Standard SOLO

Creating a Standard SOLO List Request:

1. On the Account Record, click on Support.
2. Under Quick Case Create, choose Data as the Category, List Request as the Type, and click

Next.
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3. Choose Saturated, Targeted, or Business as the List Type under Information.
a. It’s best practice to fillin as many fields as possible.
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4. Fillin all as many fields as possible to help your Data Request team member pull in the best
data for you.
a. Whois the Target Audience? - who are you looking to mail to. Families,
Residential, Apartments, etc.
b. Whatis the budget? - provide a $ amount if possible.
C. Products/services will be featured? — SOLO will most likely be the option you pick
here.
d. Expected Count-how many addresses are you wanting to mail.
e. Request Type — Select one of the 3 options.

i. Note: Selecting “List Count” will show an additional required field, “Data
Return Format.”

f. Request Geography - Select one of the 6 options.

i. Note: Selecting “Radius” will show additional required fields. Depending on
the Radius Type selected will determine which additional information may
be needed.

g. Dwelling Details — Select one of the 4 options.
i. Note: Selecting “Provide More Detail” will show additional optional fields.
5. Click Next.
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6. You canclick on New Request to View the request you just created or click Finish to return
to start of Data Request form.
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7. Ifyou checked Address List Provided, you will need to upload the Address File to th
Request record under Files.
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Create a Standard SOLO Quote:

1. Onthe Accountrecord, click Quick Quote.
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2. Select Solo Postcards [Wrapper_SOLQ] and then click Create.

Create a guote and opportunity by choosing a product and related fields. Select Create to begin
quote creation or Cancel to return to the account. Select the ‘I will Choose Later’ option to create a

quote without a product. Further modifications can be made at the next screen.

Product
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Solo Postcards [Wrapper_SOLO]

3. Select a Campaign Type & In Blue Envelope.
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4. Postcard & List: Select 1 of the 6 Standard SOLO options.
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5. Postage: This will automatically be selected for you based on your previous

selection.
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6. Creative Design: You can choose if the customer will supply the design or if Valpak

will design it for them.
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QUANTITY PRODUCT CODE
1 SOLO_Creative_Design_Customer_Supplied
® 1 SOLO_Creative_Design

PRODUCT NAME

Creative Design

PRODUCT DESCRIPTION

Creative Design: $125 Flat Fee, unlimited revisions

7. List Services: Select either, Valpak List, if Valpak will be producing an Address List,
or Customer Supplied List, if the Merchant will be providing an Address List.
8. Samples: Select samples if those will be included in this quote.

9. Click Save.
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10. Back on the Quote Edit page, update the Qty & Start Date. Standard SOLO can only
be mailed on Monday to Friday with the exceptions of postal holidays.
a. Click Calculate to update the mail dates properly.

11. Click Quick Save.
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12. After you have completed your bundle, click Clone.
13. Make sure the Number of New Bundles to Create is correct and click Clone.

valpak [ s | Dee20a @
Franchise Sales Home  Reports v  AccessRequest v  User Defaults ~  Quotes v  leads ~  Accounts »  Contacts ~  QutQueues »  Tasks »  Chatter Dashboards ~  More ¥ Vi
| Q-39 | Edit Quote
| Distribution Commission Clone Generate Document Add Products Quick Save Calculate Cancel av b4
Total: USD 447.75 m
~ Quote Information
AccountName  Dunder Mifflin 2 ey @ 12 Title @
valak Q sea [me20a @
Franchise Sales Home  Reports ~  AccessRequest s UserDefalts »  Quotes ~  Lleads ~  Accounts v  Contacts »  OutQueues s  Tasks ~  Chatter Dashboards ~  More ¥ ra
Clone Quote Lines Back Clone
= Required Inf

Clone Options

Choose Source Bundle

# Number of NEW Bundles to Create

Keep Same Dates

Keep Same Deal Names

1:50lo Postcards-3/15/2024 ¥

5



14. If the Client isn’t currently mailing in the Blue Envelope, click the Wrench associated with
the 1 bundle, and click Other Options.
15. Select SOLO_Campaign_Setup & click Save.
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16. If your client said they wanted to purchase the list of address’, add $50 to the Valpak List
line. Click Calculate & Quick Save.
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17. Go through all bundles and make sure the Start Date is Monday - Friday with the exception
of holidays.
18. Click Calculate & Quick Save. If you are done editing the Quote, click Save.
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Quick Save Calculate Cancel
I : .
19. Click Submit for Approval.
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Create a Standard SOLO AD Request:

1. Onthe Accountrecord, click Support, choose Artwork as the Category, Ad Request
as the Type, and then click Next.
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2. Fillinthe required fields and click Next.
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3. Enterin any additional information you have for the design team and click Next.
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Don’t forget to provide the essential information:
s Primary & secondary offer(s)
 disclaimers, expiration date(s), & (offer code - if applicable)

suals/mackup, etc. (attach file at next step)

Compose text

‘ Salesforce sans v H 12 - H B- H B ‘ 1 |g = H oz | 4= |E =

Offer: $59 Garage Doer Tune Up; $100 off any New Garage Doer, Free estimates and service calls
555-555-5555

[a]e

Varning! Details will clear if navigate to previous screen. Save copy of text outside of case create before clicking Previous button to avoid losing work.

4. If the client wanted to submit their own creative design or has graphice they wish to see on
their AD, upload them here and click Next.
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Upload Attachment (if any)
I, Uploa Or drop files

100 large for case upload, send via FTP hitp://www.vpgri.com/adguidelines/ and update case details with file name. You may also provide your own DrepBox or other file sharing link if it is more convenient.

5. You can either click on Case to access your new case or Finish to move onto another task.
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Case successfully created!

Please press Finish to return back to the Account.
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