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Bundles




* Once your bundles are completed, “Quick Save” and
SaVe YO ur then “Save” your quote. Each bundle created will require

ad copy. In this example, 2 ad copy requests will be auto-
B un d ‘ e\S generated for you once the quote is approved.

vatpak / Clppo. [ a seacn. | @2 na @

:EE Franchise Sales Home  Saleslens  Virtual Envelope  Leads Contacts v Accounts s  Tasks ~  Quotes s~  Opportunities s VPO Orders ~  Cases v Dashboards Reports s *More ¥ 4
Q-446156 | Edit Quote o o ) .
Total: USD 3,634.01 Distribution Commission Clone Update Generate Document Add Products o Quick Save Calculate Cae Save foR 4 X

v Quote Information
Account Name  Ad Request Instructions Frequency @ 6 Title @
Sales Campaign @ | Search Campaigns
# PRODUCT NAME START DATE QUANTITY VOLUME DIST PROMOTION PROMO APPLIED RATE CARD LIST UNIT PRICE ADDITIONAL DISC.
1 ~ Clipper On Page 9/30/2024 45 Standard O 0.000
2 Full Page 9/30/2024 45.425 45,425 e 25.000 UsD 25.000
3 C;:ﬁi:j;‘fl;on 9/30/2024 1 0.000 USD 0.000
4 ~ Clipper On Page 8/26/2024 45 Standard ) 0.000
5 Front Cover 8/26/2024 45.425 45425 Q 55.000 USD 55.000
6 Local Flavor 8/26/2024 1 0.000 USD 0.000

Online Coupon



S U b M |t fO I * Next, click on the “Submit for Approval” button.

* If your quote requires manager approval, you will have to
Ap p FOVd ‘ wait to complete the ad request until approval is received.

Vqlsqk/app% ‘ Q  Search.. ‘

LR N . . .
iee Franchise Sales Home Sales Lens Virtual Envelope Leads s~ Contacts s Accounts Tasks s~ Quotes v Opportunities VPO Orders ~
I |
Quote . o .
Q-446156 Edit Delete Edit Lines Submit For Approval Generate Document
l |
WFor Approval
Account Opportunity Primary Contact Primary Contact Email Approval atatus 21aTus
Ad Reguest Instructions Ad Request Instructions 00494728 Jennifer Tester testing@cmag.com.example Draft
@ Quote Lines (6) & Quote Documents (Q) Agreements (0) Approvals (0) @ Quote History (3) Launch Campaigns (0) 4

Details Staff Commission Distribution Related Quotes @ Dis

PRODUCT

v CL-ONPAG



* Once the quote is approved, the system will auto-generated the

Ad Re q e St Ad Request case for you. Scroll to the bottom of the quote to

complete the request.

Ca Se * Select the case number for the ad copy you want to complete. For
this example, 2 cases have been created. One for the half page
and one for the full page.

Quote ( Edit _C
Q-446156 R
I |
e . bt i, el o D e cadlh . Setesiiih,
Ad/Data Request Assignm... Account Ad Requests Account Data Requests Locations
Ad/Data Requests Assignment(2) ‘ =] || c || Ar ‘
| Q, Search Phrase ‘
[ ] M. s~ | Effective... | Product Display v | Ad Reques... v | Case... » | DataRequ... » | Data... v
1 [ 2 09/30/2024  -Full Page [CL-FP] 00414590 00414590 (v]
2 D 5 08/26/2024 -Front Cover [CL-FCOVER] 00414591 00414591 |Z|




Ad Req u eSt From the master request, click on the related case
number or subject link.
Case

Case ‘7 .
Follow H
Ads Parent-Full Page [CL-FP] |+ Follow ||
O Related Cases (1) Case Comments (0) 0 Case History (1) Cases ()

Note: This is master ad request case. It will not go to artists. Case comments and status changes made to master ad request will be copied to all open related (versioned) cases.

Details Case Comments (0)
v Status
D Related Cases (1)
Status 1 item = Sorted by Case » Updated a few seconds ago
Working s
Graphic Option @ [] Caset v | Subject v | Details v | Status v | GraphicO... ~ |1

1 D 00414592 Ad-Ful| Page [CL-FP]-V1-Standard Pending Rep Action

VPO Graphic Status

Ad-Full Page [CL-FP]-V1-Standard
VPO Reference Ad @ view A



Step 1
Change the Status

Valsﬂk/%ﬂb Q Search..

':E Franchise Sales Home Sales Lens  Vfirtual Envelope Leads v~ Contacts ~ Accounts v  Tasks Quotes v Opportunities v
ﬂ Case
Ad-Full Page [CL-FP]-V1-Standard
Case Number Record Type Account Name Status
00414592 AD Request Ad Request Instructions Pending Rep Action
Case Comments (0) Files (0) O Case History (1) O Cases (0) Distribution Versions (1)
Details
v Case
Case Owner Status
£ Jennifer Geib L Pending Rep Action A
Case Mumber Graphic Option @ | Ei
00414592 4 |

* FIRST — Change the status of the case by selecting the pencil
icon.

* You must do this step first so the request will flow properly
through the various systems.



Step 1 continued

* Change the status to “Working”
* Click “Save”

BN e SO

N Cvimdege e by Y it Y

--Maons--

Open

Completed

v Working

Pending Rep Action

Canceled

0 &

an

Working

View all dependencies

=20



Step 2

Ad copy instructions

VCllpClk /@MM}L Q, Search...

L1 L]
33 Franchise Sales Home  Saleslens  \Virtual Envelope  Leads v  Contacts »  Accounts ~  Tasks »  Quotes ~  Opportunities v

* Scroll down to the “Details” field. ) Adrul page [CLLFP1-V1-Standard

— Y ke

o

Y P i — M, g il o

* Select the pencil to open the text P — ‘|
bOX. VPO Reference Ad @ VPO Graphic Status @

[ Search VPO Orders... Q ] This field is calculated upon save

* Enter all of your ad copy instructions -
|nCI Ud |ng: D:a"-sFu Page [CL-FP]-V1-Standar :

e Offers [sostoresms ][22 ~|[W]o]z]u]s]=[=]x][x]R=[=]e]=]z]

* Business information

* Body copy

* Design instructions
e Save your changes




Step 2 continued
Referencing an ATOL Ad

If you want to reference an ad that was previously in ATOL, you will
need to add the following information to your details:

e ESP Account Number
* ESP Account Name
e Book Number & Issue Code



Step 2 continued
Referencing a SF Ad

* From the account or
quote, select “Cases”
from the quick links.

vcxlSak' / @m%

222 Franchise Sales Home  Sales Lens

E Account
« Ad Request - Grp 3

Type VPO Status Phone
Prospect (717) 222-222

................................. O Casgsi®)

If you want to reference an ad that was created

in SF, you will need to add the Clipper Reference
Ad number.

* Open the case that you want * Scroll down to the Clipper
to reference. Reference Ad field.

This is the number that you will
need to provide in your details.

Accounts > Ad Request - Grp 3

Cases

8§ items - Sorted by Date Opened + Updated a few seconds age

|:| Case

1 [] 00414749

w

v Additional Fields

Subject

Critical Change needed for Approved Ad Clipper Reference Ad @ Reference Number
Ad-Full Page [CL-FP]-Grand Opening - Washington-S

Ad-Full Page [CL-FP]-South Hills & others-Standard

Ads Parent-Full Page [CL-FP]

Ad-Full Page [CL-FP]-V1-Standard
Ad-FIoTl - Ad-Full Page [CL-FP]-V1-Standard




If you have graphics to use in the ad:

Step 3 * Supplied ads

* Pictures

Addlﬂg files * Logos

You will need to upload those in the “Files” box.

valpak / Clppo. S Gl @22 s a @

:EE Franchise Sales Home Sales Lens  Virtual Envelope Leads w Contacts v Accounts v  Tasks Quotes v Opportunities VPO Orders  ~ Cases wv Dashboards w Reports v *More ¥ &
B S e
Ad-Full Page [CL-FP]-V1-Standard + Follow ' aring
Details Related Activity
Vv Case Case Comments (0) E]
Case Owner Status
£ Jennifer Geib £ Working 4
Case Number Graphic Option @ 0 Files (0) E]
00414592 s
Parent Case Case Record Type .
> ! A, Upload Files
00414590 o AD Request £ i N
Franchise Name @ Material Codes Or dI’OP files

Valpak of Kings County CL-FP s




* Once it is ready for the design team, select the
dropdown arrow beside Case Comments and

Ste p 4 select “New”
: * Enter a comment for the design team and save
Send to deS|gn team your comment so they can begin working on
the ad.

Case Comments (0) E]
New Case Comment
MNew
ew )
= . Information
Files (1) L

qm@dy for desigI
— Screenshot (1)

— B 118, 2024 - 273KB - png pubiic
O

View All







To see the status of your ad requests, on your home screen select
the Franchise Support Cases: Reps dashboard

Sandbox: SFTRAIN2 | Log out

valpak / Qlipper. | Q search. | f@a?2na

EEE Franchise Sales Home Sales Lens  Virtual Envelope Leads Contacts W Accounts s Tasks Quotes Opportunities VPO Orders ~  Cases w Dashboards Reports v *More v &

Salesforce Billing Commissions

@ Dashboard
Sales Owner/Manager Home Dashboard
A\ Lastrefreshed 26 days ago. Refresh this dashboard to see the latest data.

View Dashboard
As of Jun 21, 2024 9:22 AM-Viewing as Jennifer Geib-Change

Chargent Rep

Quotes in Manager Review % Quotes in Client Review Quotes Waiting for Count... Activities Created Today -... View Dashboard
Pending Manager Action Pending Client Action Pending Rep Action Tasks + Events - Leads & Prospects

Franchise Support Cases: Reps

View Dashboard
View Dashboard

Activity Tracker Calls and Appointments
View Report (Quotes in Manager Revi.. View Report (Quotes in Client Review _. View Report (Quotes Waiting for Count... View Report (Aclivities Crealed Today ..

View Dashboard

Key Links
PlusOne Inventory Report

> Mailing Dates

~ Spark Feed

? Help and Support % Daily Dashboards & Reports % Daily List Views & CPQHelp Links 4 Payment Help Links % Salesforce Help Links @ Sales Tools = Recent Enhancements i= To Do List

javascript:void(0);




Always make sure to “Refresh” so that you get the most up-to-date information

x

5 N Cases Dashboards s

- @&

YT N

Reports ~  *More ¥ 4

F

[ + Follow

o

Refresh Edit v ]

v,



My Cases —
Pending Reply

* This section will include things that are
waiting on some kind of action from
you including:

* Ad copy instructions
* Proofs and reproofs
* Questions from the design team

* You can access the request by clicking
on the corresponding link

Work: My Cases Pending Reply

Case - | Account Name
UigdRily e aysient

r Geib

5 Jennife Ad Reguest

r Geib nstructions

145 | Jennife Ad Request

r Geib nstructions

004145  Jennife Ad Request
89 r Geib nstructions
004145 Jennife  Ad Request
93 r Geib nstructions
View Report (My Pending Support Cases)

Case Rec.-

AU RELUEsL

AD Request

AD Request

AD Request

AD Request

Type

HILWUIR -

Artwork -

Artwork -

Artwork -

Artwork -

HuUone

Ad Re

Ad Re

Ad Re

Ad Re

Subject

AUSTUN Faye LT

Ad-Front Cover [CL-

Standard

Ad-Front Cover [CL-

Standard

Ad-Front Cover [CL-

Standard

Ad-Front Cover [CL-

Standard

FCOVER]-V1-

FCOVER]-V1-

FCOVER]-V1-

FCOVER]-V1-

Case Last Modified -

i feues

7/17/2024

71772024

771872024

7/18/2024



My Cases —
n Progress

This section will show items
that are currently with the
graphics team or other support
department.

Info: My Cases in Progress

Case Mu...  Case ..

004145380 lennife

rGeib

00414584  Jennife
r Geib
00414583  lennife

r Geib

00414592 lennife

r Geib

View Report (My Working Support Cases)

Account Name

Ad Reguest

nstructions

Ad Request
nstructions

Ad Reguest
nstructions

Ad Request
nstructions

Case Reco..

AD Reguest

AD Request

AD Reguest

AD Request

Type

Artwork - Ag

Artwork - A

Artwork - Ag

Artwork - A

Subject
Ad-Full Page [CL-FP]-
Ad-Full Page [CL-FP]-

Ad-Full Page [CL-FP]-

Ad-Full Page [CL-FP]-

V1-5Standard

V1-5tandard

V1-5Standard

W1-5tandard

LY.
C%']
rF's
Age

0

0

0

0



My Cases —
Closed in Last 30 Days

Info: My Cases Closed in Last 30 Days “
. o . . Case Nu.- Casze ..  Account Name Case Reco.~ Type Subject Close
This section will include all
Of yo u r- Ca SeS that We re 00414045 fe;:llbe Ad Request Princess  AD Request  Artwork - Ad Ren Ad-Full Page [CL-FF]-V1-Standard AR
Cl Osed In th e IaSt 30 days 004140889 Jennife  BKS - Breaking the AD Request  Artwork - Ad Rer  Ad-Full Page [CL-FP]-V1-5tandard 712y
. . r Geib System
including your approved ad
00414091 lennife  BKS - Breaking the AD Request  Artwork - Ad Ren  Ad-Full Page [CL-FF]-V1-5tandard T2y
req uests. r Geib System
00414477 lennife  Testing LDP-V AD Request  Artwork - Ad Rer  Ad-LDP-V Postcard [CL-LDPV]-5tandard T
r Geib R
[ 2

View Report (My Closed 30 Day Support Cases)



lrool l| ng

your Ad




Graphics Link

* Access the Ad Request Case (either by
clicking on the link in the dashboard
or from the quote), scroll down until
you see the Graphic Links field

v Advertiser Account & Product Info

External Graphic ID

Graphic Links ) : : :
. . . G link wil h
e There will be a link from the graphics raples finc Wil appear iere

team.

* You will need to email this link to your
client or send them screenshots of
the ad.



Reproofs




Documenting Changes

You will communicate any changes
received from the client via the Case
Comments.

This will automatically change the
status back to Working and will be
submitted to the graphics team.

Information

*Body

Related Activity
Case Comments (1) |L|
New
e Anifar Calk gj
Y Jennifer Geib New
Public:
Created Date: 7/18/2024 12:34 AM
Comment: Ready for design

New Case Comment

* = Required Information

Enter changes in Case Comments




Communication
History

In the case comments you will be
able to view the timeline of all of
your communications with the
design team.

Related Activity

Case Comments (2) |L|
" a 'r — o
¥ Jennifer Geib v
Public:

Created Date: 7/18/2024 12:37 AM

Comment: Enter changes in Case Comments.
Yy Jennifer Geib 4
Public:

Created Date: 7/18/2024 12:34 AM

Comment: Ready for design

View A



Reproofs

* Once your changes are completed by the
design team, the status of the case will
change back to Pending Rep Action and will
show in your dashboard under My Cases
Pending Reply.

* You can click on the link to quickly access
the case.

Work: My Cases Pending Reply

Case - | Case -- | Account Name
v =i

7 r Geik
004145  Jennife Ad Request
81 r Geib nstructions
004145 Jennife Ad Request
85 r Geib nstructions
004145  Jennife = Ad Request
89 r Geib nstructions
004145 Jennife Ad Request
93 r Geib nstructions
View Report (My Pending Support Cases

Case Rec--

1 AL REguesL

AD Request

AD Request

AD Request

AD Request

Type

FAILWUIK - AU RE | AU-TUnl

Artwork - Ad Re

Artwork - Ad Re

Artwork - Ad Re

Artwork - Ad Re

Subject

Ad-Front Cover [CL-FCOVER]-V1-
Standard

Ad-Front Cover [CL-FCOVER]-V1-
Standard

Ad-Front Cover [CL-FCOVER]-V1-
Standard

Ad-Front Cover [CL-FCOVER]-V1-
Standard

SYE [T -V I-3ldlidan

Case Last Modified --

[EFFAVET

71772024

71772024

7/18/2024

T/18/2024



Reproofs

v Advertiser Account & Product Info

An updated link will appear in the
Graphics Links field that can be FemalGreenie D

viewed and sent to your client. I
Graphic Links @ . : :
Grapics link will appear here






Step 1
Changing Status

To approve the ad, change the status to
“Completed”.

Details
v Case

Case Qwner Status

Fy Pending Rep Action A

Case Number Graphic Option @ T dit
00414592 s

Parent Case Case Record Type

00414590 #  AD Request 3

--Mone--

Open

Completed @

Working
~/ Pending Rep Action

Canceled

Pending Rep Action

an

View all dependencies

Graphic Option @
--None--

View all dependencies



Step 2
Send to Print

 To complete the process, In the
Graphics Options field select “Upload
to Graphics System”.

* Save your changes.

* Status

Completed

View all dependencies

Graphic Option €@

--Mone--

v --None--

Upload to Graphic System

Do not upload, not accepted

&

=




Dashboard

Once the ad is approved, the ad request
will show up in the My Cases Closed in
Last 30 Days section of the Franchise
Support Cases: Reps dashboard.

Info: My Cases Closed in Last 30 Days

Case Nu-- Case - | Account Name
00414045 lennife  Ad Reguest Princess
r Geib

00414088 Jennife  BKS - Breaking the

r Geib System

00414091 Jennife  BKS - Breaking the

r Geib System

00414477 Jennife | Testing LDP-V

r Geib

View Report (My Closed 30 Day Support Cases)

Case Reco--

AD Request

AD Request

AD Request

AD Request

Type

Artwork -

Artwork -

Artwork -

Artwork -

Ad Re

Ad Re

Ad Re

Ad Re:

Subject

Ad-Full Page [CL-FP]-V1-Standard

Ad-Full Page [CL-FP]-V1-Standard

Ad-Full Page [CL-FP]-V1-Standard

Ad-LDP-V Postcard [CL-LDPV]-Standar

d

Close

711,

T2y

T2y

"
Y



AFTER
Ad is Approved




You will not be able to submit changes to the design
team through the case comments after the ad request
has been marked as completed.

You will need to submit a support case using the
following instructions.



# ) -
valpak / Cpr% Q_ Search..
Ste p 1 EEE Franchise Sales Home Sales Lens Virtual Envelope Leads s~ Contacts w7 Accou

E Account |_| §
& Ad Request - Grp 3 & F
¢ G O tO th e bu SI ness Type VPO Status Phone Category Account Ext ID
Prospect (717) 222-2222 General Services [4]
account record.
© Contacts (1) Cases (7) @ Opportunities (2) @ Quotes (2)
e Select the Support tab. ’
@ Chargent Payment Requ... Payment Consents (0) @ VPO Orders (Print Accou... (@ VPO Orders (Di

e Select Operations from

the Catego ry Optlo ns. B We found no potential duplicates of this Account.

Details Support o Billing Dates Statement AR Sales Locatic

Quick Case Create

*Category
(@) Operation
() Billing



Ste p P r——Nr::ne——

BPP
| Client Agreed

“« ” CPQ Quote Request
Select “Ops — Other” from Credit Issues

the dropdown list. | Manual Supplements
| Open Job

- Orders - Cancellations a

Orders - Changes

Orders - Decking

Orders - General

Orders - Solo/ Event Postcards
Postal Increase

Reports

;Territc:rﬁ,r Consents

- - o -




Step 3

Add a subject line and then select “Next”.

Territory Consents: Request permission to pursue a client located in another franchise’s territory

Product

--MNone--

*Subject

Critical Change needed for Approved Ad

Case Opened On Behalf Of €@

Search People...

=

MNext




Enter your changes and supply the Ad Request case #
for the ad that needs to be changed.

Step 4
 Select “Next” to continue.

Details Support Billing Dates Statement AR Sales Locations Feed
Quick Case Create
Compose text
Salesforce Sans  w H 12 v H .v H B|I |VU|lS H = | HE | HE E = | = ‘ ﬂ| T,

Change phone number to 717-222-2222 for ad request 00414699

Q| 0
Marning! Details will clear if navigate to previous screen. Save copy of text outside of case create before clicking Previous button to avoid losing work.

Previous @




i / Clpmn. o

LN

ses Franchise Sales Home Sales Lens  Virtual Envelope Leads v Contacts s Accounts
Account o {7F I
# Ad Request - Grp 3 &) + Fo

C

e You can fln d the Ad ® Contacts (1) o O Cases(7) © Opportunities (2) © Quotes (2)
Reque;t case number by ) coses

hovering over or selecting
“Cases” from the quick links.

7 items = Sorted by Date Opened » Updated a few seconds ago

Case Subject Date Opened +
1 00414708 Ad-Full Page [CL-FP]-Grand Opening - Washington-Standard 7/18/2024 4:23 PM
* Copy the number and
py . h 2 00414709 Ad-Full Page [CL-FP]-South Hills & others-Standard 7/18/2024 4:23 PM
paSte It Into t € 3 00414707 Ads Parent-Full Page [CL-FP] 7/18/2024 423 PM

instructions.

4 00414699 2 Ad-Full Page [CL-FP]-V1-Standard 7/18/2024 3:57 PM
5 041 4700 Ad-Front Cover [CL-FCOVER]-V1-Standard 7/18/2024 3:57 PM
6 00414697 Ads Parent-Full Page [CL-FP] 7/18/2024 3:57 PM

7 00414698 Ads Parent-Front Cover [CL-FCOVER] 7/18/2024 3:57 PM



Ste p 5 Upload any files and select “Finish”.

Details Support Billing Dates Statement AR Sales Locations Feed

Quick Case Create

Case creatad successfully. Navigate to the case to make edits or upload additional files.
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