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Chapter 1: Login/Dashboard

To get started with ESP Web, gohthp://espweb.asicentral.coamd log into ESP Web
with your ASI Number, Username, and Password.

Sign in with your ESP Web

] information.
asi/ | |
Username | | If you have not created an ESP
Web account, please contact ASI
Password | | Product Support at 800-546-1350,

prompt 2 or email

[] Remember ASI #/Username 1 .
- ’ support@asicentral.com.

Mead Assistance?
For login
Forgot by Lsermame assistance

Forgot by Passwaord

Passward Hint

You will be brought to the Dashboafthe Dashboard provides quick links into different
features of both ESP Web and ESP Orders. There are several features ahboaiba
which can help you navigate to different functions of ESP Web.

ESP Web Set As Startup
Start program with ESF Web (bypass the Dashboard page) R
SUbmit Feedbaclk =

Application Quick Links 1.1.0
ESFWeh Homepage == Click to go to page 9
Froduct Advanced Search 9
Supplier Advanced Search Explains what the link does — @ | B
Cpen My Projects 9
Create a Mew Presentation Click to watch the video on this feature ——E&3- =
Rate a Supplier 9

ESP Web Dashboard Page

First, you will see the “Set As Startup” in the upper right hand corner. Ifigduan this
link, the text will change to say “Default Startup” and the next time you log BB E
Web, you will be brought directly to the ESP Web Homepage.



The icon with the word bubbles is where you can click to submit feedback to ASI.
Clicking on the application quick link will bring you into that feature of ESP Web.
The question mark icon explains what the application quick link does.

The film strip icon is where you can click to watch a video about the feature. For

example, if you click on the video icon for “Create A New Presentation”, then vidieo wi
focus on how to do a presentation.

Chapter 2: Homepage

The ESP Web Homepage is the starting page for ESP Web. You can navigate to other
applications, such as the Dashboard, ESP Orders, or LogoMall Admin if yooesnsell

for these applications. Just click on the My Applications button to open the dropdown
menu and then select which application you would like to access.

@espweb

Searches ¥ Projects  Presemtations ¥  Tools¥  Help ¥

Quick Search I Procue Seorch o

My Saved Searches @ My Recent Searches & Top 20 Searches @ Top Sellers &

My Applications ¥ | My Account &

ESP Dashhoard
ed Search >

ESP Weh
ESP Orders

Logamall Sites Admin

Quick Navigation Cliphoard {5) %  Shopping Cart (0) ¥ Print
T

ESP Web Homepage

Clicking on the ESP Admin (Gold icon) will provide you with 3 options:
Manage My Accourtbkes you to the page where you can make changes to your
user account
Log Off ESP Welwill log you out of My Applications ¥ | My Account &
ESP Web.

Manage My Account

Ach

Log Off All Applicationswill log you

out of all ESP applications at once. Fo
example, if you are working in ESP
Web and ESP Orders, you can use th
Log Off All Applicationdo log out of all applications simultaneously.

Log Off ESP Wyeb
Log Off Al Applications

The Application Toolbar

The application toolbar is located at the top of the ESP Web homepage. This toolbar
helps you navigate to different features in ESP Web.

@espweb

Application Toolbar

Searches ¥ Projects  Presentations ™  Tools™  Help & My Applications ¥ | My Account 7

Quick Search_ Product Search =) Advanced Search >

ESP Web Homepage — Application Toolbar



Searches

Quick Search— Displays the ESP Web Homepage
Product Advanced Search -Displays a page of
various criteria on which to search for your
products.

Supplier Advanced Search Displays a page of
various criteria on which to search for supplier
My Saved Searches Opens a drop list
containing up to 20 of your saved searches in
Alphabetic order. My Saved Searches 2
Top Searches Opens a drop list containing the
top 20 distributor Product searches.

Pre

Searches ¥ | Projects

Click Search

FProduct Advanced Search

Supplier Advanced Search

Top Searches

Mange My Saved SearchesOpens a pop-up Manage My Saved Search
window that allows you to manage your saved

Top Sellers
searches.

Top Sellers— Displays categories from the top || Event Planner
selling vendor
Event Planner —Displays different types of events and provides product ideas for
those occasions.

Projects
My Projects opens the Projects page. [Searches ™

Projects | Presentations 7

Presentations

Open Current Presentationenables you to acces
a presentation you are currently working on. D BT ‘ Tools ¥
My Last 20 Presentationdets you select from a

list of the 20 most recent presentations you have | Open Current Presentation

created. ) My Last 20 Pregsentations B
Create New Presentatiorallows you create a new
presentation. Create Mew Presentation
Tools
Submit Feedbackallows you to submit feedback to ASI b
allowing you to send an e-mail to support@asicentral.co|| Teols ¥
Preferencess an area where you can set up default _
Subimit Feedback
preferences for ESP Web.
Rate a Supplierenables you to search for a supplier and {{ Freferences
then rate them. .
Rate a Supplier
Preferences

There are four tabs in the Preferences area: View, Presentatides;eer&uppliers
and Send Product Detail Page.

In theView tab, you can establish how you would like your search results to appear.
There are three options:



Show Net CostControls the display of Net Cost and Profit in ESP Web. When
the checkbox is marked, Ne

. -
Cost and Profit will display; [t =
when the check mark is View | Presentations  Preferred Suppliers  Send Product Detail
removed, Net Cost will be ———
h'dden The Show Met Cost checkhox controls the display of Met Costand Profitin ESP iteh. When

the checkhoxis marked, Met Cost and Profitwill display; when the check mark is removed,
Met Cost and Profit will e hidden.

I show Supplier Information

Show Supplier Information: The Show Supplier Information checkbox controls the display of Supplier Company and

. Cantactinfarmation in ESP Web. When the checkbox is marked, Supplier infarmation will
Controls the dlSp|ay of gu;;:?:v:\:nir;tlr:]zcc::;;m:rk is removed, Supplier infarmation will be hidden and Supplier
Supplier Company and :

Contact information in ESP
Web. When the checkbox is
marked, Supplier
information will display;
when the check mark is
removed, Supplier
information will be hidden
and Supplier Search will be inaccessible.

Products Default Sort By: | Default j

Product Default Sort ByEnables you to set up a default sort for your products

by: Default, Price (low to high or high to low), Cost (low to high or high to low),
Profit, Canadian Priced, ASI Number, Supplier Name, Supplier Rating, Pdeferre
Rank, Canadian Suppliers, Product name, Product Number, Confirmed Product or
New product.

In the Presentationstab, you have the ability to set defaults for your presentations.

You can select a default template for your presentations. You can seletbdmom
templates: 1 Product Per Page, 1 Product Per Page (Large), 2 ProductePandPag
3 Products Per Page.

You can also select to have a s
default Cover Page’ Header’ View | Presentations | Preferred Suppliers Send Product Detail

Footer, and/or Closing Page on Chouss dfait resentton toicte .
your presentations' By CIiCking I Always include a Cover Page when | create anew presentation.
on the checkbox next to the Salect Cover Paga =
option, you can select to have ™ Atways Include a Hoader when  creato anew presemation.
that feature automatically SRt L
inserted in to all the presentation | " -
you create. Any Cover Page, I Atways include a Footer when | create a new |)|'esemmi0|t
Header, Footer, or Closing Page| | .. s j
yOU create in the LayOUtS area [ Always include a Closing Page when | create a new presentation.
will be available for selection Belect Closing Page =
here in the Preferences. To learr]

how to create Cover Pages,
Headers, Footers, and Closing
Pages, please review the Layout
section.

Note: If you do set presentation defaults, you are still able to change them on the fly.
7



In thePreferred Supplierstab, you can create the custom levels for your preferred
suppliers.

Preferences
Here you can assign a name View  Presentations Wl Send Product Detail
each of the Preferred
Suppliers you want to rank
(Rank 1 is the highest).

Rank 1 |Preferred1

Rank 2 | Preferred2

Rank 4 | Prefereds

Note: This section may not be
available if your company hag | Raks [Frefereds
a corporate administrator for
maintaining the preferred
supplier list.

|
|
Rank 3 | Preferred3 |
|
|

For further information on
how to set up Preferred
Suppliers, please refer Save
Chapter Seven: Preferred
Suppliers.

In theSend Product Detailtab, you can add your Company Logo to the top of the
Product Detail page(sY.ou will need to be the company administrator to perform this
action.

Help

FAQ's: Takes you to ESP Web's interactive help page.|| Hep =
License AgreementiEnables you to access the license
agreement you signed when you first logged into ESP W Facs
Web.

License Agreement

Homepage Sections

The ESP Web Homepage contains several features: Product of the Day, Quick
Navigation Menu, Product Menu, Top Sellers, Event Planner, Counselor News,
Community and Resource Links.

The Product of the Day is a sponsored product from an ASI Sup
that will appear on the ESP Web Homepage. There will be a diffef ...«
product each day. eoe

Clicking on the Product Name (in the example to the right: “Walle
you will be able to access the Details View.

Hovering on the thumbnail will generate a larger image and the
Quick View button, where you can click to access the Quick View

List Price:
. _ _ _ 100 @ $2.90
Clicking on the Supplier’s red ASI number will open the Supplier 25i 88060
Quick View. Add to Cliphoard

You can also click on the Add to Clipboard link to add the Product of the Day directly to
your Clipboard.

8



The Quick Navigation menu provides quick links to features.

Quick Navigation Find Products

7 Find Products Advanced SearCh

Advanced Search Find Suppliers
T Find Suppliers Advanced Search
Advanced Search .

Education
7 Education ASI Education (Industry Education)
A5l Education Training Videos
Training Videos .

) Community

T Community Tim Andrews’ Blog
Tirn Andrews Blog ASI Social Network
AS| Social Network ASI| Facebook
AS| Facebook ASI| YouTube
ASIYouTube ASI Twitter
ASI Twitter

ASI Company
T ASI Compal

paiy ASI Central

ASI Central ASI Store (For purchasing ASI services)
ASI Store
7 Administration Administration

Al Online Accout Hananer ASI Online Account Manager (managing your
¢ ASI Company Account)

TheProducts Menuon the ESP Web Homepage is present throughout searching in ESP

Web and provides you with access to the Clipboard. If you are also using ESP Orders, the

Shopping Cart will also be available on this menu.

Clipboard {0) %  Shopping Cart (0) 7 Primt

ESP Web Homepage — Products Menu

TheTop Sellers gction provides you with quick access to a top selling supplier. By
hovering on an ASI number, you can see a preview of a product from that supplier.
Clicking on the ASI number will display those products in the Summary View.

Top Sellers

30151 30199 34355 37364
10445 l 43016 43040 43442
4353Bey-Berk Internati...| 43851 45330 46713
467 asid0445 47137 48503 52493
525 57584 57705 59444
6071 62560 66260 66887
682 68630 74970 75817
787 79083 79930 80274
803 83090 83708 84592

ESP Web Homepage — Top Sellers Section



TheEvent Planneris a sales generating tool to help you create more business, develop
ideas and impress your clients. For more information on the Event Planner pfease r
Chapter 8: The Event Planner in this manual.

TheCounselor® Top News from The Voice of The Industryarea contains links to

articles from our award winning publication. To read a news item, click on thengeadi

that you would like to read. The links show in blue and the date it was published displays
next to it. The links will take you to www.asicentral.com where the news itévnased.

Counselor® Top News from The Voice of The Industry

Report: Marketers To Spend Mare In 2011 (26020110

Distributar Revenues Increase 5 8% In Q2 {Tr262011)

Mobile Apps Improve Business Productivity (79720117

Court Upholds Plastic Bag Ban FAS2011)

Chituary: Jerry Fine, Founder Of Meil Enterprises, Inc. (71420117
Hit And Tervis Tumbler In Legal Dispute (7i1452011)

Workflowone Mames Mew CEO (T 420117

CPEC Enacts Mew Regulations On Children's Apparel (71 272011

Chapter 3: Searching

Searching in ESP Web uses “guided navigation”. Guided navigation means you can type
in one or more keywords, and then use the menu to the left to narrow down your results.
There are two main ways to search in ESP Web — Quick Search or Advanced Ssarch. T
Quick Search bar enables you to toggle between Product Search and Supplier Search.

Advanced Search >

Froduct Search
Top 20 Searches w | Supplier Search

Quick Search Bar — ESP Web Homepage

My Saved Searches & My Recent Searches &

The Product Advanced Search and Supplier Advanced Search are on their own pages and
will be discussed in depth later in this manual.

Product Quick Search

Product Quick Search enables you to enter keywords for the product you anengearc
For example, typing in “zip”, “hood”, and “fleece”. You can add a “price from/pote t
if you wish; in the example below, the search will be for $10 to $20 list price.

Quick Search EfLILEREEE 10,00 20.00 Froduct Search 7| Advanced Search >

My Saved Searches ¥ My Recent Searches & Top 20 Searches @ Top Sellers &

Note: You can use both or simply one of the price boxes. For example, if you wanted all
products up to $20.00, just put the dollar amount in the second box.

After entering your criteria, click on the Search button to start looking throughgtsodu
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Quick Search Ff LR 10.00 20,00 Product Search = i [EEETaaeme Advanced Search =

My Saved Searches & My Recent Searches ¥ Top 20 Searches 7 Top Sellers &

52 itemis) from 22 supplieris) are faund for ™ zip hood fleece ™ in Price Filtzr > Price hetween 10 and 20— "Breadcrumbs" - Summary of Search Criteria

Cliphoard (16) ¥  Marked ltems 7  Create Presentation  Shopping Cart {0) ¥ Print Product of the Day

Price Filter Flash Drive
I Frice between 10 and 20 Summary View Tile View
Search Terms 11213= ltems per Page 25 j Sort By Default j . &
¥ zip hood fleece 3
R El CAR11 Precious Cargo® infant full-zip hoodie mi
Clear All - @ List Price: 1 @ §17.958 (F) Net Cost: 7 @ $3.949 E 00 aa o
Save Search A% Precious Cargo (R) 7.5 oz. 80% cotton and 20% polvester fleece full zip hoody jacket, List Price:
double needle stitching throughout, confrast jersey hoad lining, rib knit cuffs and 100 @@ §84 925 (R)
Marrew Rasiifs e asiB4863 SanMar asiog409
(23 Add o Cliphoarg | | #4010 Clinhoard
w Category

CAR19 Precious Cargo® infant R-tek® fleece full-zip jacket

“n
CAPS & HATS (41 polyester R-Tek fleece. Spandex-trimmed hood, neck and hem. Anti-pill finish. Made
SCARVES (4 asi’B4863 SanMar

Product Summary View

O e
SWEAT SHIRTS 39 =
B&EY [TEMS ) List Price: 1 @ §18.98 (Fi Net Cost: 1 @ $9.99
JACHETS @99 Precious Cargo (R infant R-Tek (R) fleece full 7ip jacket 13 ounce, 100% filament

Product Advanced Search

Clicking on Advanced Search will allow you to search for a product by keywordgthis
essentially the Quick Search), but you can also put in specific criteriadVarced
search page is in two sections: Keywords and Additional Criteria.

In the top section of the Product Advanced Search, there are four boxes: ALL of the
words, ANY of the words, Exact Phrase, and Exclude these words.

The ALL of the words is a logical “AND” search, meaning that all the wtrdsare
searched must be in the product’s details. For example, if you entered “C-beawrasitec
blue mug”, every product in the search results would need to have all those seasch te
in its details.

The ANY of the words search which is a

logical “OR” search, meaning that any of
the words that are searched could be in th - orthewerdsADE | oiine worsiAnD)
product’s details. For example, if your ANY of the words (OR): 4 o e woircls (OF)
customer said that the mug could be eithe
ceramic or stoneware, you can type both
keywords in the ANY of the words box.
The results will contain products that are Reset || Search
either ceramic or stoneware.

Exact Phrase: Exact Phrase

Exclude these words: Exclude these wards

The Exact Phrase search enables you to enter a series of words in this bolk riasuiltvi

in items that include these specific keywords in this order. A great ex@éripiee Set

Up. When you search using Free Set Up, each of the results will include the please ‘f
set up’ on their product detail page.

The Exclude these words will enable you to enter words which you want excluded from
the search results.

11



Note: Exclude these words only work with the All and the Any of the words search.

For convenience, there is a search button directly below the keyword search boxes and
one at the bottom. Both will work, no matter which search fields you use.

The Additional Criteria section provides you with more fields to help you seartfisl
section, there is a price range search. You can
search by List Price, Net Cost, or Profit, as wel| Additional Criteria {optional)

as Quantity. In addition to the price search, you | I I |
can use the drop down boxes to search for cold
material, imprint method, shape, size, and then

* Price © NetCost © Profit

This area also provides the ability to search by :

product number, category, and tradename. Jus

start typing what you want in these boxes and t |

application will match the criteria letter for letter | | |
|
|

| |
There are also search fields for: Color, Materia || |
Imprint Method, Shape, Size, and Theme. You
can begin typing values in any of these fields to show a menu of available options to
include in your search. For example, if you are looking for a blue shirt, you ntaygns
to use the blue shades in the dropdown because the supplier could be calling that shirt
“Bright Blue”, “Blue”, “Royal”, “Royal Blue”. Rather than typing elashade in by itself
and doing multiple searches, you can type “Blue Shades” to get all shirsseha
classified as blue.

You can search by Supplier ASI Number,
Supplier Name, or Linename. You can also put
a standard production time, or check the “Inclug Stwpter Ratng:

Rush Time” box to include rush services. You ¢ i
click on the number of stars to search by suppli
rating (one star is the lowest, five is the highest
You can use the dropdowns to choose a
state/province or a region/country. If you have
preferred suppliers set up, you can check the

Production Time:

™ Include Rush Time

Supplier Location:

level(s) you would like to use. For more Preferted Supplier Only:
information on preferred suppliers, please see | [ "= [ reteres

. reterre reterre
Chapter 7: Preferred Suppliers. I Preferreds

There are checkboxes that will help you

. ™ Mew Products Qnly ™ Full Color Process
narrow your results to those which have th¢ -, -0 I Persanalization
checked criteria. The checkboxes are: NeW = i images oniy I Sald Unimarinted

Products Only, With Prices Only, With I~ Made in LUSA I with US Pricing Only
Images On|y, Made in USA’ With Rush ™ wiith Rush Service rCa_lnadian Friendly
Service, Full Color Process, Personalizatio Suppliers

Sold Unimprinted, With US Pricing Only,

and Canadian Friendly Suppliers. Reset || Search

After typing in all your criteria, click on “Search”.

12



Viewing Your Product Results
The default results display is the Summary View.

Product Summary View

On the Summary view, you can navigate through the results by page, viewing 25 to 100
items per page and choose how to sort your results. Simply click on the option you want
and the page will refresh to show your choice.

Summary View Tile View

112345 === ltems per Page

Sort By |Defau|t vI

Price: Low to High
Price: High to Low

Mug

List Price: 12 @ $500.00 ) Net Cost: oa Cost Low to High
Stainless Steel Tumbler with plastic liner and rhinestane df Cost High to Low
Mot dishwasher safe. Hand wash anly Emﬂtd' Briced
. . anadian Price
asih5555 ESP, Training Company A5 Murmber
) Supplier Mame
Supplier Rating
Travel Mug Preferred Rank

Canadian Suppliers
Product Mame

) ) ) Product Mumher
- e am am CfPREFTUMBIEr - Colored Plastic and Stainless Steel Bod

- Canfirmed Product
W Ja E! | asi/55555 ESP, Training Company Mew Product
g v (1) Add to Cliphoard

ESP Web - Product Summary View

List Price: 12 @ $600.00 ) Met Cost: 12 @ $510.00

Summary View shows a thumbnail of the item, list price, net cost, supplier informna
product name, and a summary of the item. You can hover on the thumbnail to view a
larger image, as well as access the Quick View. You can also click on the prodact nam
or product number to access the Details View.

If the item is a new product, meaning it is either new to the supplier or new to the
industry, for six months or less, it will have the “New” flag.

If the supplier has confirmed their product data as accurate, the Confirmed Loige wi
shown.

You can also add the product to the Clipboard by clicking on the Add to Clipboard link.

|Click to access the Details View List Price with Discount Code and Net Cost |

List Price: 100 @ $50.00 (R) Net Cost: 100 @ §30.00 m..‘.’u‘ﬂ Confirmed Logo |
| You can securely upload your important data ta the PC and Mac

flash drives, available 512MB, 1GB and 2GB.
asi’35555 ESP, Training Company

Mot Rated Add to Cliphoard

New Logo

Hover to access
Quick View button
and large image

Product Summary and
Supplier Information

Add Product to the Clipboard

ESP Web Summary View — Breakdown of Features

13



The Summary View provides several Swivel Flash Drive
. You can securely upload yaur impartant data to these Py
about an item. Q flash drives, available in 1538 and 2 GB. With the option
4 asi/ha555 ESP. Training Compai

Hovering over the thumbnail, for
example, will open a larger image.
Clicking anywhere on the large image
will bring you into the Details View for
that product.

e

Additionally, hovering over the
thumbnail will displays the Quick
View button. Clicking on the Quick
View button will launch the Quick
View.

Product Quick View
To access the Product Quick View, hover on the thumbnail image.

ue Then, click on the Quick View button.
Quick View

asi’55555 Mot Rated
i f ESP, Training Company
In the Quick View you will see: bk Linename(s): N
. B0 Ty
7 (\ Production Time: & warking days
3 Phone: (800 555-1212
Supplier Information Emai: Nia
Web: MIA
Product Number and Name¢  suieirasnoiive
1 1 You can securely upload your important data to these PC and Mac compatible swivel flash drives,
Fu” Descrl ptlon available in 1GB and 2 GB. With the aptional key chain attachment, it is perfect for those an the go!

Larger Thumbnall |mage Some components made with post-consumer recyclable materials.
Full Price Grid e
. Cuantity 12 24 36 48 60
Price Includes Statement —
List Price % §300.00 | $275.00 $250.00  §225.00 %200.00

Add to Cllpboard Net Cost % $180.00 | $165.00  $150.00  §135.00 $120.00
Fu” Detalls Profit §120.00 $110.00  $100.00 §90.00 $80.00

Price ncludes: One color imprint, one location

Use the Add to C|Ipboal’d button (5R) Price subjectto change without notice, please verify with supplier.
to move prOdUCtS to the Clipboarc Add1o Clipboard | | Full Details

To view more information, click on the “Full Details” button at the bottom.

You can also use the X in the upper right hand corner to close the Quick View and return
to the Summary View.

Product Tile View
Another way to see your results is by the Tile view. Here, the productsedrerithe
screen with images, ASI numbers and first quantity list price.

14



Summary View

1123|4555

Tile View

Items per Page 25

j Sort By | Default j

[[ 64000 T sh...

ey
AN

Add to Cliphoard

1701 Shirt

[ G8400 T-5...

[ 363 T-Shirt

[ 5250 Hane...

[ B .
LLLLE |
List Price: List Price: List Price: List Price: List Price:
36 @ §5.92 () 36 @ §$8.96 () 36 @ §8.98 (7 36 @ §8.84 () 1@ 5632 (F)
asii407ee asii407ee asii40788 asi40788 asiB4863
Bodek and Rhodes  Bodek and Rhodes  Bodek and Rhodes | Bodek and Rhodes SanMar
Add to Cliphoard Add to Cliphoard Add to Clipboard Add to Clipboard Add to Cliphoard
[ 2300 Gilda... | [ G8000 T-S... | [ 923 T-Shirt [ 2600 T-Shirt | [JPC55 Port...

Add to Cliphoard

Add to Cliphoard

Add to Clipboard

List Price: List Price: List Price: List Price: List Price:
1@ $9.04 (F) 6@ 548 (P 36 @ §8.50 (F) 36 @ E8.62 (F) 1@$a70 ()
asi’B4863 asi/l40788 asi/40788 asi/40788 asi’B4863
Sanhlar Bodek and Rhodes | Bodek and Rhodes | Bodek and Rhodes SanMar

Add to Cliphoard

Product Tile View

Just as in Summary View, you can still view a larger image and the Quiakbyie
hovering over the thumbnail image.

Summarny View

112134

[T 64000 T sh...

.
L L Lo

List Price:
36 @ $5.92 (F)
asiid0788
Bodek and Rhodes
Add to Cliphoard

List Price:
1@ 59.04 (F)
asi’B4863
SanhMar
Add to Cliphoard

Tile View

I_ 64000 T sh... FCIick to access Detall View

m Hover on the thumbnail
for a larger image or o
access the Quick View

e Bl [

o

List Price:
36 @ $5.92 (P)

asil40788

Bodek and Rhodes
Add to Clipboard

LFirst Column Price with
Discount Code

Supplier's AST Mumber
and MName

Add item to the Clipboard

|

S o
Add to Cliphoard

Bodek™a T b
Add to Cliphoard Add to Cliphoard Add to Cliphoard

ESP Web Tile View — Breakdown of Features
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You will see the first column of the list price and the supplier's ASI number.

You are also able to add to clipboard by clicking on the Add to Clipboard link.
You can also click on the Product Name, Product Number, or Larger Image to hecess t
Details View.

Note: The Confirmed Logo will not be present in the Tile View.

Details View
The details view will show you all the information about that item. In theldeatay,
there are several sections:
Product Description,

Details

- . I™ Wark product Back To Results = Previous Product | Mext Praduct=| Add te Cliphoard
Supplier Information,
PI’ICG Gr'd(S), and Product Description Supplier Information
e . Download Image asif0640 (190)
Addltlonal |nf0rmat|0n. ;I Target lndustries, Inc.
Linenameq{s): Target Line (R}
,s'é
7]

N

Phone: (989) 723-4447

In the Detail view, you fae oo oo
Can mark the prOdUCt Or ’ - E-mail: customerservice@targetline.com

A Web: hitpfiveeew targetline.com
CIICk on the BaCk TO / n Production Time: 3 - 7waorking days
Results link to return to / ik e

/ FOB Point: Michigan

the Summary View.

Shipping Weight: MA
LI Made in USA: Ni&

You can also navigate to | = ™ Marketing Policy

Soft grip metal pen with 36" lanyard and 24" retractable cord. Soft

the previous or next A ps i ik oo Uy il ~oai
pr(_)dU(t::] |n|_thke rtes;Jrllts I_oyht e i Produc safety Warnings

using the links to the rig

of the Back To Results
link. You can also click

on the Add to Clipboard button to add the product to the Clipboard.

] Targetline(R) Product Catalog Mo safety warnings farthis product
& Date: 2011

£ Page: 40

Product Description will display the product images, product number, product name,
full description, tradename (if available) and catalog information (youlenon the
catalog icon to view the page). The confirmed logo will also be available in the Product
Description area.

Supplier Information (to the right of the product description) contains supplier
information, including contact information, supplier rating, and (if applicabtejymtion
time, FOB Point, Shipping Weight, Made in USA, Marketing Policy, and any apmicabl
product safety warnings.

Price Grid(s) will show the base product prices. If there is only one price for the product,

there will be only one grid located here. However, if the product has more than one base
price, as in the example below, if there is more than one option which determines price,

there will be multiple price grids.

In the example below, the lanyard has the option of 3 working days or 7 working days. It
is the production time of the lanyard that determines its base price. Howéttes,aher
information, such as colors, imprinting, and production time are the same, regafdless
the production time. Essentially, it is the same lanyard, but the faster the pyoduné,

the more costly it is.
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As you can see, each production time has its own price grid. This enables yolkltp quic
and easily see the different in price for 7 working days and 3 working days.

7 Price(s)

Cluantity 150 250 500 1,000 2,500

List Price % §1.75 $1.68 §1.87 51.54 §1.43

Net Cost % §1.08 §1.008 F0.942 F0.924 F0.858

Profit F0.70 FOBT F0.63 FO.62 057
Price Includes: a one-color, one-position screen imprint or one position laser engraved.
{5R} Price subjectto change without notice, please verify with supplier.

Quantity 150 250 500 1,000 2,500

List Price % F2.07 F1.98 §1.85 §1.82 §1.69

Net Cost % §1.242 F1.188 1.1 §1.092 F1.014

Profit 033 F0.79 F0.74 F0.73 F0.68
Price Includes: a one-color, one-position screen imprint or one position laser engraved.
{5R) Price subjectto change withaut notice, please verify with supplier,

You can also use the Configure area to specify for which opti N
you would like to view information.

Clear All
In the previous example, to view only information for 7 workir
. . . X Configure Product
days, you can click on that option in the Configure area. The
Configure Product menu will float with you as you scroll, ¥ Imprint Method

Laser Engraving
Silkscreen

meaning it will always be in the same place on the left.

7 Production Time

After configuring the product, all information that is not relate( '
to the option you selected will be hidden.

. . Lo . . . Click on an option to
At this point, you are only viewing information directly related | .. only the related

to the option you chose. product information

You can view all product data again, by clicking on the X next to the option you delecte
in the Your Selected Criteria area or clicking on the Clear All link.

Your Selected Criteria 7 Price(s)

Production Time Production Time:7 working days
T wiorking days
SETE] Quantity 150 250 500 1,000 2,500
List Price = wrs §1.68 #1.57 $1.54 §1.43
Net Cost E=  gi05 | §1008 | 0942 60924 §0658
7 Imprint Method
Profit §0.70 §0.67 §0.53 §0.62 §0.57

Laser Engraving

Silksereen Price Includes: a ane-colar, one-position screen imprint ar one position laser engraved

{5R} Price subjectto change without notice, please verify with supplier.

ESP Web — Details View — Configured Product

Add to Shopping Cart
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Additional Information is where you can view any product options and charges for the
item! Located under the Price Grid(s), just click on “Click here to vidaitianal
product options and charges” and the section will expand.

7 Click here to view additional product options and charges.

7 Product Attributes

Category: LANYARDS, Pens-Ballpoint-Yith Grip Section, Pens-Ballpaint-with Meck ChainfRope
Color: Black, Blug, Red

Material: Metal

Size: 4"

[> Imprint Information

[» Product Option

[> Production Time

> Imprint Method

[» Packaging

[» FOB Point

There are numerous sections to view that contain more information, such as:
Product Attributes
Imprint Information
Product Options
Production time
FOB Point/Shipping information
Any additional charges associated with the product.

Some sections, such as Product Attributes, may contain various fields.

With Product Attributes, you can view the Category, Color, Material, Size, ampe# Sha
fields. Within Imprint Information, you can view the imprint method, imprint size, as
well as whether the following services are offered: full color proce&s usimprinted,
and personalization.

Other sections, such as Product Options, Product Time, Packaging, or FOB Point will
vary depending on the information provided by the Supplier. For example, if a supplier
has not provided the FOB Point, that section will not be included in the additional
product information area.
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Narrowing Your Results

After you have done a search, you can narrow your results down even further. With ES
Web, you can use the guided navigation to do this quickly and easily. From the results
page, there is a section titled “Narrow Results”. The Narrow Results disgdlayf the

data fields that can be specified to narrow your results.

Open the field by clicking on the triangle next to the field.

B Preferred Rank
b Category Clicking a narrow results topic will open the subset of the field
below it. As you can see with color, the subsets are not specific,
b Price are grouped by shade. To narrow the results further, click on the
shades, in this example, blue shades. Clicking on “blue shades”
will open the different subsets of blue within the search.
B Material
) Narrow Results Clicking on a type of blue will
P Size
cat narrow the results down to a
> Shape b Lategory specific shade. This way, you do
. Price not have to match what the
1eime .
y » supplier has called the color
B Imprint Method _ (navy, navy blue, dark blue); you
7 Color .
P have access to all products in
B Production Time Bluge Shades (a0 that color field!
i White Shades EE=1=)]
B Supplier )
Green Shades (495) w7 Color
B ASINumber Red Shades (377 Blue [FEO)
B Linename ellow Shades (223) Light Blue (144)
Crange Shades 193 Diark Blue (53
P Tradename Purple Shades (1627
I— Broven Shades [153) Teal (22)
B Supplier Rating
MuliCalor Shades (156 Fovyal (19
b StateProvince Gray Shades (1517 M@y 1)
& Region/Country Pink Shades [148) Bright Blue =]
Metalic Color Shades [=29] -
. -See Less
P Rush Service Black Shades [28)
B Canadian Friendly -5See Less Note: when Selecting any
» Canadian Priced [» Material “I’larrOWing result” criteria, the
actual numbers of items that will
b NewProducts b Size display are shown in parenthesis.
B Confirmed Products ) .
If you have narrowed the criteria too my
B Image Only Your Selected Criteria
deeply, you are able to remove some
b Price Only of your search by _unc_heck the box in Seﬂ"'l"Te"“'S_
“Your Selected Criteria” area. You ca| ™ olue ceraric mug
B Made inUSA also on the “Clear All” link to remove | color
5 Full Color Process all of the search terms. M Blue Shades »
| NP
b Personalization You also have the option to save the o
. . “ ear
b Sold Unimprinted search by clicking on the “Save .
Search” link.

19



Saving Searches

For searches that you perform often, there is the “Save Search” button, whicls goable
to save your search. This means that all the selected criteria wilvdx &iad you can
access it at a later date. ESP Web gives you the option to save any productier suppl
search (up to 20 different searches). To save a search, use one of the seathbuig me
discussed above, then, from the results page, click on the “Save Search” link.

il s e Clipboard (0) ¥  Marked ltems ¥  Create Presentation  Shopping Cart (0) 7
Clear Al Summary View Tile View
112]13]4]5=%= Items per Page 24 j Sort By | Default j

Narrow Results I ; ™ LG-9081 Key FOB

( ¥ R .

) 'y List Price: 75 695 (F) NetCost: 75 417
¥ Category Ay @b (R @h

Calfgkin cowhide tear drop shaped key fob. Perimeter-stitched, braided leather key
AWARDS 392499
‘ ! fob has heaw-duty brass splitring. Carton size18"x 14" %12,

ERMIRONMENTALLY F... - (25356) asi 79530 Prime Resources Corp
PEMZ (23387 (126) Add to Cliphoard
KEY HOLDERS (13507

Product Summary View — Save Search

The “Save Product Search” window will open.

The name of the search will default t

your search criteria, but you can
rename the search if you like. For
example, this search is called “Samp
Search”, but it can easily be changeq s ceramic mugs Delete
to any other name.

Sarmple Search Save

Eca Friendly {54 Made) Celata

Then, click on “Save”. Selecta page: 1 =] Page 1 of1

You can also delete a previously
saved search by clicking on the Delete to the right of the search name.

To access saved searches in the future, you can click on the “Searches” button on the
application toolbar and click on “My Saved Searches” to see the searches you have
saved. You can also access your Saved Searches from the Quick Search bar. Other
searching options in this menu include “My Recent Searches” which will showagtur |
20 searches. Also, there are the “Top 20 Searches”, which are the top 20 keyword
searches done by ALL users of ESP Web over the last 7 days. You can alsoh&ccess
Top Sellers area from the Quick Search bar.

Quick SEerh_ - - et e IBhd| M Search within

My Saved Searches 7 | My Recent Searches 7 Top 20 Searches & Top Sellers &

; Blue Ceramic Mugs ppliar(s) are faund

Eco Friendly (USA Made)

Sample Search

Clipboard (0} 7  Marked tems ¥ Create Presentation  Shopping Cart (0} 7

ESP Web — Quick Search Bar
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Supplier Quick Search

Click on the “Searches” button and select Supplier SeRemember, supplier search is
for searching supplier’s information, like their linenames and tradenames, not for
searching products.

Product Search j Bl Search within Advanced Search >

Product Search
Top 20 Searches v SIS =)

ESP Web Quick Search Bar

My Saved Searches @ My Recent Searches &

Enter either ASI #, Supplier Name, Line Name, Country, State, City or Zip or a
combination of these items and click on the “Search” button.

Supplier Advanced Search

Supplier Advanced Search lets you search for a supplier by their location, contact
information, rating, and even
preferred supplier rank. You can
use each one of these search Flcencaion Fienaysuppers
options individually, or you can | =

combine them.

State /Province =]

Phone/Fax or E-mail

For example, if you wanted to

Supplier Rating

search for all the five star suppliel] o

in Pennsylvania, you could select| surmessuppiers

“PA” in the State/Province e

dropdown box and then click on | =™

the number of stars (in this s

example, five), and then click on
“Search”. '

Viewing Your Supplier Search Results
Supplier information can be viewed from the Product Search. Clicking on the red
Supplier ASI number from the Summary, Tile, or

Product Detail view will open the Supplier Quick — [EEEisias =
View. Setine e
Linename(s): Jetling
Supplier Quick VieW Contact Information
- - Office Hours: 8:30-5:30 EST
In thls VIer you Can See Toll Free: (877) 858-33083
. Supplier ASI number b it 121111
Supp"er Name Orders Fax: (864) 752-1417
. E-mail: orders@jetlineproma.carm
L|nename Of the product grtlelskE;nailfloriz;%etlinepmmo.com
. . rtwor -maill: 2 etlinepromo.corm
Suppller Ratlng Weh: hitp:fwwew jetlinepromo.com
Detailed Supplier Contact Information Pt
Mount Yernon, NY 10550-4550
There are two buttons available at the bottom of th Pl MSSTED || W OE s

Supplier Quick View: Rate This Supplier and View
Details. You can click on the Rate This Supplier button to give the supplier a rdteng. T
View Details button will bring you to the Supplier Detail view.

When performing a supplier search, results show in the Supplier Summary View.
21



Supplier Summary View

On the Supplier Summary view, you are able to see up to 100 items per page and have
sort by options. You can sort by Default, ASI Number, Supplier Rating, Zip Code, Area
Code, and Preferred Rank. You will see the Supplier's ASI number, rating, and all
contact information. The number of products the supplier has in ESP will also be
displayed. You can click on this number to view the products.

Summary View List View

1 tems per Page : 25 j Sort By: Default j
asif Supplier Phone/fFax/E-mail Products
63344 Jetline (8R4 TE1-3200 Phone a4

(119 30 Warren Pl (877 858-9908 Phane
Mount Yernon, MY 10550-4550 (BRI TE2-14T Fax
hitpfhsanar jetlinepramo.com orders@jetlinepromo.com

iew Ratings || Rate This Supplier Full Details

ESP Web — Supplier Summary View

The three buttons that are on the Supplier Summary view are:
View Ratings which enables you to view the ratings of other distributors.
Rate This Supplierwhich is where you can rate this supplier for yourself.
Full Details which displays all known information about this supplier.

Supplier List View
The Supplier List view displays the Supplier ASI number, Supplier Name, phone
number, email address, and overall rating.

Summary View List View

=<6 |T7T[8[D]10 === ftems per Page : 24 j Sort By: Default j
Supplier Phone/Toll Free E-mail Owverall Rating Actions
31840 Adco Litho Line Inc (800) 875-2326 artworkgadool... (6) Fate | Details
31940 AddVenture Produc... {858) 587-0061 infoE@addy.com iy Rate | Details
31966 Adidea 310y 7Ta2-374949 adidea@sbegl.. 13 Rate | Details

ESP Web — Supplier List View

There are two actions you can take in this area:
Rate which is where you can rate this supplier for yourself.
Details which displays all known information about this supplier.

Supplier Detail View
The Supplier Detail view defaults to the Detail tab. This view also contairiatiegs,
Preferred/Notes, and Safety & Compliance tabs.

In theDetail tab, all information about the supplier, including company contacts,
linename(s), demographic information, ratings, and references are listéesivretv.
There is also a View Products button, which enables you view all of the supplier’s
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products in a single click. The Check Inventory button is an additional service ssipplie
can choose to have. It is an additional charge; therefore, it may not be availaltile for
suppliers.

Detail Ratings Safety & Compliance PreferredMotes

asii42424 Preferredi

Bullet
Linename(s): Bullet Line {R)

View Products

Contact Information Performance Ratings

Office Hours: 8:00-8:00 Check Inventory Rating #Reports  #Trans
Toll Free: (300) 748-7367 |nalichhisie,io ekl

Phone: (305) 623-9223 Overall 144 887
Fax: (200) 920-9223, (877) 987-2428

Orders Fax: (8003 920-9223 Guality 124 825
E-mail: info@@hulletine.com

Orders E-mail: ordersg@bulletiine.com Communication 133 8224
Artwork E-mail: artdept@bulletline.com

Web: hitpcffwenne bialletline.com Delivery 134 825

Mailing Address:
PO Box 644429
Pittshurgh, PA15264-4429

Froblem Reszolution a1 EO7

Imprint 126 anz
Delivery Address:

15959 M 15th Ave Read Distributor Comments
Miami, FL 33169-5607

Rate This Supplier
Secondary Address:

Wi Independent Distributor References

Multiline Representatives:

ESP Web — Supplier Detail View

Additional supplier information available in the Supplier Detail view includes:

Artwork Information Function

Decorating Method(s) Marketing Policy
Year Established Distribution Policy
Year In Industry Canadian Supplier
Total Employees Canadian Friendly
Union Available Distributor Affiliation

In theRatings tab, you will be able to view the supplier’'s contact information,
performance rating, and comment.

The Performance Rating for the supplier is available in both the Detail andtihgR
tab. From both areas, in addition to the overall rating, you can view the supplier’s star
rating for Quality, Communication, Delivery, Problem Resolution, and Imprinting.

Rating a Supplier

Rating suppliers is important because it gives the suppliers valuable feedhauk. Ra
also provides other distributors with a general feel for the supplier; in other wainlg, ra
sets the expectation for other distributors. To rate a supplier; click on th&litaite
Supplier link from the Supplier Summary or Detail view.

In the Supplier Rating Submissions section, your information will automgttzalfilled

in. The rating system ranges from 1 star for very poor to 5 stars foremcdlhere is

also the Not Applicable option for area that do not apply to the transaction you are rating
For example, if you ordered a blank product, the Imprinting/Personalization field does
not apply to the transaction you are rating. By just using the numbers, you withrema
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anonymous. However, if you choose to type comments, then your information will be
given to the supplier so that they can write an accurate response. After sevessbusine
days, whether the supplier has responded or not, the comments will be posted in ESP.
When you are finished rating the supplier, and adding any comments, click on the Submit
button at the bottom.

Your Information
Your Hame: Jennifer Shinberg ASlS: 126724 Date: |7.-‘2?f2011 J
Company: &5 Distributors E-mail: | jmanninol2@asicentral.com
Rate-Your Experiences-Here Lm P
Supplier ASI Humber: 42424 Supplier Mame: Bullet Humber of Transactions: 1
1 2 3 4 ] Mot
Cat Definiti
aregons Hennitons “Wery Poar Poar Fair Goad Excellent Applicable
Owerall Satisfaction o [ [ o o
Product Quality 8 L8 & L& [ &
Communications o [ [ o o o
Dielive ry & [ o & & o
Imprinting/Personalization sl o (o o [ o
Problem Resolution & [ (& & & o
{optional)
Additional Comments:
130 character limit
| hereby certify that the entry made represents a legitimate transaction between my company
and the supplier and that any statements | make are, to the best of my knowdedge, accurate.

ESP Web — Supplier Performance Rating

ThePreferred/Notes tabis where you can assign a supplier as a preferred vendor and
enter additional information, such as special pricing and notes. For more information on
how to create and manage preferred suppliers, please view Chapter 7: Preferred
Suppliers.

In theSafety & Compliancetab, suppliers are able to upload PDF documents or links to
webpages. You can click on these links to view the information. Suppliers can upload
documents or link to sites that detail compliance with safety protocols. Thimation

will be available for distributors to access when you are searching in EBP W

Detail Ratings Safety & Compliance PreferredMNotes

asiid2424

Bullet
Linename(s): Bullet Line ()

Documents Web Pages

Social Compliance staterment Social Compliance staterment

ESP Web — Supplier Detail — Safety & Compliance Tab

Note: Safety & Compliance documentation is provided by the Supplier. Any questions or
clarification on the Safety & Compliance standards should be directed to the supplie
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Chapter 4: Using the Clipboard

The clipboard is a place that stores your product selections for your custdmiers w
working in ESP Web. Items can be added to the clipboard one at a time, by clicking on
the “Add to Clipboard” link from the Summary, Tile, Quick or Details view! You can
also add multiple items at a time by marking products and them clicking dedar

Iltems button.

drives, availahle in 512MB, 1GB and 2GB. With the aptional keychain attachment, it is

asi/hs555 ESP, Training Companmy
iy | 2dd to Cliphoard]

I~ USE Flash Drive
. 5]
Q\)u {" List Price: 100 @ $300.00 (R Net Cost: 100 @ $180.00
u“-?.i"ﬂ Yol can securely upload your important data to these PC and Mac compatible flash

7Y

Summary View — Add to Clipboard

[T Stainless s... | [T Stainless s... | [ Travel Mug I~ Mug AWTCH Wa...

®

a
| ' uuiiiimﬂal

List Price: List Price: List Price: List Price: List Price:
100 @ $2300.00 Fy - 100 @ $800.00 (F) 12 @ F600.00 ) 12 @ $500.00 34 100 @ $500.00 (5)
asiHhhshs5s asiHhshs5s asiHhhs5s asiHmhshs5s asiHsh5s5s

Add to Clipboard I Add to Clipboard I I Add to Clipboard I I Add to Clipboard I Add to Clipboard I

Tile View — Add to Clipboard

asi/55555 1)

I-,'D ESP, Training Company
m% o o Linename(s): M
s
u’zt‘a Production Time: 14 working days
67 g § Phone: (300 555-1212
Email: MiA

Web: MrA

USE Flash Drive

You can securely upload your important data to these PC and Mac compatible flash drives, available
in 512MB, 1GE and 2GB. With the optional keychain attachment, itis perfect for those on the gol
components made with post-consumer recyclable materials,

ooy ]
Cuantity 100 300 500 730
List Price % $300.00 | $200.00 | §100.00  F90.00
Net Cost % $180.00 | $120.00 | §60.00 @ §49.450
Profit $120.00 | $30.00 | §40.00 @ §4040

Price Includes: One Color One Location
{3RQ) Price subjectto change without notice, please verify with supplier.

Add to Clipboard Full Details

ESP Web — Quick View
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Details

I~ Mark product Back To Results = Previous Product | Mext Product = | Add te Clipboard

Praduct Description Supplier Information

Download Image asiah5h5h i
;l ESP, Training Company
; Linename{sk M/A r Sk ket )

L click here to view

&1 Phone: (800 555-1212
Fane: MUA
E-mail: M/A
Web: MiA

Details View — Add to Clipboard

You can also add more than one product at a time to the Clipboard [Fuss Fiash ...
You can mark products in the Summary, Tile, and Details views.
Marking a product in one view will carry through to any additional msv,f’(a
Views you use. ?}Tf\;‘“
List Price:
Use the checkbox to mark products, and then click on the Marked | 100 @ $300.00 (R)
Products button from the Product toolbar. Use the Add marked iten Espﬂ‘;:j:if];fjw
Clipboard to move the selected products into the Clipboard. The e
Marked Items button opens a menu with several options:
Add marked items to clipboard: puts your marked items onto the clipboard.
You can place up to 250 items on the Clipboard for up to 90 days or until you
remove them.
Create Presentation with marked items:bypasses the Clipboard and creates a
new presentation with the marked items.
Add marked items to a Project:enables you to save products indefinitely in a
customer folder.
Send Product Detail page for marked itemsenables you to email a link to all
information about the marked items.
Clear all marked items: deselects the marked items.

In the example to the right, a product is marked in the Tile View.

Clipboard (0) =7 Marked tems 7 | Create Presenmtation Shopping Cart (0) 7 Print

Add marked products to Clipboard
Summary View

Create Presentation with marked products

1 5 = |Sort By  Price: Low to High -
Add marked products to a Project = J J

¢ USE Flash .| [ Stainless s... | ¥ Stainless st...

Create Proposal with marked products
m e Clear all marked products

After selecting Add marked items to Clipboard, you can then manage them on the

Clipboard. Click on the Clipboard button, where you will see all of the items which have

been added. Newly added items will show after previously added items. You ndayp nee

use the scrollbar along the bottom of the products to view all the items on the clipboard.
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Clipboard (5) % | Marked tems % Create Presentation  Shopping Cart (0) Print
Clipboard Select Action 7
Hil Travel Kug r USE Flash Dr... r Stainless ste... il Stainless ste... r Kug igh j
I ¥ a .E_f [~ ft 1
‘ﬁ' % u (’ =2 2h...
I BTy H
wEEgE: 0 !
'1' —
ESP, Training C... ESP, Training C... ESP, Training C... ESP, Training C... ESP, Train|
12 @ FE00.00 (i 100 @ $300.00 (R 100 @ F200.00 (F) 100 @ $200.00 (F) 12 @ $500.0
»

ESP Web - Clipboard

Once items are on the clipboard, you have several options on what to do with them.
Please note that you need to mark the items you want to work with on the clipboard,
otherwise, the only option you will have available under the “Select Action” button is t
“Select All”. The “Select Action” button for the Clipboard is located in the upgét r
hand corner of the View Clipboard window.

Clipboard (5) 7 Marked tems ¥  Create Presentation Shopping Cart (0) ¥
Clipboard Select Action ¥
™ Travel Mug MuseFashpr... | [ stainless ste... | [ Stainless ste... | [ Mug
B [
o Qi
I g Ty ﬂ
-_ -
wEiEE L
ESP, Training C... ESP, Training C... ESP, Training C... ESP, Training C... ESP, Train
12 @ $E00.00 (i 100 @ $200.00 (R) 100 @ $200.00 (F) 100 @ $200.00 () 12 @ F500.0
4| | 3

The Options in the “Select Action” menu are:

. Select Action &7
Delete— delete marked products on the clipboard

Delete All — delete all the products on the clipboard | Delete
Select All— mark all the products on the clipboard | Delete A1
Deselect All- unmark any selected items Salect Al
Create New Presentationr add any items you have
marked and move them into the presentation area
Send Product Detail page- emails the product will
all the information Send Product Detail page
Add to Project — adds the items to an existing proje{ a4 to project B

Dezelact All

Create Mew Presentation
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Chapter 5: Presentations

ESP Presentations combine the flexibility of Word and PowerPoint with emaddtec
an incredibly effective marketing tool. Completely customizable, ESRfRedns are
one of the best ways to brand your company while generating leads and sales.

It is recommended that you set up your layouts before adding products. This will save
you time when creating presentations for your customers.

There are several ways to create a presentation. One way | gt ————————
click on the “Presentations” button on the application toolba| presentations @  Tools
and select “Create a New Presentation”.
Wty Last 20 Presentations B
You can also mark items and then use the Products Menu t{ create Mew Presentation

manage your marked products.

Clipboard () %  Marked hems ¥ Create Presentation  Shopping Cart (0) &7

You can use the Clipboard and the Marked Items menu from the Products Menu. You
also have the option to mark items and then click directly on the Create Presentati
button for quick creation of a presentation.

Layouts
Once you are in the Presentation area; click on the “Layouts” tab. You are ngviaead
start setting up custom features. Set up yo
Cover Pages, Headers, Footers and Closi
Pages for your Presentation first, so you ¢
easily add your custom information while

building your Presentation. Presentation Layouts

Searches 7 Projects Presenmtations

Cover Page

ESP Web comes with four sample cover pages. Sample m

cover pages can used at any time in a presentation and Cover
modified in the presentation. The General Text Cover, "
Opportunity Cover, Our Conversation Cover, and Sales | Zener Tedeover

Cover are available for you to customize for your own usg = ©Prertnity cover

you do not want to use one of the templates, you do not i = ©ur =enversation Cover -
to. You can click on the “Add New” button and type anytq "~~~

you like. Add New

To make changes to one of these pages, click on the name of it. You will see the template
open in the “Layouts” area.
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Customize Layouts

T T~ qgs [‘E |FontName |V||FontS|v‘|Av ™~ B I g =

General Text Cover

Cipportunity cover

Our Conversation Cover
-

Dear [Customer]:

Add New

Here are the products we have been discussmg for your [event]. I'm sure
they will meet your goals and I made sure they are priced within vour
expected budget.

Header
Sample Header d

Please review the items and let me know which ones you are mterested m.
You can alse contact me at [phone] or [email] if you have any questions.

|

Add New

Thanlk you,
[ our Name]

The sample cover pages can be modified using the Templates toolbar but cannot be
deleted. If you want to modify our default cover page, you can make changes, then just
rename the layout and click on the “Save As” button.

Whether you have clicked on the “Add New” button and are creating a coverriettea f
blank page, or modifying one of the samples
you will need to save your work. Once you| Presentation  Layouts
have completed the cover page, giveita |,
name and click on the “Save” button at the =

|| Save
below the Layouts tab.

Layouts Toolbar

The Layouts Toolbar enables you to modify the look and feel of the page. It is &vailabl
for ALL pages in the Presentation area. Therefore, you can use this toolbatdo crea
custom cover pages, headers, footers, and closing pages; as well as use anygresentat

i
Il
1
&)
B
i

- o?ﬁ E.E |FontName |Y||Font5|v|lAv ™~ B T u =

Presentations - Layouts Toolbar

The layouts toolbar has a lot of options for you to use. The most of the icons work very
similarly to Microsoft Word. Below is a chart of each icon on the toolbar and itsdanct
Spell check is built into the program.

@~ N~ |of B R [forthame [v][fondv[lA-®-B J US=E=E BB
[ ]undo Fontname | v | Font Name Right Align
Rede Fon..| ¥ [ Font Size Center Align
Cut Fc:-nt Color LEft Align
Copy [®-]Background Color Add Aline
Paste [B]eold [E]Position Tool

Italic Image Manager
Underline Print

Presentation — Layouts Toolbar — Explanation oh&o
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Header

The Header is used to brand your presentation with your company logo. We do provide
you with a sample Header. The sample header can be modified using the Templates
toolbar. We recommend you create your custom header from our templateakeshen
changes you want, then just rename the template, then click on the “Save As” button.

Sample Header Save As
Cover > - o&': |E| i_é |Font Mame |" ||Font 5‘ - | A~ &~ B T H ===k ‘T:' @ B
General Text Cover =
Opportunity cover Iy Marme
" Cormpany Lddress
Our Conversation Cover =l COIT\DEl ny LOQO Company City, State, Zip
At A T A T O AT COT,
Add New

Header

Sample Header

Add New

Layouts — Sample Header

Just like with the cover letter, you can use the toolbar to modify your headedimacl
uploading your own logo/image and positioning it. To upload your own image.

click on the image manager icon. [;—ﬁ_
r‘ -

The Presentation Image Manager box will open. This is where previously
uploaded images will be stored and where you can upload new images. The inasge nee
to be no larger than 200KB and in a .jpg, gif, or .png format.

Click on “Upload Artwork” to browse your |kt Lt by
computer for the image file. Once you hay
located the file, click on it, and then click
on “Open”. You will see the image in the @ Urioad Artwork
Available Images section. You can use thg (accepted fle tyes are jng, png, and i)
“View” link to preview the image and then
click on the “Insert Image” to add it to you

Upload New Image

header Available images Image preview

You also have the option to delete imageg R - @esp'-.--.--.

any time, by clicking on the delete link in Delete

the image manager. _on view (C_msertimage__)
Delete

Once the image is in your header, you cat —

click on the corners to resize it and use th o Delete

position tool to move your logo to another o i

area in the header. Delete

[ e -
1 | »
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Layouts

i~ %\Qg’@ EEJFontName |Y||L2px|"||ﬁ." o~ B [T ﬂ

Nl Mare
Corapary Lddress

Corapany City, State, Zip
a' espweb ey HATE ) IOy COTn

-

Presentation Layouts —Header Section

Note: The position tool behaves differently depending on the browser.
You can also replace the sample text with your own information.

The information does not have to be in the format that is provided; it can be anything you
want! For example, header below was set up from the sample template.

Presentation Layouts

.
Product Suppon Save As

Cover

s

General Text Cover

Opportunity cover AST Product Support
Qur Conversation Cover 4200 Street Road
LI Trevose, P& 19053

B00-546-1350, prompt 2
Add New supporti@asicentral corm

Then, just as with Cover, give the header a name and click on the “Save As” button to
save it in the Layouts area.

Footer

Just as with Cover and Header, there is a sample footer Foot

you to use or modify. The process of adding a new footg """ A

or modifying the sample is the same used with the Head Sample Footer

Note: Footers have two special icons: -

m Add the date Add page numbers Add New
. Closing

Closing Page e Clasing b -

We do provide you with a sample Closing Page. The Finle g Fage

sample closing page can be modified using the Templat

toolbar. The process of adding a new closing page or <

modifying the sample is the same used with the cover

pages. Aild New
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Creating a New Presentation

Now that you have created Cover pages, Headers, Footers and Closing pages, you a
ready to create a presentation. If you do not already have items saved oliphoaird,

you will need to search for items and add them to the clipboard. For more information on
how to do this, please refer to Chapter 3: Searching and Chapter 4: Using the Clipboard.
If you already have items on your clipboard to use, you can click on Presentaimns f

the Application Toolbar.

From the Application Toolbar, there are three options for Presentations:

Open Current Presentation — enables y
to return to a presentation you have be
working on

‘ Presentations ¥ | Tools ¥  Hel

My Last 20 Presentations — displays yo Open Current Presentation

20 most recent presentations
Create New Presentation — enables yo

- My Last 20 Pregentations [

to begin a brand new presentation Create New Presentation

The Presentations area opens to the Presentation tab and you will be able to add products.

Presentation

44 10}

_____________

™ Header

Products

Page1of1 -

Layowts

0 Total Products

— 1 Product Per Page

Change Template

I Cover Page

Select Cover Page

Select Header

Actions &7

Cliphoard (6}  Shopping Cart (0} 7  Preview 7 Save ¥ Send

-2

og: |E| [_D |Font|“lame |"Hl.2px |V||;‘.v o™ B I g ;; == {EF_‘]' B

ESP Web — Presentation Tab

To add products, click on the “View Clipboard” button, mark the products you would like
to use and then use the “Select Action” button to “Add to Current Presentation”.
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Clipboard {(6) &  Shopping Cart {0}  Preview ™ Save 7 Send

| Clipboard Select Action 7 -

M Twist ballpoi... = M Twist balipoi... = M Stylus Pen M stylus pd Delete
1. 1. Delete Al
E E ;‘.-‘
Select All
Bl Cieselect All
3 ‘ J 3 ‘ J fie

F:FG Line FFG Line Lungsal nt’l Inc Lungsal Int” AIRD RIS ORI o

100 (@ 5320 00 @ 330 100 @ F3.30 100 @F2.30 | Create Mew Presentation
i I I Send Product Detail page

ESP Web — Presentation Tab - Clipboard

Now that you have added the products into the presentation, you can begin to personalize
the presentation by using the options in the customize box. You can also use this method
to add new products to an existing presentation.

Templates

The first step in customizing your presentation is to

choose the template. You can select how many prodm
you want on a single page. You can have one, two,
three products per page. There are four different layo
to select from. To change the layout, click on the

Change Template button in the Customize Menu.

— | 1Product Per Page
=Ese ]

Change Template

The templates window will displays a preview of each available tempkateell as the

data fields that are included in each. o— —
Click on the Select Template button to| * s ite e it i T e
choose a new template. There are fouf = ™™ "
templates to choose from:
-1 Product Per Page
1 Product Per Page (Large Image)
2 Products Per Page

3 Products Per Page

-1 Product Fer Fage 1 Product Per Page 2 Products Per Page 2 Products Per Page

Large [Large Image]

| select Template | | select Templ=te | I Selact Templ=te I

Select Template ‘

»

Product

Below the preview of the template, B rroauct mage 7 Tradename Bt con
there is the Product section which i i o
displays all the possible data fields. Produst Atuibutes

Each template has default fields to ¥ watera ¥ shape ¥ ot ¥ size
display, in order to prevent product l'_“"‘“‘ — N

information from running off the page. | m e 7 mpin optons

The checked data fields here are only |  swweng and adaonai mtormation

show what information is a default for | Freeren o Freaons 0 Frescay e
the template. While you cannot select

||_ b ake this my defaulllemplalel [caneal | [ apply |
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fields here, you can select fields on the fly in your presentation.

You can also choose to make a template your default by checking the “Makgythis
default template” box in the bottom left corner. Click on the Apply button when you are
finished.

Cover page
You have the option to show a cover page as the first page q*
your presentation. To add a cover page, check the box to the 1~ ¢over page
of the words cover page. You can either use the Sample cov
page or one that you created.

Select Cover Page

Header

You have the option to show a header at the top of the pages of
presentations. To add a header, check the box to the left of the W{ ™ Header
Header. You can either use the Sample header or select one that
created from the drop down menu.

Select Headen

You will have three options about how to display your header:
Show the Header on all pages,

All pages EXCEPT the first page (if you i
have a cover page, that will be the first Sample Header =
page) . All Pages j
All pages EXCEPT the last page (if you

have a closing page, that will be the last cancel | Select
page).

Once you have decided where you want your header to show, click on the “Select” button
at the bottom and your header will appear on the presentation.

Products

In the Product section of the Customize menu, you can make changes to all the products
in the presentation at one time by using the

Actions menu. Products Actions ¥ ‘
) Stylus Pen Re-Arrange Products
In this menu, you can: /' options | AdjustRecalculate Prices for All Products
Re-Arrange Products o ShowiHide Data Fields
Adjust/Recalculate Prices for All Product  StlusPen —
Show/Hide Data Fields [ T _ .
Packa_gmg: F_'Lash

Re-Arrange Products
To move products from one location to another, click on the Actions button and select
Re-Arrange Products from the menu.

The ESP Web — Presentation Rearrange Product window will open. In this window, you
will see the products will be shown in their position on the page.
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In this example, the four products in the presentatig
are in the 2 Products Per Page template. Therefore
they are shown in groups of 2, indicating that there
are two products on each page. To move a product
from one page or position to another, you can simp
drag it and drop it in the desired position.

For example, to move the first product on Page 2 td
now be the second product on Page 1, just click on
item and drag it to the new position.

You will see a small arrow with an accompanying

dotted line indicating where you are aiming to drop

n

y

the

the item...

Then just drop it!

Automatically, all of
the items below
where the product
was dropped are
shifted one spot
downward.

By dragging and
dropping,
reorganizing
products is faster

and easier than ever

o Stylus Pen

E Pen with stylus tip

e o
(_cancel )

Save )

7

The Actions button also enables you to modify the pricing and data fields for every item
in the presentation. For example, if you wanted to give a customer a 10% discount on al
items, you can do this in just a few clicks. First, click on the Actions button and selec
Adjust/Recalculate Prices for All Products. This will open the Price Gatouvindow.

Price Calculator

On this new window, you can adjust list
pricing by a profit margin by clicking in the
radio button and typing a percentage in the
corresponding box.

Or, you can add or subtract a percentage o
fixed amount to (or from) the list price or ne| !
cost. Just click in the radio buttons and typsq
in the values you want to use. For examplg !
if you wanted to give a customer a 10% ]
discount on all items, you can select
Subtracting, a percentage of 10 to the
Product List Price. That'’s it! You have now
set a 10% discount for all the products in th
presentation.

Reset to Original Price

Adjust Displayed List Prices

o AdjustList Pricesi by: © Adding OR  © Subtracting

. rPercentage I:l oR T Fixed Amount 4

CToo © ProductListPrice OR O Product Net Cost

_________________________________________________________________

™ Round dizplayed prices up to 2 decimal places
™ shaw price grids with highest quantities first

Cancel Apply
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You can also use the check boxes to round to two decimal places or show higher quantity
price grids first. If you need to reset the prices, click on the “Reset tm@lrRyice”

button. You can also click on Cancel if you do not want to make changes, or you clicked
into this box by accident. If you are satisfied with your changes, jokttbe “Apply”

for your changes to take effect. The product pricing will be adjusted and yean s«ill

refresh back to the Presentation.

In addition to modifying the pricing for all
products, you can also select which data
fields you would like to display. In the
Products section, click on the Actions
button and select Show/Hide Data Fields
from the menu. The Product Data Fields
window will open.

The data field contains the list of all the
data fields available. To show a data field,
click in the box next to it. To hide a field,
make sure there is no check in the box next
to it. You can also click on Cancel if you
do not want to make changes, or you
clicked into this box by accident. If you
have made changes on the presentation,
turning off (hiding) a specific data field
will not erase you changes. If you are
satisfied with your selections, click the
“Apply” button at the bottom for your
changes to take effect.

Note: Showing additional data fields may require more space on the presentation page
and could cause product data to run off the page.

You can also manage product information individually. Clicking on a product will

automatically jump to that item’s location in the presentation. Each product has an
Options button which will contain at least four
options, but remember, not all options will be
applicable for all products. The standard options
are:

Show Product Detailswill open the ESP Web
Detail View for that product in a separate windov
or tab. You can review or even copy and paste any
information from the Detail page into the
presentation. This option is available on all
products.

<

Adjust/Recalculate Priceswill open the Price
Calculator window and you can adjust individual
item pricing the same way you could for all
products.
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Show/Hide Data Fieldswill open the Product Data Fields window and you can select
which fields you would like to show for the product.

Add to Shopping Cart (ESP Orders users only) enables you to add the product directly
from your presentation into the Shopping Cart for ESP Orders.

Delete Productenables you to delete an item from the presentation. Deleting a product
from a presentation does not remove it from the clipboard.

Two additional options are also available, depending on the product’s information:

Select Another Product Imageenables you to choose from the images provided by the
supplier. This option will be available for products where the supplier has provided
additional images.

Select Another Price Gridenables you to select which price grid you would like to use
if the product has more than one base price. For example, there might be twoigsice gr
because the item might cost more for a specific color or size. You can ugptitisto
select which pricing you would like to use. This option will be available if the product
has more that one base price.

Footer

You can show a footer at the bottom of your presentation. To add ¢
footer, check the box to the left of the word Footer.

1S =4

You can either use the Sample footer or select one that you created from the drop down
menu. You will have three options about where to display your footer:
All pages (Includes Cover &
Closing Pages)
All pages EXCEPT the first
page (if you have a cover page,
that will be the first page)
All pages EXCEPT the last
page (if you have a closing
page, that will be the last page

Closing Page
You have the option to show a closing page as the last page

of your presentation. To add a closing page, check the box
to the left of the word Cover Page.

When you click on the closing page checkbox, a dialog box that allows you to select a
closing will be displayed. You can select
the closing page you want to use from the
drop down menu. You have the option to
insert (via paste) any text or images on thg
closing page. The closing page will not
exceed one page.

)%
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Presentation Changes

Making changes in the presentation is as easy as clicking and typing. You clrhese a
functions of the templates toolbar to make changes to the information for every product.
For example, if you wanted the price includes statement to stand out for a specific
product, you can highlight the text you would like to change, then click on the font color
icon from toolbar, and then click on the color you want to use. To change the size, use the
size dropdown and click on the size you want to use. To bold, click on the “Bold” icon.

The Price Includes statement is now in a 14px font, bolded, and in red.

Note: If you need to undajo not usethe “Back” button on the browser.
If you need to undo an action, use the “Undo” button in toolbar.

You can also delete any text you do not want to have. For example, if you wanted to
delete the Material field, you can remove it just like removing text crdgoft Word. In

the example below, the Backspace button on the keyboard is being used to delete the text
If you are using a Mac, using the Delete button will also work to remove text. dlany

the functions of the toolbar are similar to Microsoft Word.
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Presentation Toolbar

This toolbar enables you to add items to the shopping cart (for ESP Orders users only
view the clipboard, preview the presentation (as both a PDF and in HTML format), sav
the presentation, and send the presentation.

Clipboard

The View Clipboard button gives you access to all the products on the clipboard, as well
as all the functions of the clipboard. For example, if there is an item you would like t
add, you can click on the “View Clipboard” button, mark the product, and add it to the
current presentation. For more information on these functions, please refer ter@hapt
Using the Clipboard.

Shopping Cart

The View Shopping Cart button will only be present if you are also a user of ESRB.Orde
Items on the Shopping Cart can be moved into a Sales Order or Purchase Order in a just a
few quick clicks.

Preview

The preview button enables you to preview your presentation in either an HTML (web)
format, or in as a PDF (Adobe) document. Previewing as a PDF will allows you to save
your presentation anywhere on your computer and also gives you the option to print the
presentation. To save the presentation as a PDF document, just click on the Save icon on
the Adobe toolbar.

ESP Web — Preview — View PDF
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Saving

Prior to sending a presentation from ESP Web, you must sav¢
presentation. Under the Save button, there are two options:

“Save” and “Save As”.

Clicking on “Save” will save your presentation in the draft

5 the

presentation folder, with the name of the presentation as the date
and time the presentation was started. If you are editing a presentationnyme ¢he

“Save” button to save any changes you have made, as well as overthetiexgjsting

presentation.

The “Save As” option will open
your Projects folders. If you
already have a client folder set
up, you can click on the client
folder.

TIP: If the client you are
working with does not have a
folder and you want to save this
presentation into a folder for
them, right click on “My
Projects” and you will be able to
click on “Add”. A new folder

will be added and you can type i
the client’'s name.

You will be able to rename the presentation, for example, rather than havingdt call

“Presentation 7/8/2011 9:07:00 AM”, you can type in “Blue Ceramic Mugs”.

Then click on “Save” at the
bottom.

Note: A presentation will be

automatically saved every 10

minutes and be stored in your Draft Presentations folder.

By using the Projects to save your presentation, you are saving to the ESPWeb se
Therefore, if you need to access any saved information from a differetibiggast log
into ESP Web and all saved information will be available to you.

Sending

After you have saved the presentation, click on the “Send” button pn

the Presentation Toolbar. You can send the presentation to your
clients as either an HTML link or a PDF link. Both of these option
will be available, regardless of what type of email you use.
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There are two types of emails, program based and internet based. An easyellay
which one you are using is to look at how you log in.

If you double click on an icon on your desktop and your mail messages are there, you are
using a program based email. Example of email programs are: Microsoft Offimok,
Outlook Express, or Windows Mail.

If you go to the internet, then log into your email, you are using an interrest basil.
Examples of internet based emails are Yahaqo;,
GMail, Comcast, or MSN.

With a program based email, when you click
on send, ESP Web will make a call to your

default mail program and then display the e-
mail. The body of the email will contain a lin
to the presentation. You will be able to type
any text in the email and/or change the subject
line if you like, prior to sending.

7N

If you are using an internet based email, just
copy the links to the presentation and paste
them into an open email message.

To copy, highlight the link, right click, select
“Copy”, then open your email and in the blank
body section, click “Paste”.

When your customer receives the email, they will click on the link to view your
presentation in the file type you selected.

Chapter 6: Projects

One of the great added benefits of ESP is your ability to manage yents@dind their
projects from any computer, PC or Mac, with an internet connection. This mearanyou c
respond faster than ever to customer requests and work from just about anywhere. ESP
Projects is similar to an electronic filing cabinet where you
store your customer’s folders, products and presentations. [To
access ESP Projects, click on the Projects Button on the
Application Toolbar.

Creating and Naming Folders

When you first access this area, you will see the default folders: Mgd®&s@nd Draft
Presentations.

ESP Web - Projects
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To add a new folder, click on the New link. You will see the name of the new folder is
highlighted in green. In the Properties section, just type in the new name in the Projec
Name box and click on the Save button.

ESP Web — Projects — Creating a new folder

After clicking on the Save button, the name of the folder will be updated in the Broject
list. Renaming a folder follows a very similar process. Just click on the folder yau

would like to change, type the new name in Project Name box, and click on the Save
button.

To add a sub folder to an existing folder, click on the
folder you would like to which you would like to create
the sub folder. Once you see the folder turn green and
become underlined, click on the “New” link. Then, just
follow the same steps as adding a new folder.

Deleting Folders

If you no longer need a project folder or subfolder, the process to remove them from your
projects is very easy.

Click on the folder or subfolder you would like to delete,
then click on the delete link. You will receive a
notification asking you “Are you sure you want to delete
this item?” Click on “OK” to finish deleting or click
“Cancel” to not delete the folder.

174

Note: If you delete a folder, any subfolders, presentations,
and products saved in that project folder will also be
deleted.

Copying and Pasting Folders

You can copy and paste folders and subfolders in the Projects. To copy a folder, click on
the folder, and then click on the copy icon. Next, click on folder you would like to paste
the copied folder into. For example, if you wanted to copy “First National Baok”, y

would click on the folder, and then click on the Copy link. Next, you would click on “My
Projects” and then click the Paste link.
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Note: If you copy a folder that has subfolders, the subfolders will be copied as well.

Properties

The properties frame lets you modify and/or add information for a folder andoanaust

In the Properties, the Project Name is the name of the folder. You can add a cdueldate
notes, as well as add customer to this folder. After you have finished making
modifications or additions, click on the “Save” button to save your changes.

My Projects - Properties

Adding a Customer
You can add contact information, billing and shipping addresses, as well as payment

information and view the customer’s order history. To add a customer, click on the Add
New Customer button.

ESP Web — Projects — Properties

This will open the Customer Detail Screen. There are three tabs on which you can
complete: Address Info, Additional Info, and Payment Info as well as tther Glistory
tab where you can view past orders. The only required field is the custommagslha
you are adding an active customer, keep the customer is active fiekddelec
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Address Info
In the Address Info Tab, you can enter information about the company and also about the
individual customer.

ESP Web — Projects — Customer Detail — Addressthtio

In the Address Info area, you have the option to enter data in any of these fields:

Company Contact
- Company Name Contact’s first name

Parent Company Middle Initial
Phone Last Name
E-mail Title
Fax E-mail
Branch Division Phone
Bill To Mobile

Ship To Address

To enter a Bill To information, in the Bill To
section, click on the “Add New” button.
There are three lines available for address
information. Type the client’s Bill To
information in these boxes.

Then, select a country from the dropdown. Nex
type in the city or town in the “City” box. Select
a State/Province from the dropdown and type i
the zip code.

~+

-
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There is also an Address Notes box where you can type in notes about this ciiient’s B
To address. When you are finished entering information, click on “Save”.

To enter Ship To addresses, click on “Add New” in the Ship To area. There are three
lines available for address information. Type the client’s Ship To informatitese t
boxes. Then, select a country from the dropdown. Next, type in the city or town in the
“City” box. Select a State/Province from the dropdown and type in the zip code.

There is also an Address Notes box where you can type in notes about this dhignt's S
To address. Because you can have more than one Ship To sites, you can check the
“Default Shipping Address” to specify one location as the main Ship To address. When
you are finished entering information, click on “Save”.

Note: If the Bill To and the Ship to address are the same, simply click the Copy button.

You can edit Bill To and Ship To information by clicking on the “Edit” button.

Click on save if you do not need to enter further information. If you do want to add more
information, click into the next tab.

Additional info

The next tab in the Customer Detail area is the Additional Info tab. In thisrsgou
can assign the sales representative from your company to this customttie dsmp
down list to select the name of the representative you would like to assign.

ESP Web — Projects — Customer Detail — Addressthtfo

Note: The Sales Representatives which are available in the drop down menu are other
users under your ASI number.

45



The phone and email information will auto populate from the sales representative’s
information in the ESP Web Administration page. You can enter notes and use the Date
Stamp button to have the program date the notes for you.

Also in this area, you can enter in your customers
preferred Shipping Provider.

Here you can select from a variety of providers
such as UPS, FedEx, USPS, and others. Just click
on the shipping provider you would like to use
from the drop down menu.

After selecting the provider, you can enter your
customers account number, as well as any
Shipping Instructions that apply.

Click on save if you do not need to enter further
information. If you do want to add more
information, click into the next tab.

Payment info
The third tab in the Customer Detail area is the Payment Info tab. In the iRdgifoe
tab, you can enter credit limits for your customer as well as payment methods

If you need to add a new payment method, you can click on the “Add New” button and

you will be able to type one in. After you have finished typing, click on “Save”. You ca

also establish payment terms such as Net 15, Net 30, etc. If you need to add new payment
term, you can click on the “Add New” button and you will be able to type them in. You

can also set up a standard sales tax for that customer. You can also enter billing
instructions that apply to this customer. After you have entered the payneerdick on

save if you do not need to enter further information.

Order History

In the Order History Tab, you can also see a list of every order you have dvJer ha
your customer by clicking on order history.
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Searching in Projects

Because you can create folders for all of your clients and their promotionsinoeeydu

may have a lot of folders and finding your client quickly and easily can becares
challenging. In your Projects area, you have the ability to search fofoldars or the

content within those folders. This means you can use this box to search for products you
have saved as well as presentations. The search box is located below wphyordcts.

There are two areas where you can search for project folders and inbormuekin
those folders. The first is a search box in the My Projects area. You can sedheh f
names of folders using this partial match search. which will match redtétsfte letter
to what is typed in the box. For example, if “Nat” is typed in the search box, First
National Bank and Second National Bank are matches because they contain “Nat”.

Once you are in a folder, you can also use this partial match search to localigessipf
presentations, or products.

The second way to search for projects, presentations, and
products is to use the side search area, located below the
listing of project folders.

You can search by any or all of the following items:
Keyword
Type (such as folder, product or presentation)
Look In (search within a specific folder)
Date

There are several ways to search by date. Use the dropdown
menu to select what type of date you are looking for, the date
created, date modified, or due date.

You can also click into the radio button to choose from the
following options for your date:
- Within The Last Week
Past Month
Within the Past Year

Specify Dates (you can type these dates in or use the
calendar icon to click on the dates)

You can search using only one criterion, or you can combine
criteria.
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If you need to start over, click on the “Reset” button.

Your results will display Folders, Products or Presentations. Any of the heldderns,

Type, Date, and Location can be clicked on and the results will be shown ascepking al
numeric order, then if you click again, they will be in descending alpha numeec or

The location links will bring you to that particular section in the projects sydliatan

use the action items.

Projects — Search Results Window

There are three types of results: Product, Presentation, and Folder. Fiypeadthere
are actions available.

For folders, you can click on Folder in the Type column to display the properties of that
folder. You can also use that Action section open them or delete them using the
respective link.

For presentations, you can click on Presentation in the Type column to view the
Presentation Quick View window. You can also use the Select Action dropdown to Edit,
Send, View as PDF, or Delete the presentation.

For products, you can hover on the type link to see the thumbnail image of the product or
click on the type link to access the Quick View. You can also use the Action dems t
View or Delete the product.

ESP Web - Projects
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Products Toolbar
The Products Toolbar in the Projects area includes View Clipboard and Select Acti

For information on how to use the clipboard, please refer to Chapter 4: Using the
Clipboard.

The Select Action menu enables you to add marked products to the Clipboard or use

marked products to create a new presentation. You can also cut, copy, and paste folders
as well as delete products, presentations, or folders.

Chapter 7: Preferred Suppliers

In ESP Web, you can set up preferred suppliers. Products results from Suppliers who are
marked as preferred will appear first in search results. Ranking Pdegirppliers can be
done in the preferences area.

To access the preferences, click on “Tools” and then click on “Preferences”. In the
Preferences area, click on the Preferred Suppliers tab.

In this area, there are five rankings of preferred suppliers which can ine Jétese

ranks are defaulted to Preferredl through Preferred5, but you can rename the ranks
anything you want. For example, if you wanted to have Gold, Silver, Bronze, Special
Offers, and Notes, just type these ranks in the boxes and click on Save.
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Note: For former ESP Online users, if you had preferred suppliers set up in ESP Online,
they can be imported, but only one time. To use the one time importing tool, under
“Tools” click on the “Import Preferred Suppliers”.

After creating custom rank names, you need to add suppliers to these ranks. To do this,
you will need to get to the supplier detail page. Though there are several waysst® ac
the supplier detail page, the most straightforward way to is to do a supplidr. searc

For help searching with using the Supplier search, please refer to ChaptecBingea

After searching for the supplier, click on the “View Details” button from thereary
view (the same process applies if you are in tile view).

ESP Web — Supplier Search — Supplier Summary View

Once you have reached the supplier detail page, click on the Tab for Preferred/Notes

Note: This tab may be disabled if you have an administrator for Preferred Suppliers.

In the Preferred/Notes tab, you will be able to assign this supplier to any Igxirof
preferred rankings. To do this, check the Preferred Supplier box and then use the
dropdown to select which supplier level to use for this vendor. If you do not wish to enter
special pricing or notes to enter for this supplier, click on the Save button in the lower
right corner.

ESP Web — Assigning a Preferred Supplier

Note: It may take up to 20 minutes for your Preferred Suppliers (and all added data such
as preferred pricing and notes) to be active in ESP Web.
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Preferred Pricing and Notes

If you receive special pricing from a supplier, you ca
set this up in ESP Web. On the Preferred Suppliers
page, there is a section for Preferred Pricing.

The first step is to click into the checkbox next to
“Apply the following discount to” and then use the
dropdown to select “Net Cost” or “List Price”.

Then, click on the radio button next to the field that
reflects the special pricing you are receiving. Each
dropdown box has two options: “Minus Fixed Percent”
or “Plus Fixed Percent”.

If the special pricing you are receiving does not fit inro
the given choices, click in the radio button next to
“Other Special Pricing” and type in what your individual pricing entails.

The “Exceptions or Notes about Preferred Pricing” is an open text box where you can
type any information you need about your pricing. For example, exceptions ooafute ¢
include: “EQP good until 9/2011".

Note: Profit is calculated on Preferred Price
instead of Net Cost and preferred prices are
displayed on price grids.

In addition to setting up preferred pricing, you can
also include notes about the suppliers. There arg
three different levels of notes: My Notes, Shared
Notes, and Corporate Notes.

A)%4

“My Notes” are notes that you can type in for yourr
own reference and will only show in your ESP
Web. You can click in the checkbox to “Share My
Notes” to make your notes shared.

“Shared Notes” are notes that have been enterefd by
users and can be viewed by everyone under the
company’s ASI number.

“Corporate Notes” can only be entered by the corporate/company admamistrat

Once you are finished marking a supplier as preferred, assigning prefeciad, or
typing in notes, click on the “Save” button at the bottom.

After designating a supplier as preferred, you will see your settinggghout the
different views in ESP. Preferred Prices are displayed as their own romdaucPDetail
price grids. The preferred pricing will be included in every price grailabie for all
products from that supplier.

51



The preferred ranking and notes will follow the supplier information through all the
different product results views in ESP Web: Summary, Tile, Quick, andi©et&so,
these designations will be seen on Supplier Summary and Detail Views.

ESP Web Product Summary View

Chapter 8: The Event Planner

The Event Planner can help generate higher sales, develop new ideas, and impress you
clients. It contains sets of products that you can browse when looking for idea& The
sets are "event" or "idea" oriented covering major distributor progiikengolf outings,

safety initiatives, and school programs. Program ideas and advice from ASI'smeagaz
editors are provided with each event. All of the items in the Event Planner dablava

on the ESP Web Homepage. To select one, click on the Thumbnail image.

ESP Web Homepage — Event Planner
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There is an audio/video in upper
right corner, with the steps listed
below. Three price tiers are
available to meet the budget of
every client.

There are 3 tabs with Least
Costly, Mid-range, and High-End
items. If you mouse over the
picture of the products, they open
in a larger pop-out window. Also
there is a price range listed with
the products.

You can create a presentation
very easily from the planner.
Click the link at the bottom (or the “Send to Presentation” button in upper right hand
corner) and the presentation will open.

The Event Planner covers major distributor programs like golf outings, satéives,

and school programs. Events are created in one click and easily modified with abditiona
products. It also includes program ideas and advice from ASI's magazine editors.
Additionally, there are three price tiers available for each event totheebudget of

every client.

For further assistance, please contact ASI Product Support:
800-546-1350, prompt 2 or email support@asicentral.com.
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