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Introduction

ProofStuff is a web application that allows your company to manage proof generation, approval, and
follow up processes for your customers.

“Proofs” are images or documents that you want your customer to approve or decline. They are uploaded
from within OnSite and your customers are presented with a consistent professional interface where they
can view the proof using standard web browsers.

Some common usage examples include:

You have finalized a new design for your customer and need the customer’s final approval before
proceeding with production.

You are working on a new design concept for a customer and want them to choose between
several different options.

You want your customer to “sign off” on the order approval for a sales order. This can take the
place of the traditional signed and faxed order approval.

You want your customer to “sign off” on shipping instructions or other pertinent details as they
relate to a sales order.

Benefits

Organized and Streamlined
ProofStuff is completely integrated with your OnSite system, meaning all employees can see
art and order approval details at any time. Proofs are linked to Orders or Designs allowing

customer service reps and artists instant access to information on this critical aspect of order
processing.

Automated Follow Up

ProofStuff has automated email reminders that are sent to your customers at intervals that you
select.

Consistent and Professional Presentation

Your customers will be presented with a consistent and professional approval process complete
with your branding and customized instructions.

Centralized Tracking

All data for the approval process are stored and viewable. This includes dates, times, digital
approval “signature” and IP addresses of approving parties.
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How It Works

Below is an overview of how the ProofStuff.com proofing process works. For more details on setting up
and using ProofStuff, view the training videos available on www.ShopWorksCentral.com.

Step 1 — Generate your Proof From OnSite

Proofs are uploaded to ProofStuff.com from your OnSite 7 system.

"1 ProofStuff o o)
Step 1 - Create Proof | Step 2 - Email Proof | -
[@  cancel [ Rekes] ]
—
Proof for Order Nunber: 2299 4. Select Images
Tz 7308 | Edmund's Landscaping Services Thumbnail Notes about the Image
®
1. Cnter General Information
e Edit
Proof Name | Full Back
e Edit
Message
In this example we are getting our
customer io approve a design.

2. Employee Me  Salesperson (PROOF FROM) —

Name | Jay Markinson

Phane | 561-431-5000 %150

Emsail | j.markinson@sourcelogo.com
3. Cuslumer Conlacl Order Contact (PROOF FOR)

Name | Bily Edmund

Phane | 561-431-5546

Emsail | bilty@edmunds.com

100]ufl =] Browse | « L,

" Remember that a “Proof” can be almost anything...an image, several
L,B images, a document, or even an OnSite 7 form.
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Sales Purchasing  Receiving  Production  shipping | ProofStuff is fU”y Integl’atEd with Lltilities Marketing  Customers Products Designs Werdors
[Orders] Quates EDP your OnSite 7 system. proofs are ]
D [ cumomer | Desan | Lnetews | Prod spec) linked and can be viewed from the Tet | Analyss | Payments | Attchments | Print |
SO ¢ O @ @ Custom Screl Sales Order or Design where they [ add] [« Done] [« [ b |]
originated. 4
[ 7308 | Edmund's Landscaping Services T N Order Number: 2299]
T | o) (¥ oo ) (oo B (IS o] [ Open (o] prroned g | | Rered St il Skt one (e e
o 10/7/11
Proof Mame Proof Message Contact Information Employes Information Crested Type Req. Ship Date
[&@ | Full Front Bilyy Edmund Jay Markinson wio/n I r ] 10/22f11
= 561-431-5545 561-431-5000 x150 Open In Hands By
bily@edmunds.com j.markinson@sourcelogo.com
® | Ful Back Bily Edmund Jay Markinson 10/10/11 [0 R |
= 561-431-5545 561-431-5000 %150 Open
bily@edmunds.com

jumarkinson@sourcelogo.com

Sales Status

[ Order Status

Remember that ProofStuff.com is fully integrated with your OnSite 7 system.

This means Proof status and details can be viewed and accessed directly
from OnSite 7 and all data is live and real-time.
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Step 2 — Send Your Customer an Email

Once proofs have been created, send an email to your customer with links to view the proofs.

HE9 O« + |- Design Approwval: Order #2299 - Order 2299 - 10/10/2011 - Message (Plain Text) (S
File. Message Insert Options Format Text Review &y e

_ra.\.J ¥ = A x| = | %./ ﬁ @ @ J@ \Z ¥ Follow Up - ﬂg

? High Importance
Address Check | Attach Attach Signature Zoom

Paste B T abr . A =
- # Format Painter B Lu T Book Names File Ttem~ - 4 Low Importance
Clipboard Fl Basic Text Mames Include Tags = | Zoom
To... |billy@edmunds.ccm |
ﬂ cc... | |
Send
Subject: |Design Approval: Order £2299 - Order 2299 - 10,/10/2011 |
&
Dear Billy,

Please review the following link for your design approval for order #2299,

Full Front:
http://proofstuff.com/proof/preview.php?Proof=0140f761baad666251 ab7f1ffea77836c4d b 8fb&5

Full Back:
http://proofstuff.com/proof /preview.php?Proof=01ce780fcd33c0655d a65683aac5665a0318052292
Please get back to us AS SOON AS POSSIBLE so we can get your order to you ON TIME! If you want to change your design click on the

"Decline" button and tell us why. We will prepare another proof and get it to you ASAP.

Thanks and call me at the number below if you hawve any questions.

Jay Markinson Email is generated from the OnSite
'a\i@mark"nson'mm system using "stock" emails you
E:;;f;lfggf X150 setup. Customer clicks onthe link
: to view the proof in any standard
browser.

You have the option to send one email per proof or you can send a single
ﬂB email with all the proofs in it (like shown above).

ProofStuff.com — Online Proofing System | Page 6 of 13




Step 3 — Customer Views The Proof

Once your customer receives their email they click on the link(s) to see a proof.

% ProofStuff

C' | @ proofstuff.com/proof/preview.php?Proof=0140f761baa8666251ab7f1ffea77836c4dfb8fb8S

emblemax

apparel & promotional products

welcome to our art
and order
proofing system
‘\

Proof To:
Phone:
: billy@edmunds.com

Email

Proof Instructions:

Proof Name :

Message:

O Please accept or decline this item

~

Logos and "stock" textis
customizable based on how you
want your "proof” to look.

Billy Edmund Proof From: Jay Markinson

561-491-5546 Phone: 561-491-6000 x150

Email: | markinson@sourcelogo £om

Below you will see one or more images or documents.

To proceed with your order, select the option that is correct for the above criteria, then
select the "Accept” button.

If none of the options are correct, select the option that is closest, then select the
"Decline” button.

Order ID#: 2299

You've chosen:

Full Front

Customers can view all related
Proofs for this sales order or see a
history of when things were done.

Once an item is selected the
customer will accept or decline and

Image or document is viewed by
the customer and can be enlarged
to see details.

explain what needs to be changed.

S/

—»

A

Decline B
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Step 4 — Customer Reminders

You can setup your ProofStuff.com website to send customers email “reminders” to approve their
proof.

Would you like to send reminder emails?

/1 #Email 1 - Send 1 hour(s) after proof is created.

Send up to 3 reminders per proof. | Subject: Proof Reminder - RESPONSE REQUIRED
You control when they are sent to
the customer. These reminders are

then sent automatically by the B I U 30py R |
ProofStuff.com website. Please remember to approve {or reject) this proof. Failure to do soina -«
T timely manner will prevent us from being able to produce your job on
time.

If you have any questions, please contact customer service at 800-
410-0200. %

/

Customize the contents of each #Email 2 - Send 3 hour(s) after proof is created.
reminder email.

Subject: Proof Reminder - 2ND REQUEST

B I U 3I(13pt) - |
This is our second request. -
Please remember to approve (or reject) this proof. Failure to do so in a|

timely manner will prevent us from being able to produce your job on
time.

m

® Email 3 - Send 5 hour(s) after proof is created.

Subject: Proof Reminder - LAST REQUEST

B 7 U|| 302 - [

This is your final reminder. -
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Step 5 — Customer Response

When a customer approves or declines a proof you are sent an (optional) email notifying you. In addition,
you can see the changes to the proof real-time in your OnSite system.

S)¢ @ € 8 & @ w # L O 8 A g

- s & = ) i = o] de & a e

Sales Durchasing Receiving Production Shipping Invoicing Accounting Inventory Ana|ysis Lkilitiez Markaling Customers Products Dezigns Yendors
[Orders] Quotes EDP

Customer | Design | Lneltems | Prod.Spec. | Shipping |  MNotes | ProofStuff |  Tet |  Anayss |

@[
+ @ U 5 = @D custom Screen Print
[ 7308 | Edmund's Landscaping Services

Order Number: 2299]
p— ——— ® Open |®| Approved |® | Rejected

J
Payments | Atschments | Print |
(i) [ o] [S]>])

Retired Select All Select Mone Dats Order Placed
= 10/7/11
Procf Name Procf Message Customer Feedback Crested Type Req. Ship Date
(@ | Full Front Please add text to bottom of logo. w1011 G R 10/22/11
5 ] I In Hands By
® | Full Back - 10/10/11 0G0 R |
&= Open
See proof status in your OnSilte |

system along with customer |
feedback made when accepting or

declining a proof.

—_——————

Order Status
Held?

Prime Second

i Wl

T NOTE: This is just an overview of the ProofStuff.com website and how it
L!B works. For a more detailed look please contact ShopWorks for a

personalized demo or view the ProofStuff.com training videos available on
www.shopworkscentral.com.
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Features

e ProofStuff.com is a hosted service. You do not need to setup any websites or domain names to
use it.

¢ Generate customer proofs from your OnSite system. Proofs are images, documents, or
ShopWorks forms. See “Supported File Types” section of this document for more details.

e Generate approval email for customer utilizing dynamic text and stock forms you store in your
OnSite 7 system.

e Customize how proofs look when a customer views them. This includes logo, colors and stock
text that is presented.

e Choice of zoom methods when a customer views an image proof.

e Logging for when customer is sent, approves, or declines a proof gives you complete timetable
“accountability” on each proof.

e System stores email address, person name, and IP address when a proof is approved or
declined.

e Email confirmations are sent to your employees when a proof is approved or declined.

e ProofStuff.com sends up to 3 customizable email reminders for proofs that are open, and have
not been approved or declined.

e “Retire” process allows you to remove proofs from the system that are no longer relevant to a
sales order or design.

e ProofStuff.com Admin Console allows you to administer your site and see open proofs from any
web browser and internet connection.

ProofStuff.com — Online Proofing System | Page 10 of 13



Pricing and Billing

ProofStuff.com pricing is based on the number of proofs that you create on a monthly basis:

Monthly  Proofs Cost Per
Cost Included Proof

S 75 1,000 S 0.0750
S 125 2,000 S 0.0625
$ 160 3,000 S 0.0533

ZB NOTE: Anything over 3,000 proofs per month are billed at $.05 per proof.

e ProofStuff.com is charged as a monthly web-based service. There are no setup charges to begin
using ProofStuff.com.

e We must have your credit card on file for monthly charges. To begin your service, please fill out
the credit card authorization form at the end of this document and fax to 877-491-5860.

e Charges are made on the 15" of each month for the next month’s service.

e Your ProofStuff.com service can be terminated at any time by sending an email to
jay@shopworx.com.
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Supported File Types

ProofStuff.com support both image proofs and document proofs. Listed below are the support files for
each proof type.

Image File Types Supported

e JPG
e PNG
e GIF

Document File Types Supported

e Microsoft Word (.DOC and .DOCX)

e Microsoft Excel (.XLS and .XLSX)

e Microsoft PowerPoint (.PPT and .PPTX)
e Adobe Portable Document Format (.PDF)
e Apple Pages (.PAGES)

e Adobe lllustrator (.Al)

e Adobe Photoshop (.PSD)

e Tagged Image File Format (.TIFF)

e Autodesk AutoCad (.DXF)

e Scalable Vector Graphics (.SVG)

e PostScript (.EPS, .PS)

e TrueType (.TTF)

e XML Paper Specification (.XPS)

e Archive file types (.ZIP and .RAR)
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: 6 Si IU|J\I"IU| KS credit card authorization

() ProofStuff

Powered By Q SNOPWOIRS

Company Name Date

Monthly Recurring Charges - ProofStuff.com

Signing this form authorizes ShopWorks to charge credit card based on website usage as shown below.
Charges will be made on or about the 15th of each month for service for the following month. Customer

can cancel service at any time provided ShopWorks receives verbal or email notification by the 14th of a
month. Email should be sent to jay@shopwork. com.

Manthly  Proofs Cost Per
Cost  Included Proaf

Charge Amount 5 75 1,000 5 0.0750 NoTE: Over 3,000 proofs per
§ 125 2000 5 0.0625 month is billed at $.05 per

$ 160 3000 S 00533 Proof START DATE

Authorization Information

We MUST have your complete address below
and this MUST match the billing address for the
Credit Card being used.

CARDHOLDERS NAME (PLEASE PRINT)

CARDHOLOERS BILLING ADDRE S5

Expiration Date

CARDHOLDERS SIGNATURE

V-Code

V-code is the 3 or 4 digit
security code listed on
the back of your card.

fax completed form to 877-491-5860 or
email completed form to jay@shopworx.com
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