick Orders).

Color High Chroma enables user to select a device that

Quality supports High Chroma printing.

Layout Reduce to Fit enables users to reduce the size of
original to fit the paper size.

Fit to Page enables users to enlarge the size of
original to fit the paper size.

Clip to Max enables users to reduce or enlarge
the size of original to fit the paper
size.

Tile enables users to print large size
original with resizing and tiling to fit
the paper size.

Portrait, Landscape enables users to select orientation.

1in1,2in1 enables users to select the page
numbers to print per one sheet of
paper.

Booklet enables users to set booklet print-
ing.

Media CD/DVD, Paper enables the user to indicate the me-

Type dia to print (not recommended for

Quick Orders).

Media Type Details

enables users to select the details of
the media to print.

Grade enables users to select the details of
the media grade.
Coating enables users to select the details of

the media coating.
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Category | Items Description
Paper Tabloid, 12x18, 16K, Half Letter, Letter, Le-| enables users to select the paper
gal, 8K,A3, A4, A5,A6, B4, B5, B6, 8x13, size.
8.5x13, 8.25x13, 8.125x13.25, A3W, A4W,
A5W, B4W, B5W, Half Letter W, Letter W,
Tabloid W, 12x18W, Postcard, Letter Tab,
A3 Tab, A4 Tab, A5 Tab, B4 Tab, B5 Tab,
Half Letter Tab, Tabloid Tab, 13x19, SRA3,
SRA4, ISOB4, ISOB5
40g/m2, 50g/m2, 62g/m2, 72 g/m2, 92g/ enables users to select the paper
m2, 131g/m2, 162g/m2, 210g/m2, 245g/ weight.
m2, 300g/m2
Cyan, Magenta, Yellow, Black, White, enables users to select the paper
Clear, Pink, Blue, Green, Gray, Red, Tur- color.
quoise, Violet, Orange, Brown, Gold, Silver,
Buff, Ivory, Goldenrod, Other
Off, On enables users to select whether to
use paper settings.
Paper Name enables users to set the name of pa-
per.
Sides Front, Back, Two Sided head-to-head, Two | enables users to select the method
Sided head-to-foot of one side printing and two sided
printing.
Collation Collate enables users to collate
Binding Channel Binding, Coil Binding, Single Sta- | enables users to select the binding
ple, Adhesive Binding, Hard Cover, Plastic | type.
Comb, Ring, Saddle Stitch, Sewn, Side
Sewn, Double Staple, Perfect Binding, Strip
Bind, Tape, Thread Sealing, Wire Comb,
Auto
Top, Bottom, Left, Right enables users to select the binding
location.
Cyan, Magenta, Yellow, Black, White, enables users to select the binding
Clear, Pink, Blue, Red, Green, Brown, Gray, | color.
Turquoise, Violet, Orange, Gold, Silver,
Buff, lvory, Goldenrod, Other
Front Cov- | No Cover, Blank Page, Printed enables users to select the method
er of Front Cover.

40g/m2, 50g/m2, 62g9/m2,72 g/m2, 92g/
m2, 131g/m2, 162g/m2, 210g/m2, 2459/
m2, 300g/m2

enables users to select the weight of
paper for Front Cover.

Cyan, Magenta, Yellow, Black, White,
Clear, Pink, Blue, Green, Gray, Red, Tur-
quoise, Violet, Orange, Brown, Gold, Silver,
Buff, lvory, Goldenrod, Other

enables users to select the color of
paper for Front Cover.

Gloss, Matte, White Paper, Yellowish Pa-
per, None, Glossy, High Gloss, Coated

enables users to select the grade of
paper for Front Cover.
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Category | Items Description
Back Cov- | No Cover, Blank Page, Printed enables users to select the method
er of Back Cover.
40g/m2, 50g/m2, 62g/m2,72 g/m2, 929/ enables users to select the weight of
m2, 131g/m2, 162g/m2, 210g/m2, 245g/ paper for Back Cover.
m2, 300g/m2
Cyan, Magenta, Yellow, Black, White, enables users to select the color of
Clear, Pink, Blue, Green, Gray, Red, Tur- paper for Back Cover.
quoise, Violet, Orange, Brown, Gold, Silver,
Buff, lvory, Goldenrod, Other
Gloss, Matte, White Paper, Yellowish Pa- enables users to select the grade of
per, None, Glossy, High Gloss, Coated paper for Back Cover.
Punching Left, Right, Top, Bottom enables users to select the punching
edge.
2,3,4 enables users to select the punching
number.
Folding Z-fold(A3, B4, 11x17, 8k), Z-fold(8.5x14), enables users to select the method
Center Fold, Center Fold Out, Letter Fold, of folding.
Letter Fold Out, Zig Zag, Zig Zag Out, Dou-
ble Parallel, Double Parallel Out, Gate Fold,
Gate Fold Out, Multi Letter Fold, Multi Let-
ter Fold Out, Multi Center Fold
Offset Offset enables users to set offset printing
Trim Trim enables users to set trim printing
Business Company Name, Department, Code, Work | The setting of the Business Card
Card Phone, Mobile Phone, Home Phone, Coun-| template is available.

try, Zip Code, State, City, Address 1, Ad-
dress 2, First Name, Last Name, Email

“ltems” of [Shipping] section are as follows:

Items

Description

Shipping
Methods

USPS - Priority Mail, UPS - Ground, FedEx
- Over Night

enables users to select the method
of shipping

Here are the Items of the Billing section:

Items

Description

Billing
Method

Billing Address, Cash on Delivery, Pur-
chase Order, Cross Charge, Cash Pre-pay-
ment, Personal Check, Cahier’s Check,
Money Order, Bank/Wire Transfer, PayPal

enables users to select the method
of billing

Here are the built-in Categories and Items of the Catalog section:
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Description

Category | Items
Paper Letter White 20Ib, Legal White 20Ib, Tabloid | enables users to order paper.
White 20Ib, Letter Yellow 20Ib, Letter Red
20lb
Pencils Pencils enables users to order pencils.
Pens Pens enables users to order pens.
Note

When you need more items, you can create them using [Configura-
tion] - [Services] - [Printing] menu as long as the items have a stand-
ard JDF (Job Definition Format). For recommends regarding new

Quick Orders, please see “To create a Quick Order Job Ticket For-

mat:” on page 8-27.

An ltem Group can also function as a Filter Group.
A Filter Group has a name, screen control type and required flag like
an ordinary ltem Group but also has a parent (or original) lterm

Group.

Filter Groups reuse the ltems of their parent ltem Group.

To create a Standard Order Job Ticket Format:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen
opens.

—; &tior Welcome application Administrator

Welcome to Printgroove!

Job Tickets

your ste. Natrally,

have bult, When you dick ew," you il be bk o buld the b tcket template fo it your dients e,

YRR
@
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2 Click [New]. The [Job Ticket Type] screen opens.

Job Ticket Type

Job Ticket Type

Quick Online print jobticket template have limited functionality but support real-time pricing for
POD Server users, Standard job ticket templates support full functionality and require printshop
interaction for pricing.

Select an Option
@ Quick Order

& Standard Order

3 Select [Standard Order] then click [OK]. The [Ticket Builder] screen
opens.

Tkt Type:  Stancara Order

ket Previen,

4 Enter a name for the Job Ticket Format

5 To add a thumbnail for the ticket, click [Browse...]. Navigate to the file
you wish to use. Select the file and click [OK]. An image of the icon ap-
pears in the Ticket Builder.

6  Entera Description.

— Note
The thumbnail image and the description are displayed on the [Se-
lect a Job Ticket] screen. This screen opens every time a user cre-
ates a new print job.

7 Select a Section.

Printgroove POD Guide 8-15



Job Ticket Administration 8

For the Job section, see “To set the [Job] section of the Job Ticket
Format:” on page 8-16.

For the [Files] section, see “To set the [Files] section of the Job Tick-
et Format:” on page 8-18.

For the [Options] section, see “To set the [Options] section of the
Job Ticket Format:” on page 8-20.

For the [Shipping] section, see “To set the [Shipping] section of the
Job Ticket Format:” on page 8-22.

For the [Billing] section, see “To set the [Billing] section of the Job
Ticket Format:” on page 8-23.

For the [Catalog] section, see “To set the [Catalog] section of the
Job Ticket Format:” on page 8-24.

To change the settings of the item group, see “To change the set-
tings of the item group:” on page 8-25.

To delete the added item groups, see “To delete the item group:”
on page 8-26.

To delete the added item, see “To delete the item:” on page 8-26.
To move the added item groups, see “To move the position of the
item group:” on page 8-26.

To move the added item, see “To move the position of the added
item:” on page 8-26.

Click [Save Ticket Template].

Click [Cancel] to cancel creating the Job Ticket Format.

To set the [Job] section of the Job Ticket Format:

1

2

From [Section], select [Job].

From [Category], select the category to set.
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— Standard: [Job Name], [Date/Time Needed] and [Estimate Re-
quired)].

—  Priority: [Normal] and [Rush].

— Proof: [No Proof Required], [Soft Proof] and [Hard Proof].

From [Items], select the item to set. In some cases, [Label] appears de-
pending on the item selected.

If necessary, change [Label] to match the function of the ltem Group.

— Label is a required field. You cannot leave it blank.
— The Label is what will appear on the screen.

Select a Control Type for the item.

— Check Box: Puts a check box near each item the user may choose.
Check boxes allow users to make multiple choices.

— Date: Makes a calendar available from which to choose a date.

— Date/Time: Makes a calendar with time on it from which to choose
date and time.

— Individual: Puts radio buttons next to the item users may choose.
Radio buttons only allow users to make a single choice within a
group of choices.

— Numeric Data Field: Creates a field where users can only enter nu-
meric values.

— Pull Down: Creates a pull down menu of available choices.

— Text Field: Creates a blank text field where users may enter text.

— Some control types are not selectable on all items.

Check the [Required?] box to make the item group a required element.

To set [Check Box], [Individual] or [Pull Down] from [Control Type], click
[Insert] to make the item appear as an option the user can select.

— To add multiple options repeat as necessary.

— If you change the [Label] or [Control Type], the latest value is adopt-
ed.

— Ifinserted items are exclusive, you cannot insert them into the same
ltem group.
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8 Click [Save] and check the preview of your settings on the right.

Proie (1) Al Logon

Welcome to Printgroove!

ket Name [Sanple TeketName |

Telet Type:  Standar Orcer

o)
ot
s oo
> Standard ttog e
e <oy
oveome = sy
Clestrote Recurea s
s st e i e | [ s os
e .,,

e Goora * s

P ——— Hesi

(o] (]

9 Repeat steps 2 through step 7 as necessary.

— Toinsert an item to an Item group after clicking [Save], edit the item
group.

— When you insert items after clicking [Save], a new Item group is cre-
ated.

— To edit ltem group settings, see “To change the settings of the item
group:” on page 8-25.

— If you click [Reset] instead of [Save], the fields return to their previ-
ous values.

To set the [Files] section of the Job Ticket Format:

1 From [Section], select [Files].

Welcome application Administrator

Welcome to Printgroove!

TiketName [Sample ket lame.

TeetType:  Stancard Orser

—_—
e —
s [T — =
Category. Submisson v [> Standard-tod i
ems [comvo v e Job Name * 3,5
Label [coovo I ue Dat ® + o0
Comate  [Greckoon 9] _— *oug
Required? = Destimate Required &
e .s
o .t
Ohiormal ‘i
e ——— S
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9

From [Category], select [Submission].

Select an item to set. In some cases, Label appears depending on the
selected item.

If necessary, change the Label to make it represent the function of the

item group.

— Label is a required field. You cannot leave it blank.

— The Label will appear on the Job Ticket screen.

From [Control Type], select [Check Box] or [Upload Control].

— Check Box: Puts a check box near each item that the user may
choose.

— Upload Control: Displays the upload control.

Check the [Required?] box, to make the item group a required element.

Click [Insert].

— To add multiple options to one Item group repeat step 3 through
step 7.

— If you change the Label or Control Type, the latest value is adopted.

— Ifinserted items are exclusive, you cannot insert them into the same
ltem group.

Repeat step 2 through step 7 as necessary.
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Toinsert an item to an Item group after clicking [Save], edit the item
group.

When you insert other items after clicking [Save], a new item group
is created.

To edit the settings of the item group, see “To change the settings
of the item group:” on page 8-25.

If you click [Reset] instead of [Save], the fields return to their previ-
ous values.

To set the [Options] section of the Job Ticket Format:

1 From [Section], select [Options].

* oy

2 Selectthe category to set. See Options Details table of “Create a Job
Ticket Format” on page 8-9.

3 Select the item to set.

4 necessary, Edit the Label to represent the function of the item group.

Label is a required field. You cannot leave it blank.
The Label will appear on the screen.

5 Select the control type to set for items.

Check Box: Puts a check box near each item the user may choose.
Date: Makes a calendar available from which to choose a date.
Date/Time: Makes a calendar with time on it from which to choose
a date and time.

Individual: Puts a radio button next to the item that the user may
mark.
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Numeric Data Field: Creates a field for entering numbered values
only.

Pull Down: Creates a pull down menu with item choices for selec-
tion.

Text Field: Creates a field for entering text.

Some control types are not selectable for certain items.

6 Check the [Required?] box to make the item group a required element.

7 Click [Insert] to make the item appear on the Job Ticket.

Repeat step 3 through step 7 to add multiple options.
If you change the label, the latest value is adopted.

8 click [Save] and check the preview of your settings on the right.

Proe () 7 Logoll

| Welcome to Printgroove!
s

]

9 Repeat step 2 through step 7 as necessary.

Toinsert an item to an ltem Group after clicking [Save], edit the item
group.

When you insert other items after clicking [Save], a new item group
is created.

To edit an item group, see “To change the settings of the item
group:” on page 8-25.

If you click [Reset] instead of [Save], the fields return to their previ-
ous values.
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To set the [Shipping] section of the Job Ticket Format:

1 From [Section], select [Shipping].

Welcome to Printgroove!

ket Name [Sample ket e

Tilet Type:  Standarg Orger

ot [ (5

on 2
Requrear  [] e
Cluses. 7%
Cus - Ground * dgg
Cresex- over gt s
(e ) * ten B

=5
=T
.l
Ao

Check the [Required?] box to make this field a required element.

From [Shipping Methods], mark the check box to add a shipping option
to the Job Ticket.

Click [Save] and check the preview of your settings to the right.

Welcome to Printgroove!
Cancel | Sove Vet Tonpie

i v
[rrora——— * s
B U
® o o

vrs-ar
Fedx. Over lignt

If you click [Reset] instead of [Save], the fields return to their previ-
ous values.
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To set the [Billing] section of the Job Ticket Format:

1 From [Section], select [Billing].

= &vins Welcome appliation Aduinisisator

Welcome to Printgroove!

Recent NotesFles
[ p——
Tiket Name [Sample Tiket Nare. Calendar < ® >
Jama-2009

Tkt Type:  Standard Order

.o

s

PN

* v,y
* g

s

*s

* vy

* 3,y

2 Check the [Required?] box to make this field a required element.

3 From [Billing Methods], mark the check box to add billing option to the
Job Ticket.

4 Click [Save] and check the preview of your settings to the right.

@ e

> conies v
copen

> Color ER3

prin Color T
Becks Whte Coor  lied e

w w Wy

— If you click [Reset] instead of [Save], the fields return to their previ-
ous values.
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To set the [Catalog] section of the Job Ticket Format:

1 From [Section], select [Catalog].

Welcome to Printgroove!

Titet N [Sanpl Tiket lane.

v

* g
* g

* i0g

s

* g

* g

N

Select the category to set. See the Catalog Options table of “Create a
Job Ticket Format” on page 8-9.

Select the item to set.
From [Control Type], select [Catalog].
Check the [Required?] box to make this field required.

From [ltems], select the item to add and click [Insert].

~N 6O O b~ W

To add another option to the category, repeat the previous step.
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8

- Welcome applicaion Administrator

= &
e}

Welcome to Printgroove!

9 Repeat step 2 through step 6 as necessary.

— Toinsert items after clicking [Save], edit the item group.

— When you insert another item after clicking [Save], anew item group
is created.

— To edit the item group, see “To change the settings of the item
group:” on page 8-25.

— If you click [Reset] instead of [Save], the fields return to their previ-
ous values.

To change the settings of the item group:

1 On the Ticket Preview area, click the blue heading bar of section to ed-
it.

2 Click the [Edit] icon at the right of the item group. The settings of the
item group display in the Ticket Builder area of the screen.

&

3 Change the settings on the Ticket Builder area.

4 Click [Save].

— If you click [Reset] instead of [Save], the fields return to their previ-
ous values.
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To delete the item group:

1 Click the [Delete] icon to the right of the item group.

i

To delete the item:
1 Click the blue heading bar of section that includes the item to delete.

2 Click the [Edit] icon at the right of the item group. The settings of the
item group appear on the Ticket Builder area.

&

3 Click the [Delete] icon at the right of the item to delete.

i

To move the position of the item group:

1 Click the [Up] or [Down] icon in line with the item group to move. On the
Ticket Preview area.

W

To move the position of the added item:

1 In the Ticket Preview area, click the blue heading bar of section that in-
cludes the item to move.

2 Clickthe [Edit] icon at the right of the item group with the item to move.

3 Click the [Up] or [Down] icon in line with the item to move.

i ¥
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To create a Quick Order Job Ticket Format:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen
opens.

Welcome to Printgroove!
Job Tickets

Ve Al et/ e
Calendar < B>
2

2 Locate the [Quick Order] Ticket Name in the Job Ticket table. This is
the default ticket for Quick Orders. Click the [Duplicate] icon to the right

of the Ticket Name.

3 Anew Ticket Name [Copy of Quick Order] appears in the Job Ticket ta-
ble.

4 Click the [Edit] icon to the right of the [Copy of Quick Order] entry.

r.4
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5 The Ticket Builder screen opens:

6 In order to ensure that the real-time quote function continues to work
properly, it is recommended that you only remove unnecessary items
from the Quick Order ticket (see “Edit a Job Ticket Format” on page 8-
30 for details). You may add additional items to sections using the
methods noted in “To create a Standard Order Job Ticket Format:” on
page 8-14. If you do add new settings, test the new Ticket when your
modifications are complete to make sure the real-time quote functions
properly. If it does not, added settings should be removed. The follow-
ing settings are NOT recommended for Quick Orders:

- Job --> Standard --> [Estimate Required]

— Job --> Proof --> [Soft Proof]

— Options --> Color --> [Mixed]

— Options --> Media --> Media Type

— If you click [Reset] instead of [Save], the fields return to their previ-
ous values.
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8.2.2 Edit a Job Ticket Format

If you have the appropriate Role and Permissions, you can edit the Job Tick-
et Format.

To edit a Job Ticket Format:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen
opens.

Welcome  application Aduministrator

= &
b

Welcome to Printgroove!

Job Tickets Recent NotesFies
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fpebs et e
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£
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Defauit Order - Short Form Prneshop Geoup, HR, Groupdl ? P8 L

Quek Order Prneshop Group, HR, Groupdl @z P8

Job Teket 001 Unsssgnad 7 B8

2 Click the [Edit] icon to the right of the Job Ticket Format.

&

3 Edit the Ticket Name.

_—&ie: Welcome application Aduinisrator

Welcome to Printgroove!
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Select a section.

To set [Job] section, see “To set the [Job] section of the Job Ticket
Format:” on page 8-16.

To set [Files] section, see “To set the [Files] section of the Job Tick-
et Format:” on page 8-18.

To set [Options] section, see “To set the [Options] section of the
Job Ticket Format:” on page 8-20.

To set [Shipping] section, see “To set the [Shipping] section of the
Job Ticket Format:” on page 8-22.

To set [Billing] section, see “To set the [Billing] section of the Job
Ticket Format:” on page 8-23.

To set [Catalog] section, see “To set the [Catalog] section of the Job
Ticket Format:” on page 8-24.

To change the setting of the added section or item group, see “To
change the settings of the item group:” on page 8-25.

To delete the item group, see “To delete the item group:” on
page 8-26.

To delete the item, see “To delete the item:” on page 8-26.

To move the item group, see “To move the position of the item
group:” on page 8-26.

To move the item, see “To move the position of the added item:” on
page 8-26.

Click [Save Ticket Template].
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8.2.3 Duplicate a Job Ticket Format

If you have the appropriate Role and Permissions, you can duplicate a Job

Ticket Format.

To duplicate a Job Ticket Format:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen
opens.

e Welcome application Administrator

Welcome to Printgroove!
Job Tickets

oased = e
have bult,When you dick e, you il be bk o buld the b tket templt
Teles Name

2 Click the [Copy ticket] icon.

B

— The Name of the Duplicated Job Ticket Format is added, with the

words “copy of” append to the original name.
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8.2.4 Delete a Job Ticket Format
If you have the appropriate Role and Permissions, you can delete Job Ticket

Formats.

N...

Note
Job Ticket Formats cannot be deleted if they are assigned to a Group.

To delete a Job Ticket Format:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen

opens.

Welcome to Printgroove!
Job Tickets .
Cale

Naturaly,

havebutt. When you cick new,” you il be abe o buld the b tcket template fo it you dients needs.

Tetashame

]
&
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7 B8
7 B8
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v B8

2 Click the [Delete] icon.

3 Click [OK].

Printgroove POD Guide 8-32



Job Ticket Administration 8

8.2.5 Search Job Ticket Formats
If you have the appropriate Role and Permissions, you can search Job Ticket
Formats.
You can search for a specific Job Ticket Format, or for those with specified
characteristics.

To search Job Ticket Formats:

1 Click [Configuration] - [Job Ticket] - [JT Builder]. The [JT Builder] screen
opens.

Welcome to Printgroove!
Job Tickets

Naturaly,

The
v bt W yeu cick e, you il b sbe o i the b teket tenslat to st yur cnts neec,

Be

v By
7 B8
z B9
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2 Enter search criteria in one or both the search fields.

3 Click [Enter].
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9  Other Administrative Settings

This chapter describes the following settings:

Shipping Option

Payment Method
Invoice Template
PayPal Support
Printing Service
Internal Service
Catalog

PDF Profile

Shipping Label Template

Inventory Management

Except for Inventory Management, only the Application Administrator can
administrate these settings. The psc-level user is the only user who can set
and modify the Inventory Management settings.

The follow table notes the default Roles and Permissions related to these

settings.

Category | Permissions | Role “AppAdmin” Role “Printshop_coordinator”
Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-

vate vate

Configu- | Shipping ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF

ration Methods

Shipping La- | - ON | - - - - ON | - - -
bels
Payment - - - - ON | - - - - OFF
Methods
Invoice Tem- | - ON | - - - - OFF| - - -
plates
PayPalSup- | ON | ON | ON | ON | ON | OFF| OFF| OFF| OFF| OFF
port
Printing ON | ON | ON | ON | - OFF | OFF| OFF| OFF| -
Services
Internal Serv-| ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
ices
Catalog ON | ON | ON | ON | - OFF| OFF| OFF| OFF| -
Services
Inventory OFF| OFF| OFF| OFF| - ON | ON | ON | ON | -
Management
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9.1

9.1.1

9.1.2

Shipping Option
The shipping option allows your customers to specify methods of shipping.

By default, only the Application Administrator can do the following tasks to
configure shipping options:

e Create shipping options

Edit shipping options

Delete shipping options

View shipping options

Activate and deactivate shipping options

Predefined Shipping Option

Shipping options include the name of the provider, the shipping and the han-
dling rates. Printgroove POD Guide has three predefined shipping options.

e You can edit, delete, deactivate, and activate the default shipping op-
tions.

e You can make them available on the job ticket. For details, see “Job Tick-
et Format Settings” on page 8-9.

e You can add courier-specific tracking information to a shipping option.

e The default shipping options are as follows:

Provider Shipping Rate and Handling Rate

USPS Shipping rate: Flat rate $0, Handling Rate: Flat rate $0

UPS Shipping rate: Based on Order Amount, Handling Rate: Flat rate $0
FedEx Shipping rate: Flat rate $0, Handling Rate: Flat rate $0

“Flat rate” means a single amount which is charged for each shipment, no
matter the size.

“Based on Order Amount” means different amounts to be charged depend-
ing on how much the customer orders.

Create a Shipping Option

If you have the appropriate Role and Permissions, you can create a new ship-
ping option.

N...

Note
If you add a new shipping option, you must also make it available on the
Job Ticket under [Configuration] - [Job Tickets] - [JT Builder].
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To create a shipping option:

1

Click [Configuration] - [Shipping] - [Methods]. The [Shipping Options]
screen opens.

| Welcome to Printgroove!
Shipping Options

Click [New]. The [New Shipping Option] screen opens.

Hew Shipping Gption

Provider Name | | =

Service Name | | #

Tracking Link | {optional)

(e.g brpfimyshippingsarvice. com/racking/package="SPACKAGE_IDS)

o test the above Tracking Link, enter an appropriate tracking
number and cick the Test bution

Tracking Number | |

Enter the name of shipping provider in [Provider Name].

Enter the name of shipping service in [Service Name].

If you wish to add the courier’s tracking information, complete
Steps 5 - 8. If you do not wish to do this, skip to Step 9.

Enter the shipping courier’s tracking link URL. An example of this is:

(e.g. http://myshippingservice.com/tracking/pack-
age='120123567890123456'")

Because the tracking number or Package ID of shipping courier’s

tracking links may not always be in the same position of the URL, the
special designation $PACKAGE_ID$ allows the tracking number to be

inserted at the appropriate position of the tracking link URL.

Printgroove POD Serve/Guide will replace the tracking ID portion of the
Tracking Link entered above with the string $PACKAGE_ID$. The new
Tracking Link value should look like this:
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(e.g. http://myshippingservice.com/tracking/pack-
age='$PACKAGE_ID$")

To verify that this link works, enter an actual hyperlinked tracking
number for the same courier in the [Tracking Number] field. (This
should be a tracking link previously assigned outside of Printgroove
POD Guide.)

Click [Test]. If the test is successful, the courier’s tracking site should
open and you should be able to gather the details of the order associ-
ated with the Tracking Number you entered.

Click [Save].
To cost these Shipping Methods, go to Configuration --> Price List.

Open a Price List, scroll down to the [Delivery Types] section.

There you can set Shipping and handling rates for all Shipping Meth-
ods included in your Job Ticket (see “Create a Price List” on page 6-2
then locate the [Delivery Types] section for precise instructions).
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9.1.3 Edit a Shipping Option

If you have the appropriate Role and Permissions, you can edit shipping op-
tions.

To edit Shipping Options:

1 Click [Configuration] - [Shipping] - [Methods]. The [Shipping Options]
screen opens.

ngcome to Printgroove!
Shipping Options

prey i

2 Click the [Edit] icon to the right of the shipping option.

#

3 If necessary, edit the provider name, service name or tracking link.

- Note
Since tracking URLs can change at any time and at the discretion
of the courier, it is recommended that you periodically check and
ensure the validity of any tracking link assigned to a courier service.

4 Click [Savel].
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9.1.4 Delete a Shipping Option

If you have the appropriate Role and Permissions, you can delete a shipping
option.

You cannot delete a shipping option if it has been assigned to a Job Ticket.
Rather than delete a shipping option, you can instead deactivate it. For de-
tails, see “Deactivate or Activate a Shipping Option” on page 9-7.

To delete Shipping Option:

1 Click [Configuration] - [Shipping]- [Methods]. The [Shipping Options]
screen opens.

Welcome to Printgroove!
Shipping Options

T re—
= Py
o

s overnigh He S

2 Click the [Delete] icon.
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9.1.5 Deactivate or Activate a Shipping Option

If you have the appropriate Role and Permissions, you can deactivate and
activate a shipping option.

To deactivate or activate a shipping option:

1 Click [Configuration] - [Shipping]- [Methods]. The [Shipping Options]
screen opens.

Welcome to Printgroove!
Shipping Options

2 Click the [Deactivate] icon to the right of the shipping option.

E

3  Clickthe [Activate] icon to the right of the shipping option. This option
only appears if the shipping option was previously Deactivated.

—Or—
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9.2 Shipping Label Template

The shipping label template is for creating shipping labels. When a job is
complete, one or more shipping labels can be generated by the system for
you to affix to outgoing packages. Shipping label templates can be used with
label printers and can be customized.

By default, only the Application Administrator, “appadmin”, and the Print-
shop Coordinator, “psc”, can edit shipping label templates.

When you print the shipping label, the customer portion is created. For infor-
mation about printing shipping labels, see “To print a shipping label:” on
page 4-46.

9.2.1 Predefined Shipping Label Template

The shipping label template includes the Reprographics Department ad-
dress, logo, and title. The logo will appear in the upper left corner of the ship-
ping label. Printgroove POD Guide has a default shipping label template
which you can edit:

0
h'

i
I

Printing Services

123 Mai Strest
Anytown, USA 12345
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9.2.2 Edit a Shipping Label Template

If you have the appropriate Role and Permissions, you can edit the shipping
label template.

To edit a shipping label template:

1 Click [Configuration] - [Shipping] - [Labels]. The [Shipping Label Tem-
plate] screen opens.

o Welcome application Administrator

Welcome to Printgroove!
Shipping Label Template

and Adcres for the From!porton ook porton i

Printing Services

(

oo 123 Main Street

Anytovn, USA 12345

Custor e
987 Broad Street
Anytown, USA 12345

ED

To upload a new logo, click [Browse] and [Select file(s) to upload].
Specify the image file and click [Open].

Enter your company name to print at the top of the shipping label.

O~ OD

Enter your company address as it should appear on the shipping label.

— The customer address is taken from the print order placed by the
customer.

— The Printgroove POD Guide prints the customer address on the
shipping label when the Printshop employee prints them.

6  Click [Save].
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9.3

9.3.1

Payment Method

Printgroove POD Guide has predefined payment methods for users to select.

By default, only the Application Administrator can activate and deactivate

payment methods.

Predefined Payment Method

You can make any or all of the payment methods available on the job ticket.
For details, see “Job Ticket Format Settings” on page 8-9.

The following table notes the default payment methods:

Payment Method

Description

Billing Address

User can select to receive billing at the address specified by user.

Cash on Delivery

User can select to make payment with cash on delivery.

Purchase Order

User can select to use purchase order.

Cross Charge

User can select to use cross charge.

Cash Pre-payment

User can pre-pay for the order using cash

Personal Check

User can pay using a personal check

Cashier’s Check User can pay using a cashier’s check
Money Order User can pay using a money order
Bank/Wire Transfer User can pay using a Bank/Wire transfer
PayPal User can pay using PayPal

Note

You can deactivate ana/or activate any of the payment methods.

The PayPal option requires that the printshop have an existing Mer-
chant’s Account and that account be linked to Printgroove POD Guide.
See “PayPal Support” on page 9-15 for setup details.
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9.3.2 Deactivate or Activate a Payment Method

If you have the appropriate Role and Permissions, you can deactivate and
activate payment methods.

To deactivate and activate a Payment Method:

1 Click [Configuration] - [Payment] - [Methods] The [Payment Options]
screen opens.

Welcome to Printgroove!
Payment Options

£
HEEEEEEEEN

2 To deactivate, click the [Deactivate] icon to the right of the payment

method.

3 To activate, click the [Activate] icon to the right of the payment method.
This option only appears if the payment method was previously Deac-

tivated.
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9.4 Invoice Template
Invoices are generated using the invoice template. This can be customized.
By default, only the Application Administrator can edit the invoice template.
When you print an invoice, the customer portion is created automatically. For
details about this procedure, see “Generate an Invoice” on page 4-35.
9.4.1 Predefined Invoice Template

The invoice template includes the Printshop address, logo, and title. The logo
will appear in the upper left corner of the invoice.

Printgroove POD Guide has one default invoice template:

=3 s Welcome application Adumiistrator

Welcome to Printgroove!

.~ Printing Services Job Ticket No.
123 Main Street
Anytown, USA 12345

INVOICE —
Date: 6/19/2009
Shipping: Konica Minolta Business Solutions

Systems Engineering Center

550 Marshall Phelps Road

Windsor, CT 06095 U.S.A.

TQuantiy | Description o |

Addional cos[ ]
Notes suTon ]
croup Discount ]

550 Marshall Phelps Road

T
v, CT 06095 US A. Grand Totall
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9.4.2 Edit the Invoice Template

If you have the appropriate Role and Permissions, you can edit the invoice
template.

To edit the invoice template:

1 Click [Configuration] - [Payment] - [Invoice Template]. The [Invoice
Template] screen opens.

Welcome to Printgroove!
Invoice Template

Your

Entar the Tite and Adcecsfor the Frompor

(0

() ()

2 To upload a new logo, click [Browse] and select an image file.
— The optimum size for the logo image is 75 x 75 pixels, a resolution
of 72dpi, and “.jpg” or “.png” format for maximum compatibility.
3 Specify the image file and click [Open].
— The file uploaded in Step 3 is automatically saved to Printgroove
POD Guide.
— The [Save] button will have no effect on the file.
4 Enter your company name to print at the top of the invoice.

5  Enter your company address.
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6 click [View Invoice Page].

&¢tee Welcome application Adminisirator

—

Welcome to Printgroove!

BMain
$30bs
&Users - P . 123456

<  Printing Services Job Ticket No. Jesmuns
‘R Configuration R Job Ticket Number el

123 Main Street an%
Anytown, USA 12345 July - 2009

INVOICE =

Date: 6/19/2009

Shipping: Konica Minolta Business Solutions
Systems Engineering Center
550 Marshall Phelps Road
‘Windsor, CT 06095 US.A.

TQuantity| Description

Total

product cost ]

warkup o[

Addional cos[ ]

Notes suTon ]
croup Discount ]

R —

Handing o[

Rush cos[————]

Biling: Korica Minot Busiess Soluons e |
Systems Engineering Center Adysment ]

550 Marshall Phelps Road 1

o
Windsar, CT 06095 US.A. Grand Totall

7 cClick [Return to the previous page].

8  Click [Save].

Printgroove POD Guide



Other Administrative Settings 9

9.5

9.5.1

9.5.2

PayPal Support

A printshop has the option of offering PayPal as a method their customers
may use to make payments for orders. To support this, the printshop must
first set up a Merchant Account with PayPal. Once that account is estab-
lished, Printgroove POD Guide and Serve can be configured so that a cus-
tomer must go through PayPal to pay for a job using a credit card. This also
requires that each customer setup or access their existing PayPal account.

The PayPal process enables a seamless real-time experience for the user:
they can place an order, receive a real-time quote, select the PayPal option
and prepay the order all in one session. When the session completes, the job
is sent to the printshop where it can be scheduled and processed.

...

Note
When the PayPal is used to make a payment, the PFP package license of
the Printgroove POD Serve is required.

PayPal also requires some advanced network setup. The network inter-
face cards (NICs) of the Printgroove POD server must be setup to support
PayPal. A dedicated firewall appliance must then be setup to protect the
Printgroove POD Server from unauthorized Internet access. If required,
see your Konica Minolta Sales Representative for details about these
procedures.

PayPal Merchant Account Requirement

A printshop’s PayPal Merchant Account information is required in order to
support PayPal's interaction with Printgroove POD. The user may refer to
www.paypal.com for details about how to create an account. Once created,
PayPal can be implemented and used as a payment option.

Set Up PayPal

If you have the appropriate Role and Permissions, you can set up PayPal,
making it available for use as a customer payment method.
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To set up PayPal:

1 Go to Configuration --> Payment --> PayPal Support. The PayPal Set-
up screen opens:

| Welcome to Printgroove!

PayPal Setup

Inorder for

beng sent toPayPa,

2 Click the [Download the Printgroove Public Certificate] hyperlink to
download the certificate file locally.

3 Log in to your PayPal Merchant Account. The My Account screen
opens. In the second menu bar, click [Profile]. The Profile Summary
screens opens.

4 Under [Selling Preferences], click [Encrypted Payment Settings]. The
Website Payment Certificates screen opens. In the [Your Public Certif-
icates] section, click the [Add] button. The Add Certificate screen
opens.

5  Click the [Browse...] button, navigate to and then upload the Print-
groove SSL Certificate downloaded locally in the procedure above.

6 Click the [Add] button.

7 When successfully completed, a confirmation screen opens. Scroll to
the bottom of the screen and locate the Cert ID number assigned to
your public certificate. Copy the Cert ID. Keep the PayPal Merchant
Account screen open.
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Return to the PayPal Setup screen in Printgroove POD Guide. Paste
the Cert ID in the PayPal Certificate ID field.

Return to the PayPal Merchant Account screen. Locate the PayPal
Public Certificate section and click the [Download] button. The Open-
ing paypal_cert_pem.txt screen opens. Save the file. You may close the
PayPal Merchant Account screen.

Return to the PayPal Setup screen in Printgroove POD Guide.

Click the [Browse...] button, navigate to the file from the previous step.
When located, click [Open]. The file name appears on the PayPal Setup
screen.

Click the [Upload] button.
Fill in the PayPal Merchant Account field.

Enter the publicly accessible IP Address or URL of the Printgroove
POD Server in the [Printgroove IP Address to receive IPN Messages]
field. This only needs to be set once unless the publicly accessible IP
Address or URL of the Printgroove POD Server changes. This IP Ad-
dress/URL is used by PayPal to send payment notification to Print-
groove. If the IP Address/URL is not provided, payment verification
cannot be completed properly by Printgroove.

Once the above steps are complete, verify that the encrypted invoice
is being successfully sent to PayPal. This is done using the [Pay Now]
button. When you click this button, an on-the-fly invoice is sent to Pay-
Pal. This simulation will also confirm that the value entered in the Pay-
Pal Merchant Account field links Printgroove to the correct merchant
portal site on PayPal.

If you have previously entered and saved values, they will be applied
when you click the [Pay Now] button. If you make changes to the set-
tings, those values will be used for the test. To undo all changes made
above, click the [Cancel] button and the previously stored settings will
be retained.

Click the [Pay Now] button. Because this is a test invoice you should
not complete the payment process.

The PayPal screen opens in a new browser window. The appearance
of the screen can vary, based on whether or not your printshop has a
logo associated with the PayPal Custom Payment Page Styles. In the
example below, the first screen has a logo. The second screen does
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not. When a logo is not available, the printshop’s registered business
name should be displayed.

My Printshop's Business Name

[ T—

19 ifaninvalid or non-existent PayPal Merchant Account was entered in
Step 4 of the Printgroove POD Guide PayPal Setup screen (see above),
an error page is displayed.

— Failure to set the correct PayPal Merchant Account value will pre-
vent your printshop from receiving payment for PayPal orders.

20 Close the window by clicking (X).

21 Click the [Save] button to commit your changes. To keep the existing
settings, click the [Cancel] button. When you click [Cancel], none of the
new changes are applied.
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9.6

Printing Service

Printing service is for printing with JDF (Job Definition Format) standard fea-
tures like binding, stapling, folding, coloring, etc.

By default, only the Application Administrator can do the following tasks:
e Create printing service

Edit printing service

Delete printing service

View printing service

Import PDF profile .joboptions-type file

Printing services contain categories and each category is associated with the
job, files, and options sections of the Job Ticket.

Categories contain “items”. Items represent user-selectable options on Job
Tickets. The built-in items in Printgroove POD Guide represent a single print
job value for each feature. Printgroove permits the building of items to rep-
resent multiple job feature values or “elements”.

ltems under each category can be defined by elements.
An element is one part of the definition of the “items.”

Elements are grouped according to JDF (Job Definition Format) standard
features.

Creating and/or editing printing service means creating and/or editing cate-
gories defined by items which are defined by elements.
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The relationship of categories, items, and elements is shown in the following
illustration.

“Paper Color”

Magenta

Yellow
Black

Category “Popular Paper”

Item Item Cyan Letter 50b “Size”

Element Element Cyan Tabloid

Element Element Letter Letter
Element Element 50g9/m2 A4
A3

“Weight”

50g/m2
62g/m2
72g/m2

9.6.1 Predefined Printing Services

Printgroove POD Guide has default printing services with 21 default catego-
ries including items. You can make those available on the job ticket. For de-
tails, see “Job Ticket Format Settings” on page 8-9.

For “categories” and “items”, see “Create a Job Ticket Format” on page 8-9.

N...

Note
Default “jtems” represent single print job values for each feature, not mul-
tiple job feature values.
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9.6.2 Create a Printing Service
If you have the appropriate Role and Permissions, you can create printing
services.

To create a printing service:

1 Click [Configuration] - [Services] - [Printing]. The [Printing Services]
screen opens.

Welcome application Administrator

= &
=

Welcome to Printgroove!

Bapeio Printing Services Ve i

g S S
§jdobs Bingat e Bt Calendr n”
Busers sutwrrs

nunusHD

R Configuration
2uly - 2009
smTwiEs

s67850n
Boussrs

= &vios Welcome appliation Aduinisisator

Welcome to Printgroove!

Printing Services Calendar < ¥

Bt Blogor e une 2009

3  Enteranew category name for the printing service and click [Save].
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9

4 Toadd a new item to the category, click the category name you en-
tered.

[ ——

5 Enter the item name for the printing service.

6 Enter the unit for calculation of cost. Costing is completed in the Price
List (see “Create a Price List” on page 6-2 then locate the [Services]
section for precise instructions).

7 Select the icon that will appear next to the item when user selects it

from the list of [printing services] to attach to a job.

— If you do not find the icon file in the icon pull-down, you can upload
one from your computer:

a Click [Upload] to display the Upload an Icon screen and click
[Browse] to display the Select file(s) to upload screen.

b Specify the con file and click [Open].

¢ Click [Done].

8  Enter the item description.

9 Select the feature to be added to the item from the drop-down. Once

a value is selected, a secondary drop-down opens.

— [Custom] has no secondary drop-down.

10 Select the a value from the secondary drop-down.

11 Click [Add Element].

Printgroove POD Guide
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12 Repeat Step 10 through Step 13 to add more elements.
13 Click [Save].
14 To close the setting fields, click the category name.

9.6.3 Edit a Printing Service

If you have the appropriate Role and Permissions, you can edit printing serv-
ices.

To edit a Printing Service:

1 Click [Configuration] - [Services] - [Printing]. The [Printing Services]
screen opens.

Welcome to Printgroove!

Printing Services

2 To change category name, click the [Edit] icon to the right of the cate-
gory name to edit, change it and click [Save].

&

3 Toaddnewa item, click the category name to display setting fields and
follow the procedures of step 5 through step 15 described in “Create a
Printing Service” on page 9-21.

4 Toeditthe item, click the category name to display the setting fields
and item list. Then follow the procedures of “To edit an item:” on
page 9-24.
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5

To delete the item, click the category name to display the setting fields
and item list. Then follow the procedures of “To delete an item:” on
page 9-24.

To edit an item:

1

8

Click the [Edit] icon to the right of the item of the item list.

&

If necessary, change the item name, unit, and description.

To change the icon

a Click [Upload], and click [Browse].
b Select the icon file and click [Open].
¢ Click [Done] to return to Printing Services screen.

To change the element, select a different feature and element from [Se-
lect Feature] and the drop-down next to the [Select Feature].

To add another element click [Add Element], select the feature from
[Select Feature] and select the element from the drop-down next to the
[Select Feature].

To delete the element, click the [Delete] icon to the right of the item or
element.

Click [Save] to save item and elements.
Click [Cancel], to cancel change the item and elements.

To close the setting fields, click the category name.

To delete an item:

You cannot delete items in use in active job tickets.

1

2

Click the [Delete] icon to the right of the item.

i

Click [OK].
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9.6.4 Delete Printing Service

If you have the appropriate Role and Permissions, you can delete printing
services.

N...

Note
You cannot delete the default printing service or any printing service cur-
rently in use.

To delete Printing Service:

1 Click [Configuration] - [Services] - [Printing]. The [Printing Services]
screen opens.

Welcome to Printgroove!

Printing Services

2 Click the [Delete] icon to the right of the printing service.

3 Click [OK].

— Ifitis used currently, printing service cannot be deleted.
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9.7

Import a PDF Profile

Printgroove POD Guide may be used to located then upload a PDF Profile (a
.joboptions-type file) to the Printgroove POD server. The .joboptions-type file
contains configuration settings that when selected, produce a document
consistent with the predefined PDF profile. Once loaded, the Printgroove
POD Driver will take this profile and apply it to all print jobs it processes. This
profile is applied to GhostScript as well as Acrobat.

N

Note
Printgroove POD Queue also provides this setting. Only one PDF Profile
/s stored on the Printgroove POD server.

Please note the following:

e .joboption-files are generally stored in the in Adobe’s Program Files. A
typical pathway would be:
c:\Program Files\Adobe\Acrobat X.0\Distill\Settings\*.joboptions

e If you want to modify a profile, double-click the .joboptions file on a PC
upon which Adobe Acrobat is installed.

To import a job options file:

1 Click [Configuration] - [PDF profile]. The [PDF Profile Upload] screen
opens.

« Welcome application Administrator

Welcome to Printgroove!

2 Browse to the folder containing the .joboptions-type file.

3  Selecta *.joboptions file and click [Open] then [Upload]. The file is up-
loaded to the POD Server. The [Last Updated PDF Profile] notes the
time and date stamp of the last profile as well as the file size.
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9.8

9.8.1

Internal Service

An internal service is something that a member of the Printshop does to
complete a print job that has an explicit cost. (For example, spell checking
could be set up as an internal service.)

By default, only the Application Administrator can do the following:
e Create an internal service

e Edit an internal service

e Delete an internal service

e \iew an internal service

Predefined Internal Services

Internal services includes item name, cost and units. Printgroove POD Guide
includes two default internal services. You can make them available on the
job ticket. For details, see “Job Ticket Format Settings” on page 8-9.

The following table list the default internal services:

Internal Services Description

Spell Checking Units = hour

Artwork Units = hour
Note

You can ediit or delete the default internal services.
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9.8.2 Create an Internal Service

If you have the appropriate Role and Permissions, you can create internal
services.

To create an internal service:

1 Click [Configuration] - [Services] - [Internal] menu. The [Internal Servic-
es] screen opens.

| Welcome to Printgroove!

Internal Services

AAAAA

2 Enter the name of the internal service.

3 Enter the unit for calculation of cost. Costing is completed in the Price
List (see “Create a Price List” on page 6-2 then locate the [Internal
Services] section for precise instructions).

4 Selecttheiconto appear next to the service when the customer selects
it.
— You can upload an icon from your computer.
Click [Upload].
Click [Browse] to display the [Select file(s) to upload] screen.
Select an icon and click [Open)].

O T o

5 Entera description of the internal service.

6 click [Save].
Click [Cancel].
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9.8.3 Edit an Internal Service

If you have the appropriate Role and Permissions, you can edit Internal Serv-
ices.

To edit an Internal Service:

1 Click [Configuration] - [Services] - [Internal] menu. The [Internal Servic-
es] screen opens.

Welcome to Printgroove!

Internal Services

2 Click the [Edit] icon to the right of the internal service to edit.

r.4

3 If necessary, change item name, cost, unit, icon or description.

4 Click [Save].
Click [Cancell].
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9.8.4 Delete an Internal Service

If you have the appropriate Role and Permissions, you can delete internal
services.

To delete an Internal Service:

1 Click [Configuration] - [Services] - [Internal] The [Internal Services]
screen opens.

Welcome to Printgroove!

Internal Services

2 Click the [Delete] icon (trash box icon) to the right of the service.

i

3 Click [OK].

Printgroove POD Guide 9-30



Other Administrative Settings 9

9.9

9.9.1

9.9.2

Catalog

The Catalog can be used to offer items for sale which may not relate specif-
ically to fulfilling a print job. For example, customers may order such items
as paper and binders from your Printshop.

By default, only the Application Administrator can do the following tasks:
Create a catalog

e FEdit a catalog

e Delete a catalog

e \iew a catalog

Predefined Catalogs

Catalog includes item name, cost and units. Printgroove POD Guide has
three default catalogs. You can edit or delete the default Catalogs and make
them available on the job ticket. For details, see “Job Ticket Format Settings”
on page 8-9.

For steps, see “Edit a Job Ticket Format” on page 8-29.

Create a Catalog

If you have the appropriate Role and Permissions, you can create new Cat-
alogs.

To create a catalog:

1 Click [Configuration] - [Services] - [Catalog]. The [Catalog] screen
opens.
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2 Click [New].

Welcome to Printgroove!

Catalog

3  Entera category name and click [Save].
4 Clickthe category name you entered. Setting fields for the item appear

below the category name.

Welcome to Printgroove!

Catalog

=)

5 Enter the name of the item.

6 Enter the unit for calculation of cost. Costing is completed in the Price
List (see “Create a Price List” on page 6-2 then locate the [Catalog
Items] section for precise instructions).

7 Select the icon to appear next to the service.

— You can upload icon from your computer.

Printgroove POD Guide and Serve both support a zoom function for
this image. The size of the zoom roll-over can vary and will depend
upon the size of the icon uploaded here. The maximum display size
is 600 x 600 dpi. If the original icon is larger than this, scroll bars are
added to the zoom view. The icon display is generated by shrinking
the original file down to 60 x 60 dpi. If the original image is smaller
than this, the icon will display as its true size.

a Click [Upload] to display [Upload an Icon] screen.
b Click [Browse] to display [Select file(s) to upload] screen.
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¢ Select the icon and click [Open].
d Click [Done].

8  Enterthe description of the item.
9  click [Save].

_Or_

Click [Cancel].

9.9.3 Edit a Catalog

If you have the appropriate Role and Permissions, you can edit the catalog.

To edit a Catalog:

1 Click [Configuration] - [Services] - [Catalog]. The [Catalog] screen
opens.

« Welcome application Administrator

Welcome to Printgroove!
Catalog
Dowe 78

[N 4 ]

B ors @8

2 Clickthe [Edit] icon to the right of the Category name, change the name

and click [Save].

— To add a new item, click the Category name to display setting
fields. Then follow the procedures of Step 5 - Step 15 described in
“Create a Catalog” on page 9-31.

— Toeditanitem, click the category name to display setting fields and
item list. Then follow the procedures of “To edit an item:” on
page 9-34.

— To delete an item, click the category name to display setting fields
and item list. Then follow the procedures of “To delete an item:” on
page 9-34.
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To edit an item:

1 Click the [Edit] icon to the right of the item.

&

2 i necessary, change the item name, unit and description.

3 To change the icon:
a Click [Upload] to display [Upload an Icon] screen.

b Click [Browse] to display [Select file(s) to upload] screen.

¢ Select the icon and click [Open]. [Upload an Icon] screen reap-
pears.

d Click [Done] to return to the [Printing Services] screen.
4 Click [Save].

_Or_

Click [Cancel].

To delete an item:

1 Click the [Delete] icon (trash icon) icon to the right of the item.

2 Click [OK].

— The item cannot be deleted when the item is in use in active job
tickets.
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9.9.4 Delete a Catalog

If you have the appropriate Role and Permissions, you can delete catalogs.

To delete a catalog:

1

Welcome to Printgroove!

Catalog

[ papar
> purcie
B pers

“8

7%

7%

Click [Configuration] - [Services] - [Catalog]. The [Catalog] screen
opens.

2 Click the [Delete] icon to the right of the catalog.

i

— The catalog cannot be deleted if it is use.

3 Click [OK].
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9.10 Export/Import Printing, Internal and Catalog Services
Data

If you have the appropriate Role and Permissions, you can export services
data as a comma separated file (CSV). Service data previously exported can
be imported back into Printgroove POD Guide.

N...

Note

An exported .CSV file can only be imported back into the same version
of Printgroove POD Guide that was used to create the original, exported
file. For example, if a.CSV file is exported from a 1.3.2 version of Guide
it cannot be imported back into a 1.5 version of Guide; however, it can be
imported back into a 1.3.2 version of Guide.

To export service data:

Click [Configuration] - [Services] - [Printing --or-- Internal-- or -- Cata-
log] - [Export].

Select a destination folder and click [Save].
To import service data:

Click [Configuration] - [Services] - [Printing --or-- Internal-- or -- Cata-
log] - [Import].

Select a CSV file and click [Open].
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9.11

Hot File Folder Location Data

If you need to provide external hot folder access to your Printgroove POD
Guide Workflow Nodes, as described in “Create a Node” on page 7-2, you
must provide the following information.

External access to hot folder files is via SMB. From Windows Explorer, the

path is:

e \\{IP Address of Printgroove POD server}\hotfolder\out\{Node-
Name}\{JTID})\*

e \\{IP Address of Printgroove POD serverf\hotfoldenin\{Node-
Name}\{JTID}\*

File Naming Convention for the Outbound Hot Folder:

The file naming convention of HotFolder(out) is:
e //{IP Address of Printgroove POD server}/hotfolder/out/{NodeName}/
{JTIDY/

For example, if you have defined an outbound node named “node-B”, and if
you have a job ticket ID of 000X, and related files of Body.pdf, Cover.pdf, and
Instruction.txt,

The path to the files in the HotFolder will be;

e //{IP Address of Printgroove POD server}/hotfolder/out/node-B/0000X/
0000X.jdf

e //{IP Address of Printgroove POD server}/hotfolder/out/node-B/0000X/
Body.pdf

e //{IP Address of Printgroove POD server}/hotfolder/out/node-B/0000X/
Cover.pdf

e //{IP Address of Printgroove POD server}/hotfolder/out/node-B/0000X/
Instruction.ixt

File Naming Convention for the Inbound Hot Folder:

The file naming convention of HotFolder(in) is:
e //{IP Address of Printgroove POD server}/hotfolder/in/{NodeName}/
{JTID}/*
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9.12 Inventory Management

Inventory Management allows the user to track and modify inventory values
for all Catalog items. On this screen the user may also specify a low threshold
value for inventory items and a contact person. When the low threshold is
reached, Printgroove POD Guide sends an low threshold notification email
message to the contact person at the noted email address.

If you have the appropriate Role and Permissions, you can enter Inventory
Management values.

To use Inventory Management:

1 Go to the Configuration --> Inventory Management submenu to display
the screen:

items.

EENREEY

2 The values that appear in the table are the same Catalog values creat-
ed via the Configuration --> Service --> Catalog screen and added to
a job ticket via the JT Builder.

3 Atthetime of a fresh install, the [Current] column will display an initial
value of 0 for all [Catalog ltems].

4 Fromthe Inventory Management screen, you may enter inventory val-
ues in the [Add] column text boxes. Negative values are allowed should
you wish to manually decrease a Catalog Item’s [Current] value.

5 Whenavalueis entered in an [Add] column text box, the [Adjusted] col-
umn provides a real-time value of [Current] + [Add]. The [Current] value
and the [Adjusted] value are equivalent as long as the [Add] text box re-
mains empty.

— The quantity unit that appears in the [Adjusted] column (ream, box,
etc.) is the same value assigned to the item in the Configuration
--> Service --> Catalog screen.
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When [Save] is clicked, the [Adjusted] value is saved as the [Current]
value. The next time the screen is opened, the [Current] column will dis-
play the updated value.

By default, the [Notify if less than] column will display an empty text box
as the initial value for all new Catalog ltems.

You may enter a value in the [Notify if less than] column. If a value is
entered, the [Notify] text box must contain a valid email address and
the [Subject] text box must have a value entered. By default, the [Sub-
ject] text box contains [Printgroove] Low stock! If one of the noted cri-
teria are not met, a pop-up message specific to the missing criteria
opens when you click the [Save] button.

Once the criteria are met, [Save] and the low inventory threshold
changes will be applied. When the low inventory threshold is exceeded
(e.g., if the [Notify if less than] value is 30, and the [Current] value reach-
es or is less than 29), an email message is sent to the email address
specified in the [Notify] text box.

Once the order is placed, POD Guide will deduct the inventory value
and update the [Adjusted] value to reflect this change. If the order is lat-
er cancelled or the Catalog order section edited, POD Guide will not
automatically modify any effected Inventory values. In these cases, you
must manually adjust the Inventory values via the Inventory Manage-
ment screen.

N...

Note
Inventory activity is tracked in the Job Reports section. An appadmin-lev-
el user may access this information via the Job Reports screen.
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10 WebSite Settings for Printgroove POD
Serve

The web page text and graphics your customers see when they use Print-
groove POD Serve can be edited using Printgroove POD Guide.

This chapter provides details about the following settings:

Contact Information

WebSite Pages

WebSite Advertising

WebSite Logo

WebSite Terms and Conditions Agreement

By default, only the Application Administrator can modify these settings.

The following table notes the default Roles and Permissions for configuring
the noted settings.

Category | Permissions

Role “AppAdmin”

Role “Printshop_coordinator”

Cre | Edit| De- | Vie | Ac- | Cre | Edit| De- | Vie | Ac-
ate lete | w ti- ate lete | w ti-
vat vat
e e
Configu- | Contact De- - ON | - ON | - - OFF| - OFF| -
ration tails
Site Pages - ON | - ON | - - OFF| - OFF| -
Advertise- - ON | - ON | - - OFF| - OFF| -
ment
Logo - ON | - ON | - - OFF| - OFF| -
Site Agree- - ON | - - - - OFF| - - _
ment
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10.1 Contact Information

The Support screen of Printgroove POD Serve notes Contact Information.
You can edit the information that appears on this screen using Printgroove

POD Guide.

e Edt Yew figtory fooknaks Joos bep

Support

Welcome to Printgroove!

Support you can count on!

Pless s the conact bl fo more support informatn,

Py
00-05-6855 0054055

Py
a0-55-6855 e

By default, only the Application Administrator can edit the Contact Informa-
tion.

The Support screen lists the following contact information for your custom-
ers:

e Printshop

e Sales

e Billing

e Support
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10.1.1 Edit the Contact Information
If you have the appropriate Role and Permissions, you can edit contact infor-
mation.

To edit the contact information:

1 Click [Configuration] - [Site] - [Contacts]. From the sub-menu, select
the Contact category you want to edit (Printshop, Sales, Billing or Sup-
port).

2 The screen that corresponds to your selection appears in the main dis-
play panel.

Welcome to Printgroove!
Edit Printshop Contact Recent Notes/Files

e PiniShon Celendar < m >

262720283031

Fun B004565455.

3 Fill out the form with the appropriate information.

4 Click [Save].
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10.2 WebSite Pages

This section allows you to enter text and upload graphics to display on spe-
cific Printgroove POD Serve website pages.

By default, only the Application Administrator can modify these settings.
To modify Site Pages:

1 Click [Configuration] - [Site] - [Pages]. The Site Pages settings screen
opens. The following settings may be modified:

— Add/Remove a Link to the Printgroove POD Driver on the Support
page.

— Add a Message and an image to the Welcome (Home), Services
and Support screens (see next page for images of each of these
screens). Instructions for modifying these settings follow.

3 Printgroove POD SERVE - Mazilla Firefox

@ Blue Plate Special

Gl 105 off o o with st
(ivaad e Sy

Login

HHHHH = |

| Welcome to Printgroove!

We are the best print shop in the world.
(hands down)
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' Printgroove POD SERVE - Mozilla Firefox BEE

Fle Edt Vew Hstory Eooknaks Toos hep

Services Siippart

Welcome to Printgroove!

Support you can count on!

Pless s the conacts blow Fo more supportinfomaton,

vl g
055622 Py
00-55-6855 005455

ca0-55-6855 ey

10.2.1 Display or Hide the Printgroove POD Driver Link

If you have the appropriate Role and Permissions, you can display or hide the
Printgroove POD Driver link which appears on the Support screen of Print-
groove POD Serve. When this link appears, the user can click on it to install
the Printgroove POD Driver locally. If the Link is active, it appears in the right
margin of the Support screen.

To display or hide the Printgroove POD Driver link:

1 Click [Configuration] - [Site] - [Pages]. The [Site Pages] screen opens.

) Printgroove POD GUIDE - Mozilla Firefox
Ele Edt Vew Hgory Booknaks Toos Hep

S ene

=

Rausers
R Confiquration

Shipping

Welcome application Administrator

Welcome to Printgroove!
Site: Pages

e st The textedtor

Printgroove POD Driver

Home

I
[Foms- ¥ B 7 U |me=
Welcome to Printgroove, from Konica Minolta!

This inital web page is displayed first to any visitor that comes to the Printgroove Sarve site. This page is

presented. This page contains several customizable areas
Logo. Display your own logo and it il be featured prominently on the page giving a branded identity to
the page.

Wording, The print shop can supply its own welcoming message, advertising, and listing of the services
offered.

Tmage Within the boundaries of the page design, an image may be uploaded to replace the dsfault stock
imagery on this page.

Palh 6.0 » dv0)

DR Lt o

Recent Notes/Files
Vi Al sl
Calendar < W >

August 2007
SMTWTFES
2516
222202
BunBNI
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2 To display the Link, select the Printgroove POD Driver checkbox. To
hide the link, deselect the checkbox.

3 Click [Savel.

...

Note
— The Driver allows customers to submit print jobs directly to the
Printshop from their own authoring applications (Word, Quark, In-
Design, etc.).

10.2.2 Configure the Welcome, Services or Support Screens
If you have the appropriate Role and Permissions, you can configure the
Welcome, Services and Support screens of Printgroove POD Serve.

To configure the Welcome, Services or Support screens:

1 Click [Configuration] - [Site] - [Pages]. Each of the sections has a set-
ting section. You must scroll to the section you want to modify.

2 To set the Welcome screen, scroll to the Home section.
To set Services screen, scroll to the Services section.
To set Support screen, scroll to the Support section.

© Printgroove POD GUIDE - Mozilla Firefox

o Welcome Application Administrator

Welcome to Printgroove!
Site: Pages

public e ste. The ext edtcr

Uik to Pritgroova POD Driver om Supgort Page?

3  Usethe Message section to enter and modify text.

4 To change the image displayed at the left of the selected Printgroove
POD Serve screen,
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— a Click [Browse] to locate the file you want to upload.

Fie pame:

Fesol e [Feulood =

— b Select the image file and click [Open]. The best image size is 75
pixels by 75 pixels. The best resolution is 72 dpi.
- Note:
The file uploaded in Step 4 is automatically saved to Printgroove
POD Guide. The [Save] button will have no effect on the file.

5 Toaddor modify the text message that appears at the bottom of the
image, type the text message in the Alternate Text box of the selected
section.

6  Click [Savel].
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10.3 WebSite Advertising

You can add or modify an advertisement section that will appear on Print-
groove POD Serve’s Welcome screen. This is displayed to the left of the
screen, just above the Login section. You may also specify start and end
dates for the advertisement, setting triggers that automatically display then
remove the ad from the website.

By default, only the Application Administrator can:
e Edit Advertising.
e Set a time frame for Advertising.
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10.3.1 Edit WebSite Advertising

If you have the appropriate Role and Permissions, you can edit Advertising
displayed on the Support screen of the Printgroove POD Serve.

To edit Advertising:

1 On your Home page, click [Configuration] - [Site] - [Advertising]. The
[Site Advertising] screen opens.

Welcome to Printgroove!
Site: Advertising

Timeframe

oty o [F5T7006 2

2 Enter the title of the Advertisement in [Tagline].
3 Enter the text for the Advertisement in [Text].

4 cClick [Browse] to upload the image for Advertisement. [Select file(s) to
upload] screen appears. Select the image file and click [Open].

— Theimage will display to the left of the Advertisement’s Tagline and
Text.

- Note:
The file uploaded in Step 4 is automatically saved to Printgroove
POD Guide. The [Save] button will have no effect on the file.

5 you want to add text that appears when the user moves the cursor
over the Advertisement, enter the pop-up text in [Pop-up Text].

6  Click [Save].
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10.3.2 Set a Time Frame for Advertising
If you have the appropriate Role and Permissions, you can specify the start
and end dates that the Advertisement will display on the Support screen on
Printgroove POD Serve.
To set a time frame for Advertising:

Click [Configuration] - [Site] - [Advertising].

Scroll to the [Time Frame] section. Specify the starting date for the Ad-
vertisement in [Display From] by selecting the date from the calendar.

Specify the last date for the Advertisement in [Display To] by selecting
the date from the calendar.

Click [Save].
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10.4 WebSite Logo

A WebSite Logo and a printshop Logo can be added to Printgroove POD
Serve using Printgroove POD Guide.

' Printgroove POD SERVE - Wozilla Firefox

B Edt Yew Hatory fooknaks Tooks Hep

The WebSite Logo is displayed in the upper left corner of all pages.

The Printshop Logo is displayed at the bottom right corner of the Welcome
screen along with any Printshop contact information you enter.

By default, only the Application Administrator can:
e Edit the WebSite Logo
e Edit the printshop Logo

N...

Note
The background of the web pages is grey. To ensure the best possible
look for your logo, use a transparent GIF image with a grey mask.
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10.4.1 Edit the WebSite Logo

If you have the appropriate Role and Permissions, you can edit the WebSite
Logo that appears in Printgroove POD Serve.

To edit the WebSite Logo:

1

2

Click [Configuration] - [Site] - [Logo]. The [Site Logo] screen opens.

Welcome to Printgroove!
Site: I

..............

Scroll to the [Logo] section and click [Browse] to upload the image for
Site Logo. [Select file(s) to upload] screen appears. The optimum Di-
mensions and resolution are 175 x 75 (px) and 72 dpi.

Specify the image file and click [Open].

10.4.2 Edit the Printshop Logo

If you have the appropriate Role and Permissions, you can edit the Printshop
logo that appears in Printgroove POD Serve.

To edit the printshop Logo:

1

Click [Configuration] - [Site] - [Logo] menu.

Scroll to the Printshop Logo section and click [Browse] to upload the
image for printshop Logo. [Select file(s) to upload] screen appears. The
optimum dimensions and resolution are 175 x 75 (px) and 72 dpi.

Specify the image file and click [Open]. The image will display at the
bottom right corner of the Welcome screen along with the printshop
contact information.
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10.5 WebSite Terms and Conditions Agreement

Before a Printgroove POD Server user can place an order, they must select
the [l AGREE TO THE TERMS & CONDITIONS] check box. Once they do this,
the [Place Order] button is active.

POD SERVE - Mozilla Firefox

cknarks Toos e

G, Check Order Status
€ View Order History

2, My profie

If the user wishes to view the Terms and Conditions Agreement, click the
“TERMS & CONDITIONS” hyperlink:

By default, only the Application Administrator can:
e Edit the WebSite Terms and Conditions Agreement
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10.5.1 Edit the WebSite Terms and Conditions Agreement

If you have the appropriate Role and Permissions, you can edit the WebSite
Terms and Conditions Agreement that appears in Printgroove POD Serve.

To edit the Terms and Conditions Agreement:

1 Click [Configuration] - [Site] - [Agreement]. The [Terms and Conditions]
screen opens.

Welcome to Printgroove!

Terms and Conditions

2 Enterthe necessary text in the [Message] text box. Use the formatting
header bar, as required.

3 When finished, click [Save].
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11.1 Glossary of Terms

Word Definition

AppAdmin The Application Administrator manages the Printgroove applica-
tion, Users and Groups, Job Tickets and numbering schemes.
The Application Administrator also identifies the services and
options offered by the Reprographics Department.

CRD Central Reprographics Department

Dongle A dongle is small hardware device that connects to a computer

to act as a security key to authenticate software. The dongle
must be plugged into the server at all times for Printgroove mod-
ules to operate.

Drop-down or Pull-down
Menu

A list of selectable options displayed when a User clicks on the
downward arrow.

Guide

The Printshop User Solution of the Printgroove POD Suite,
Guide enables workflow management, application administra-
tion, and job ticket processing.

Home Page

The main screen to which a User is taken upon login and returns
to after performing actions within the application. A User is able
to access all the menus and necessary functions from their
Home page.

Interface

The screens, dialog boxes, and messages with which the user
interacts to use the Printgroove application.

JDF

Job Definition Format is a digital data formatting standard pro-
viding a basic building block to manage the complete print pro-
duction workflow. JDF uses XML (extensible markup language)
to streamline information exchange between different applica-
tions systems and includes a set of messaging rules and com-
munications protocols to ensure that all job related data can be
shared.

Job Ticket

An order form or template built to JDF standards which is used
to submit jobs online to the Reprographics Department.

Nodes

Locations where work is performed on jobs in a (Printshop)
workflow.

PDF

Portable Document Format is an open file format created by
Adobe Systems. It is used for representing two-dimensional
documents in a fixed layout format.

Permissions

Settings, defined by the Application Administrator, that deter-
mine User ability to perform certain functions within the applica-
tion.

Printgroove POD Guide



Appendix

11

Word

Definition

Printgroove POD Suite

The Printgroove POD Suite enables the Printshop to expand the
ability to reach their customers. Working as a virtual storefront
on the web, it allows external customers to submit and custom-
ize jobs, perform proof checks and track the status of orders. It
provides advanced capabilities for set up, processing, tracking
and administrative tasks for internal employees.

PSC The Printshop Coordinator is a default Printshop user enabled to
receive, accept or reject, and manage jobs for the Printshop.

Queue The Printing Solution of Printgroove POD, Queue consists of
print management from device control to last-minute job ticket
editing.

Role A grouping of permissions assigned to Printshop Users, usually
based on services performed.

Serve The customer solution part of Printgroove POD, Serve is a web
service application for print job submission with real-time status
verification as the print job goes through the Printshop process.

Tracker A Printgroove function which allows the PSC to mark print jobs

to be tracked as they are processed through the Printshop work-
flow.

Upload (files)

This function allows you to transfer or upload a copy of a file to
the Printshop, over the web, for printing.

User Profile

Personal and application information about the User.

Welcome Screen

The first screen shown when a user enters the Printgroove serv-
er address into their web browser address bar.

Workflow

A workflow is a predefined process path used to manage the
flow of work. Within Printgroove POD, the workflow function al-
lows you to define the way a job is managed (internally) through
the Printshop.

Workflow, Advanced

A workflow allowing nodes to send jobs to other nodes within
the workflow without restriction. (e.g. AtoBtoCtoDtoBto C
to Ato D)

Workflow, Standard

A workflow restricting the order processing path. (e.g. Ato B to
C to D only)
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