eBusiness

H]J eBusiness provides an exciting new web-based merchandising
solution for Herff Jones customers which integrates in-school
yearbook/ad sales with programs offered by the Yearbook Order Center
(YOC)—and provides a number of benefits to our schools who use Sales

CONTACT Us
kansascity@herffjones.com
logan@herffjones.com
montgomery@herffjones.com

TECHNICAL SUPPORT
1-877-362-7750
techadviser@herffjones.com

Assist, Direct Pay, Buy The Book, YOC Ad Sales and Online Ad Creation.
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Herff Jones eBusiness

eBusiness

HJ eBusiness is a web-based merchandising solution which combines three Herff Jones tools: Yearbook
Order Center, Online Ad Creation, and Online Ad Sales. These help you manage your yearbook and ad
sales, and even create ads online.

Logon into MYHJYEARBOOK

1. In your browser address line, type:
www.myhjyearbook.com
2. Click the Enter key.
3. The MYHJYEARBOOK logon window will appear.
O Type your user name and password.
© Click the Sign In button. | mesors
@ If there are multiple [
projects, choose the TE———

correct project number.

Heri Jones High - 2007 MAINBOGK (97999-000-2017) - Sre 8

Forgot your password:

*Click the Forgot your password? link. ..o |
eEnter your username.

Click the Request button. ; e
eHerff Jones Webmaster will send a reset email.

to rest your p have been
sent to the email address we have on file.
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eBusiness

HJ eBusiness is organized into three areas, to help plan your work and work your merchandising plan.
Manage - Creates yearbook and ad sale items, manages the staff and lists student body.

Sell - Sells the items/packages/ads and tracks the payments.

Reports - Sorts and generate information and saves to a spreadsheet or PDFE.

HJ
Ip Contacts

School Job
lame Nurcr)1ber Alternate  Refresh Sales
Years Button Summary H

0 ContactUs  Sign Out y

Manage

Before you can begin using eBusiness, enter the staff members/roles, yearbook/ad sale items, any
personalization, other sale items, and a student/business customer list.
Items & Packages Yearbook Ad: Name Lists Budget

Edit Items & Packages New Edit Copy Import Summary YOCWebsite SalesAssistPostcard AnnouncementFlier Up Down

Items & Packages

Setup/Items & Packages
Create a sale item for each item to be sold. Including the yearbook sold in packages or separately.

1. Click the Manage button.
2. Select the Items & Packages tab.

:% To Import Last Year’s Items & Packages
: If eBusiness was used in a previous year, import/edit those sale items.
3. Click Import at the top of the screen.

o @mm @ Mark the box next to all necessary items.
5. If applicable, click Check All or Uncheck All.

Order |Item/Package Name |Itemis) included | Price | eBiz vuc] Last Date | 5|.,,| o .

S PG e o @ @ wwe 0 o @ Click the Import button.
2 | Full Package Yearbook, Plastic Dust Jacket, One-line Name Stamp | $620047200 [l @ 1w2owvs | ] ©

3 | Personal Package | Yearbook, One-fine Name Stamp ssooas7ooo [l @ wzovis | (O | ©

To Create New Items & Packages:

. T}?: e = % 7.Click the New button.
— — ! — w0 @Enter the Display Name.
— 9. Select the available item.
oy P T (] ww o @ Click the Add to Package button.

cmwh‘f’;";,:‘;__“.;“:“'”""”ﬁ 11. Edit necessary price/date parameters.
@® Click the Save button.

m=m m=m To Create Available Items:

— @® Select the item link.

® ’ a 14. Select the drop-down item and price.
= o 15. Click the Add button.

Yearbook Accessories Custom Personalization 16 Clle the Save button

Copy Items & Packages to easily create like items/packages.
Delete Items & Packages any unsold items. This cannot be undone.
Reposition the order of the Items & Packages using the Up and
Down buttons.

Custom Items are any miscellaneous school items like T-shirts, hats, etc.
Custom items cannot be purchased online.

Tiered Pricing automatically sets multiple pricing/sale dates.
Edit Item Pricing as long as the item has not been sold.




Herff Jones eBusiness

Sales Flier

A home mailer can be sent to the parents of all
non-buyers from the Name List. It contains the
selected packages, their prices, and instructions
for ordering.

>l SALES FLIER SETUP

sulm e = 10
at up for
Feilar Tha YOL sl &

wr salections are limited to itearms and
hat space is limited on the

Clicke UP or DOWN to arder the packages

t salect ot losst o

package with Setup. n ean igtad &

fliw clxk c.mcEL if you d to go back and set up ary items or packages.
|Package hame  |Package ltems Fackage Frice [ use

1 Blank Autsgraph Supp Blank Autegraph Supplement $1.00 (m}

2 One-line Name Stamp  One-ling Nama Stamp $3.00 m

3 Vearbook Vearbook $30.00 (m]
You must select a minimum of one (1} package/item for the Yearbock Order Center Sales Fler.

To Submit the Sales Flier

1. Click the Manage button.

2. Select the Items & Packages tab.

3. Click Sales Flier at the top of the screen.
Fill out all the necessary items.

5. Click the Submit Now button.

#9990 HERFF JONES HIGH SCHOOL

6. In the Review
. Sabes Progras Sales Assist-Malling and eMail
screen, click the e wuw  ew o I

Sbwnitte: Dbz Kirg WO Sade Enchy: oasT Manter Mamren He
Done button. ol ek e baimons
Sales Assist Postcard Mc,, N
L O ity O tnibintiomiy Onmiin copeedet [0 [] | | N 138 i o
[Ter. |'|>_31')5|Tu [ e] o Ol i e “’;‘hﬂ
| G otr S
] HEE
) .
| HEN
' | AN
G [encascry | st | 5 EE
DpiPousi Code: (55555 e ———
sk Y .‘"!W")"qukwlz.'uch - ‘]
P— .

School Website Link to the YOC Site

BUY YOUR YEARBOOK

CLICK HERE TO ORDER

Use the YOC banner and link on your school's webpage to go directly
to HJ's Yearbook Order Center site.
https://www.yearbookordercenter.com/index.cfm/job/#####

Replace ##### with your job number

- Announcement Flier
- Print and post a personalized announcement flier
. or send it home with students.

OME YEAR. ON

YEARBOOKS ARE NOW ON SALE.
ORDER A COPY TODAY!

All American High School

It's easy to place your order, simply log on to our secure website:

YearbookOrderCenter.com

. To Generate The Announcement Flier
- 1. Click the Manage button.

. 2. Select the Items & Packages tab.

- 3. Click Announcement Flier at the top of the screen.
- 4 Click the OK button.

- 5. Navigate to an easy to find location.
- 6. Click the save button.

Package & Sale Iltem Summary
. For your records, print a summary of the packages
- and sales items including the pricing and dates.

2016 SALE PACKAGE SUMMARY
49999 Herff Jones High
Oate Printed: 03712716

Mame Contents
Vearbook - Baskc  Yearbook
Fackage

Price Avadabity YOO Ship.
$60.00 020/27 - Yap LT
122417

Geld Lavel Package Vesrbaak.

Tres-line Nama

$20.00 07/OL/17 - Yes Na
12101717
Stamp
Ultimate Vaarbaok  Vearbesk.

Trg-bing Nama
Stamp, Waeld
aprbaak

$88.00 07/0L/17-  Na e
12001/17

To Generate The Summary

1. Click the Manage button.

2. Select the Items & Packages tab.

3. Click Summary at the top of the screen.
4 Click Print or Save PDF button.

5. Follow the necessary steps.



Yearbook Ads

Setup/Yearbook Ads

eBusiness gives you multiple options for creating your yearbook ad sale items. The Ad Wizard imports last
year’s ads or provides up to 10 pre-specified ads using the calculator. You can also manually create ads.

Items & Packages Yearbook Ads Name Lists Budget Staff Sales Plan Summary
Edit Yearbook Ads New Edit Import Wizard Summary OAC Design Styles Up Down
Import Last Year's Ads 1. Click the Manage button.

Select the yearbook ads to inchude in this order. Chck Import to Anish.

Yearboak Ad | setion: | Dsptay pricing
Full P; «Biz =) Price Tier 1 | 11/06/2015| ] theu | 07/1372016 | [[u] Price:§ | 40000 Net: [$350.00) =
'age-Color @ |
‘:’limmrmn 8 voc (2 Price Tier 2 47201 theu | 1101/201 1 Price:§ | a0» Net: [$360.00
() Price Tier3 | 11/02/201 theu | 11 2014| [T5] Price:$ |4 Met: [$360.001
Half Page-Color Price Tier 1 | 11/06/2015) theu | 09/14/2016 Price:$ | 220,00 Net: ($178.00) ]
L |

Net: ($198.00}

) Price Tier 2 | 09/15/2014 1 theu | 110172014 | Price:§ | 22000

B EehthPageColor [ o8 @ PriceTierd 100672015 F5] theu [09/01/2016| 5] Prce:s [6700 Met: ($60.30)
‘;cm"m B YOC | o e Tier2 (091027016 | 5 theu [11/00/2016) 5] Price:$ (700 Net: ($60.30

O PriceTier 3 | 11/02/2016| B thwu [ 11/03/2006| ] Price:$ (4700 Net:(86030) |

e O ETIS B8

Ad Wizard

Don't vee & particular yearbook ad configuration? Click here.

Ad Configuration Calculated |  OAC Fee | Saleprice|  Esther | 8
kit T e of the full page | "o PRgw-Coler $400.00 $40.00 340000 s60.00 Q)
il Half Bage-Caler 522000 $2200 | szzono]  Hisee0 | @)
Color: & [400.00 —

- = e Qwarter Page-Caler 512100 51210 $121.00 siw0es0
BWi S 350,00 — —

Eighth Page-Coler $67.00 670 Te7.00 se030 @
m\"‘ﬁc‘:ﬂ‘"";f'mm“w Sixtasnth Page-Celer $37.00 s3.70 3700 13230 @
school{eBiz) pricing? Full Page BoW 5350.00 $35.00 s3zoo0| ss00 Q)
O Yes (o™

walf Page BAW $193.00 $19.30 $193.00 s173.70 o
,...m':".::“ RSN LAY prin at o Quarter Page BAW $106.00 $1050 | 510600 3240 O
Q) veas @ o Eighth Page BAW $58.00 $5.80 s28.00 ss2z0 | @)
How will the ads be printed in your book?  Sixtesnth Page W $32.00 $3.20 $32.00 $28.80 g
O cotor O arw (3 Both S—

Create New Ads
Orm-r| Display Mame | Ad Configuration Sale Price | eBiz | YOCI&;bmiss:‘onl Last Date | o
1 | Full Page-Color V1Coler s40000 [ @@ SAC&OAC 112816
2
3
4
5
6 Half Page B&W V2B-W Yearbook Ad: Quarter Page-Color @
7 | QuarterPageBEW | V4B-W @siur [ ]s[a ] rinting: O mw @ color
8 | EighthPage B&W 18B-W @ © CANCEL
o
Edit Ads
Display Name: |—Quarur Page-Color l ;
]
Ad Configuration: 1/4 Color OAC Submission . . .
YOC Ad Sales End Date: Final Page Deadline: |
02/01/2018 11/28/2018 f
Tier Pricing Selections Copy Dates From: ’ - Select One - n
@ PriceTier1 |08/01/2017 | ] thru [02/01/2018 | 5] Price: $ Net: ($108.90)
O Price Tier2 [02/02/2017 | 5] thru | 02/03/2017 | [F] Price:$ |121.00 Net: ($108.90)
O Price Tier3 |02/04/2017| F5] thru |02/05/2017 | 5] Price:$ |121.00 Net: ($108.50)

2. Select the Yearbook Ads tab.

To Import Last Year’s Ad Sizes and Prices:

If eBusiness was used in previous years for ads,
import/edit those ad sizes and prices.

3. Click Import at the top of the screen.

@ Mark the box next to all necessary ads.

5. Edit as necessary.

@ Click the Import button.

To Use the Ads Wizard:
The Ad Wizard walks you though creating ad sizes
and pricing. Pricing can be calculated or entered.
7. Click Wizard at the top of the screen.
® Enter a base price of the Full Page Color/BW ad.
All ad prices will be automatically calculated.
9. Specify the following:
eSeparate Pricing for online/in-school ads.
*Price Rounding to the nearest $5 increment.
*B/W, Color, or Both.
@ Click Add to create an ad that is not in the list.
11. To manually price, edit the Sale Price.
12. Click the €9 to remove any unnecessary ads.
@ Click Save to return to Setup.

To Create New Ads:

14. Click New at the top of the screen.
(® Enter the Size.

@ Select either B/W or Color.

® Click the Add button.

18. Use Edit Ads to change the pricing.

To Edit Ads and Optional Tier Pricing:

19. In the list of ads, double-click the ad
or select the ad and click Edit.

20. Make all necessary changes.

@ Click Save to return to Setup.

OAC Design Styles

1 e s

Buthgenand Crien
np——oi

Wizard is only available if you have not yet set up items or ads.

Custom items and ad sizes cannot be sold online; however, you can sell any ad size in-school.
Until sold, all sale items and ads are editable and removable.

If you are using one price, specify the price and dates in Price Tier 1. Don't select another tier.




Herff Jones eBusiness

Name Lists

eBusiness allows you to import one or more lists of individuals or businesses. If you are enrolled in YOC
programs, include parent address information. For Plus ONE import the Student ID field as well.

Name Lists

Edit Name List Get Businesses Import File

Export File

Custom Fields New Edit Delete Merge Hide Search

Use a name list file in .xIsx, .xIs, .csv or .txt format. No other file format will be accepted.

Each entry must be in one field. It must contain first name, last name, and grade fields . Any mailing programs must contain address, city, state,
and zip code fields. +ONE schools must contain a student ID field (up to 10 characters). Additional fields are middle name, group, zip suffix,

country, email, contact name, phone number, and three optional fields.

Designate grades as 01-12 (use leading zeroes) and faculty/staff as FAC.

Field names are limited to 30 characters (including spaces). Abbreviate if necessary

To Import a Name List File
. Click the Manage button.
. Select the Name Lists tab.

Map the selected list's field data

Before importing the selected name list, you must designate the column namaes.
Salect Do Not Import to skip columns you do not nesd. First Name, Last Name and

1
2
3. Click Import File. S = bl e s, i e e e B
4. Read the screen then click Select File. |:.th°;mm:~TTmm [-[Addrssss [-[cty |- swiwprov | ontimper )
5. Browse to file, highlight and click Open. p— 3344 oot vers ey | CA Don't impor [+
6. Select either Business or Student List e e Y bt e e
7. Click the Continue button. ke s 4528 viden P Denvr ™ arede
. . . Staphan Crosiar 2303 Seawart Stre. Jupiter IN Middle Name
If a list is already imported, you can: Timesy Ry 1623 Smaatmeed) Orwets. | 0 Student 10
*Add new names only. = S e — e
*Update the list and discard new names. T R I i M|
*Update the list and add new names. by B e cocntnl o SO ciy
8. Click the Continue button. e M aoTSOMfAWe el VT -
© Match the drop-down menus with the fields. D é-'%
@ If necessary, check the Don’t import first box. e ®
11.Click The Confirm Button. L0
® Click the Import button.
Show: ’AEI t-] . Find By Field: ||.ast Name I-‘ [ .
2 . yocC ‘ 55259 . Louis ‘ Albano h 12 ‘ 9029 N Amen'can‘ USA City ‘ MO 11111
3 YOocC 55232 Pat Benstar 12 1745 Barr Ave USA City MO 11111
1 YyocC 23239 Albert Brian 09 2525 Midpoint Dr ~ USA City MO 11111
1 YoC 95239 Annz Brown 0s 1619 West St USA City MO 11111
0 YOC 35239 Angela Burns 10 793 Cardinal Cir USA City MO 11111 v
Total Records: 159 LastNameQuickSearc: <<« A B € D E F G H I J KL MNOP QR S TUV WX Y Z >» DisplayedRecords: 159

To create a custom field:

There are three extra fields in the Name List that
display and track other information.

13. In the Name List, click Custom Fields.

14. Type any new name for Field 1 through 3.

15. Click the Save button.

To add a name to the Name List:

16. Click New or Edit to open list Editor.
17. Click the Save button.

18. Click the Next or Close button.

To merge duplicates:

eBusiness lets you combine any 2 duplicate entries.
19. Hold the shift key and select 2 duplicates

20. Click the Merge button.

21. If necessary click the gold replace arrow.

22. Click the Finish button.

To search for specific text

23. On the right, select the search field.
24. Enter the appropriate text.

25. Click the magnifying glass icon.

To delete a name:

eBusiness will only delete names without
purchases.

26. Click on the entry or highlight entries.
27. Click the Delete button.




Budget

Creating a projected budget includes printing expenses, sales income, and miscellaneous expenses. Your
Herff Jones Representative can help you to start.

Budget
Expenses Income Totals @ Aslow Customer Editing Switch To School View Import Reset Summary Wizard
Cabcustor Settings. Mevsage Coror
154 PPy Persmmtags: | O
[ iC] =
Akt 1 R Srining Agresment. %000 | @ RIS,
applesert {itimase tlow @O s
Shipging Extimate: 000 | &
L — chost Voarbak A Sukemt PackageSales  Wesbook Adfaler  Crdes Tatals
Rt el C ) Frrioneki stion Ly D Subd 73107
Py Mt | AdPyCaurn TotalSakn Ol Fers TotslMet
M Prosting Agrewsent S 31700 $000 $LBE900
Pt Priet Laperrstas Ssbtional e
T —— = e e
Some entries can only be modified S
. Totad Progeced income: $0.00
by your representative. TR
Projected Total Profit/Loss: $0.00
Staff
Add staff members, specify staff member roles, change user names and passwords and activate/
deactivate staff members in Setup/Staff.
Staff
Active Staff (13) Inactive Staff (8) New Edit Change Password
Note: Staff setup is only available to Advisers. petame i e e imonci] =]
Site Alert Adviser YBAccess 7]
Note: Deactivate members by unchecking the eBiz box. = s e S @
Deactivated members will move to Inactive. s = tucicud Ve ..
Gelo L'man Business Manager eBiz =]
Note: email addresses are not necessary for Business fome hn s o :
Smithe Dave Staff eBiz
Manager and Staff.
Contact Adviser: | Alert Site : tds@herffiones.com n Active Staff Count: 8

Adviser - Has full access to every area of eBusiness, including the Staff view in Setup.

Business Manager - Can access every area of eBusiness except the Staff view in Setup.

Staff - Can access anything in the Sales view. They can sell packages and ads, record payments,
edit/add names (on the Sales screen), print invoices/receipts, enter customization, and collect shipping addresses.

Sales Plan

If you are using Yearbook Order Center or Online Ad Creation, you can specify sale dates. Choose both a
start and an end date.

Sales Plan Summary

Edit & Review Sales Plan Change Flags YOC Direct Link Overview

Note: Your Herff Jones Representative may have already
set these dates.

Yearbook Order Center [YOC) Dates

Customer Messages:
Diste your site will be cpen o7:0u2016 |F5] thew | 12012016 |5 Yearbook Tab
: e s el

Note: Online yearbook and ad sales will only appear

Certer: (=) Yes O Ne
Mutertormeton €IS | J from the beginning through the ending dates. If no sale
Busioms (B} Slctons PP items appear, edit the appropriate dates.
R Oretenien Overmin: | (R
(B resinbir A o |os.ns-:m;o!é theu |l!,'|):|*201n:% o__Jes

Fre Size 8) S MORE CETAL >

Current project details Current YOC Sales Program Enrollement
Numbser of books in agreement: 100 Book Program: Sales Asuint-3 Madings
Cusrent book ship date: December 24, 2016 A Program: Both Ad Programs

Yearbook Ad Puge Gosl For Saiea Trackers | 13 pages. 7
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eBusiness

Sales: Yearbook and Ad Sale

The HJ eBusiness Sales screen is where you record package and ad sales, view and edit payments,

enter personalization information. Also, online sales are automatically added to your eBusiness
which can be viewed at any time.

Make Sales (1) Edit Sales OAC Change Request New Edit Delete Merge Hide Search

To Record Sales: - BE o [ B
1. Click the Sell button. Origin | StudentID | First [ s |c-=|= | Purchases | Total | Amt Due
2. From the name list, highlight a student Be | UKD | Kinberl e . of sooo| to0k
. eBiz 0291165467 Derek Mlexander 10 ] $0.00 $0.00
or bus:lness' eBiz 0291109783 Robert Anda 12 0 $0.00 $0.00
© Click the Make Sales link. @ | wonewssy | At 1 ol so0| so00
Sale Items: Click the plus icon to add items to the cart. Sales Cart: Clear Cart
Packages | Price | Yearbook Ads | Price | Item Price | Ships|
Yearbook $55.00 Full Page-Color $300.00 | € Personal Package $6000 | []
Personal Package $6000 @)  HalfPage-Color $220.00 Full Page-Color $30000 [ ]
Full Package $62.00 Quarter Page-Color | $120.00
Total: $260.00
Sale Options: When making group sales, set how each sale payment will default.
(B warn atter deadiines pass (@ ShowAl (O Show Available Today -mwk @
e G— =
Edit Sales Payment (@ OrderTotal: $60.00
O Mark Show All or Show Available Today. Date: [05/31/2016 | 5] PayMethod: Check Number: Paid Amt: §
5. Click the plus to add each Sale or Ad item Memo: ]
to the Sale Cart. . Edit Personalization Item: One-line Name Stamp
6. Choose Payment Option. _ : !
o 22D 1
e ] [ORECE—
Payment Options
Full Full/Notes or Partial No Payment
7.Mark Include Payment As. 7. Mark Include Payment As. 7. Unmark Include Payment As.
8. Mark Print Receipt. 8. Mark Print Receipt. 8. Mark/unmark Print Receipt.
a. Select transaction type. § Click Edit Sales. i. Click Submit Order.
b. Click Submit Order . Enter transaction information. j. Click OK.
c. Click OK . Click Review Order.
g. Click Submit Order.
h. Click OK.

To Edit Sales:
9. Click the Sell button.

10. Highlight a student name or business. i i
11. Click the Edit Sales link. Edit Sales Functions

ST . Sales Confirmation Personalization Included
12. Highlight the sale item. e Edit name
13. Make the necessary edits. Mark as paid Select Marks
14. Click the Return to List View button . Print receipt
ssmCotrmton o s Jone | e —— Copy confirmation Payments Included
Mukprpud | (Of  APSIBCON DSUIS  Tewielamelastas i 0| sar0 Delete Edit transaction information
T:n“m < BBCFO0 | OWOLM6 | MalfPage-Color $22000 $a00 | Add a memo
R — N0 Packagg/Ads Included Refund money
B | A9PVRBSEBBCDO0 | 1 Yearbook 50 [ 0O & : 2 Mark recieved
j: :m:ﬁmﬂecr& : L::N;Memmwri ”;::: T - O ': 5 Mark ad SO]..d. by Ledgend
P e e e i Mark for shipping Return to list view
st e tatamm o, | T i bt | i Dot Veciook donsHorer oy | G Enter shipping address @ Edit
R = — Delete an item from a sale  Delete
= om | ameeesmcom | o | ok w6 & Incomplete personalization
ol AFFH9-BSBECFO0 04/02/14 Cash $220.00

8



eBusiness

Reports

Using eBusiness reports, you can generate lists of information sorted in different ways and save that
information to a spreadsheet or a PDF. The reports can help you manage your budget, design your pages,
and determine potential customers.

All Buyers and Non-Buyers reports can generate mailing label
When you click Labels or Parent Labels, eBiz creates a PDF in label format to fit Avery 5160 or equivalent labels.

When printing, change the printer default from “Fit to Page” to “100%" or “Actual Size".

To save a report for printing:

. Select the necessary Report tab.

. Select the necessary Display option, Sort By option, and/or date range.
. Click the Run Report button.

. Select Excel File or PDF File, as appropriate.

. Click the Save Report button.

. Click the OK button.

. Navigate to the folder where you wish to save the file.

. Click Save.

To print the report file:
9. Open the saved report file.
10. Go to the File menu > Print (CTRL/Cmd+P).

CONOYUTH WN -

Package Sales

All Sales: Lists each item ordered by each person, organized by the selected sort option.
In-School Sales: Lists buyers who made their purchase in school.

YOC Sales: Lists buyers who made their purchase online or through calling the Order Center.
Balance Due: Lists buyers who have an outstanding balance.

Amount Received: Lists buyers who have made payments.

Ybk Not Recv’d: Lists buyers whose yearbook is not marked as received.

Non-Buyers (Students): All students, listed in eBusiness, who have not yet ordered a yearbook.
Buyers (All): Lists only names with orders.

Ad Sales

All Sales: Lists buyers who made any ad purchase.

In-School Sales: Lists buyers who made their purchase in school.

YOC Sales: Lists buyers who made their purchase online.

OAC Sales: Lists buyers who created and purchased their ad online.

SAC Sales: Lists buyers who purchased ad space online.

OAC Statuses: Lists all ads within Online Ad Creator.

Balance Due: Lists all unpaid in-school ads ordered.

Amount Recv’d: Lists ad orders for which no payment has been received.
Art Not Recv'd: Lists ad orders for which no art has been marked as received.
Sold By: Lists in school ads sold by an individual or group.

Buyers (Business): Lists all businesses who have purchased an ad.
Buyers (Students): Lists all students who have purchased an ad.
Non-Buyers (Business): Lists businesses who have not purchased an ad.
Non-Buyers (Students): Lists students who have not purchased an ad.



Herff Jones eBusiness

Reports cont'd

Order Totals

All Sales: Displays a count of packages sold and dollar totals.
All Yearbook Ads: Displays a count of ads sold and dollar totals.
All Items: Displays a count of the individual items sold.

Distribution

Includes any Memos and the Check Numbers.

All Packages: Includes detail of package purchase and amount due for collection at delivery.
YOC Packages: Includes detail of packages purchased online or through the order center.
Shipping: Lists buyers with shipping addresses.

Custom Items: Includes detail of purchase and amount due for collection at delivery.
Financial: Lists buyers.

To see this report with Personalization information, click Details to save it as a PDF.

The Distribution Report includes any Memos and the Check Numbers.

To see Personalization information, click the Details button and save it as a PDF file.

Personalization

Name Stamps: Lists all of your Name Stamp information. You then need to send this file to your
producing plant on a disk or CD, or as an e-mail attachment.

Name Plates: Creates a small file with all of your Name Plate information. You then need to send this file
to your producing plant on a disk or CD, or as an e-mail attachment.

Submitting Personalization Reports
You need to submit a separate file for Name Stamps and Name Plates.

Before submitting, print a report and proof it for accuracy:

1. Run the Personalization report and save as an Excel or PDF file.
2. Make any corrections on the Sales screen in the Personalizes > Customize area.

To submit personalizations:

1. Click Submit File on the Reports screen. E— Bpage

2. Choose a color for the name stamp/plates. T e AT RS R

3. Click the Confirm button. - = . s
4. Click OK button. G s s epmf =
5. Navigate to the location to save the file. —— (O T

6. Click the Save button. et p— &
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The last step is to send the saved file to Herff Jones. . Vi b Hstory e
1. Click the Finish button below. This opens ePage in another browser tab. —

2. Click the aService icon and follow the on-screen instructions te upload this file to your CSA or TSA:
99930 per Name; S : zip Personalization Submission is not is not automatic. You may email the
P i A RS Personalization ZIP file to your Customer Service Adviser or follow the
submission instructions and upload a zipped file through HJ eService.
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eBiz Receipts
No Receipts: Lists all receipts which have not been previously printed.
With Receipts: Lists all receipts which have been previously printed.
To print Receipts:
1. Run the necessary report.
2. Highlight necessary names.
Hold the shift key for consecutive names.
Hold the CTRL/Command key for non-consecutive names.
3. Select the report type.
4. Click the Print selected receipts.
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