PrintTracker Manual -- Draft 1.

INTRODUCTION

The PrintTracker application provides a way to store and organize information about the
fine art prints you make. This information can then be used to track your work as it gets
sold and help you keep track of payments for the pieces as they sell.

The the database is organized into three levels of records; Images, Editions, and Prints,
as depicted in the diagram below:

L 1 | Afilm frame, an etching plate, or a digital file.
|

Image |

R 1| A uniform printing run of an image;
Edition +| eg., same size printed area, same ink, paper, etc.

B i | Anindividual print from an edition.
|

Print |

To use this database application, first add an Image, then add one or more Editions of
that image to it. Once an Edition has been added for an image, and as you make prints
for the edition, add Print records to the Edition to which they belong.
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ADDING AN IMAGE

Add images and their data to the database using the Images layout. Here is what the
Image Layout looks like:

Marc Davis
Image 4 4 » M Image1of10( 10total)
Menu 9 ool o
report
:
g [
BT e
Holland
2007
Notes
Shot during Euro vacation trip.

Editions

11x14 15 4 12/15/06  $400 n
| 1naz 15 5 10/24/06  $950 z
| Used Epson PhotaArt paper. Sent three prints to Brian Clamp on 7/12/2006 |

11x17 15 1 11/11/06  $125 |
| Used Somerset Vielvet for this edition. |
1naz 15 §550 |
| ink-jet on brushed aluminum, Iv

Creoted: 7/23/2006 5:51:58 AM Kime H. Smith, Jr. Modified: 6/19/2007 7:00:14 PM khamith

Menu:

- Click on one of these buttons to see notes and other information for the Editions and
Prints of the current Image.

- Click Reports to go to the reports setup page.

Actions:
- Click to Add or Delete Images and their information from the database. Note: when an

image is deleted, all information for the Editions and Prints associated with it will also be
deleted.

« Click Import Thumbnail to add or change the graphic of the image on this page.
- Use Add an Edition to create an edition of this image.

Find:

- Type in text to search for in the title, location and year fields then click the arrow. To see
all images again, click All.
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Navigate:
- To go to the first, previous, next or last image, use these arrows. The text to the right of
the arrows shows your position in the found images.

Tabs:

- Click a tab to see a list of images or to go to the reports page. The image list is a quick
way to find an image. Clicking on the thumbnail in the list will switch you to the Image
layout for that image.
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ADDING AN EDITION TO AN IMAGE

Once you have an image on film or on a plate, you print one or more editions from it. The
editions may vary by paper or other print media, developer, ink, dimensions, etc. Record
this edition information before you print, using the system as a planning tool or after a
printing session to reflect the composition of the edition.

Use the Edition Layout to capture information applicable to all of the prints in the edition:

Mare Davis

Image > Edition 4 4 > M Edition10f5( 15 total )

— 11x14

Dock, Holland, 2007 1014

Print Size

7 $400 - 15
12 800 ﬂ .
Actions 15 | $1,200151  gapo 4

Avp New Eprrion 5 : \
Notes
Pricing

Prints Three Numbered Prints are currently avaitable; 8 remaining to be printed.
1/15 Print Only SOLD 12/15/06 $400 -
| Owner discounted to close personal friend. n
2/15 Matted SOLD | 11/11/06 $400 1
[ Owner i
3718 Print Only SOD | 12/13/06 $400 |
Owner Eit
| ajs Print Only Paid 11/11/06 $400 200 | |
1n Bin o

Creotod: 7/23/2006 5:51:58 AM Kime H. Smith, Jr. Modified: 6/19/2007 7:00:14 PM khsmith

Print Size: First add a print size to the edition. Just click the blank and use the drop-down
menu which appears. You may add or delete sizes in the menu to suit your needs. To cus-
tomize the menu, select the “Edit ...” item appearing at the bottom of the menu.

Pricing: To set default pricing for the edition, use the grid (see area within red rectangle to
the right). If you have only one price for the edition, type the maximum number of prints in
the left cell of the top line and the price in the left cell. You are done.

To have the price set to default to different levels depending on how many prints have sold,

type in one line for each price break, showing the maximum print number to be sold at that
price. In the above figure, the red-circled area shows an example of print pricing for an edi-
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tion. In this example, prints 1 through 7 will be sold for $400, 8 through 12 will sell for
$800, while the last three (numbered 13-15) will be sold for $1,200.

Print Status: The scrolling area at the bottom of the layout shows each print in the edition.
Simply click the button in the availability section to change the status from “Available” to
“Sold” to “Paid” to reflect the status of the print.

Note that a summary appears in the heading of the scrolling area, showing how many prints
remain unsold, and how many more prints can be printed for this edition.

ADDING PRINTS TO AN EDITION

The easiest way to add prints to the edition is to click the Add Prints button and select the
number of prints or proofs to add. The default value will be the number of prints in the edi-
tion entered when the Edition was added to the system, less any prints you have already
added:

Image > Edition « 4 » M | Edition1of5(15total)
Add Numbered Prints to the Edition
11x14

Evrrions The most numbered prints you may add is 8.

Numbered Prints to Add:
8

Artist's Proofs to Add:
0

Enu.k b LALR. xnl-..

( Cancel ) EnOKS

P N Beres PrnEs ST Corently SVSTRBIE: & cemaining to be prnted.

1/15 Print Only SOD | 12/15/06 $400 A
2/15 Matted SOD | 11/11/06 $400 {
3/15 Print Only SOLD | 12/13/06 400 |

i

Owner i

4/15 Prink Only Paid | 11/11/06 $400 s200 | |

Created: 7/23/2006 5:51:58 AM Kime H. Smith, Jr. Modified: 6/19/2007 7:00:14 PM khamith
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Individual prints can be annotated using the Print Layout. Prints can be added to the edition
from the Print layout as well:

FINE ART
SALES Marc Davis
Image > Edition > Print “ 4 » P | Print1of8 (109 total)
t
i Browse Lisr
Eorrions Print Data 115 11x14
PRuTs Dock, Holland, 2007 11x14
1 Print Cnly SOLD
12/15/200 $400.00
Print Location
Owner

Notes

discounted to close personal friend.

L

Notes about this particular print.

Created: 7/23/2006 5:51:58 AM Kimae H. Senith, Jr. Modified: 6/19/2007 7:00:14 PM khamith

In the above screen shot, note the “Tool Tip” -- an annotation to an object on the layout
which appears in a yellow box. Above, the tool tip for the large text box at the bottom of the
screen reads “Notes about this particular print”. In general, all objects will have a Tool Tip
associated with them. The tool tips will help you remember the purpose of a button or field.
To get a tool tip to appear for an object, just slide the mouse pointer over the object (with
the mouse button up) and leave it over the object. The tool tip box will appear. When you
move your mouse pointer out of the object, the box will disappear again.

Print Detail: The detail page for a print shows the serial number, e.g., *1/15”, or “print 1 of
an edition of 15",

- The information on this layout is specific to this particular print.

- Information about a particular print, such as the fact that it has been donated, or is stored
at a gallery can be added to the notes section on this layout.
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REPORTS

Several are available for (viewing, printing or emailing) from the Reports layout of the appli-
cation. These reports are used to list inventory, summarize earnings, or the like.

FINE ART
SALES Marc Davis

Reports

report
Iyars

Available Reports Report Preview
Prints Edition Record Marc - S0 Prints - Paysent Oue (Al)
Prints With Payment Due 1wy

Soic Prints (Eamings)
Artists Proof Uist 'n:}f: 5
A s

Poowt "
“ P T

A list of s0i¢ prints f:&vm»ch payment by the
gallery is cue. .

Selection Criteria A ot o e S

O Perform fing first Vo i
0 ose range [ =
Start

End

Available reports: To produce a report from the database, start by clicking on one of the
available reports to select it. You may click on any of the reports in the scrolling list. When a
report is selected, a brief description of it appears at the bottom of the section.

Report Preview: This area shows a sample of the report to verify that the selected report
is the correct one. Note that this is not a live preview, it is just a sample to show you what
the report will look like, not what will be in it. To close the preview window use the Close
Preview Menu or type -1 (or Ctl-1 on a PC).

SelectionCriteria: This section is used to limit which records will appear in the report. Note
that all records will appear, except Artist’s Proofs (unless noted in the report title).

Limit which prints are included in the report by checking one or both of the check-boxes in
this section.
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Checking the first box will cause the application to use the criteria in the Find edit box at the
top of the layout to select records for the report. For example, if you only want to see a re-
port for images created in 2001, type 2001 into the edit area and click the Go arrow.

If you wish to see only sales for a specific time range, click the check-box next to Date
Range and select a range, such as “This Week”. The system will set the dates for you.

If none of the ranges suit your needs, select "Custom” as the range and supply the range
you want to use for the report.

Actions: Press Print to print the report on your printer; click Preview, if you just want to
review the report on your computer screen.

- To email a report to someone, such as a gallery administrator to provide payment status,
click Send Email; this will start your email program and open a new message with the re-
port added as an attachment to it.

Enjoy!
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