COMMON PROCESSES
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Process a Refund (Software)

Software can be refunded within 30 days of the purchase date and requires both refunding the

charge and removing the license.

1. Find transaction in Command Center to confirm date or purchase and amount.

Overview Userinfo Licenses Order History Error Logs

L. Customers / 1L Andrei Petre / Orders

Search Orders by any of the columns below... Select an item below to view its details

Orders: 1 Results

Order Id Date Ordered Vendor Order Number Order Type  Last Updated Status

Cost  Project Name

6df26bbs-b66d-4012-b135-cefecha054d5  Apr14th 2017, 4111 am  Fundy Software Inc.  B4976 CLOUD Apr20th 2017, 5:05am  COMPLETED  $299 N/A

Search

KM 10f1 M

Gustomer Reference

2. Find transaction in Charigify

Dashboard Products Subscriptions Transactions Customers Settings Integrations

Summary And I’EI Pet re

Custom Fields
Transactions from the past 120 days:

Components (Line-ltems)

ID Date Type Memo Amount
Statements
. 182651283 r20 Charge Trial Price (Apr 20, 2017 - Jul 20 0.00
Payment Details gop]? 5':04 g 2017) (Apr 20, P
AM PDT
Customer Details
182651285  Apr 20, Charge Initial/Startup fees $349.00
2017 5:04
Transactions AM PDT
Activity 87651288  Apr 20, Adjustment  Coupon: MTXY3YPM - $50 off $-50.00
2017 5:04 purchase for Trial automation
AM PDT and Giveaway automation
Email Archives (&
182651292  Apr 20, Payment Andrei Petre - Fundy Designer $299.00
2017 5:05 Pro w/Pro Enhancements:
Notes {U) AM PDT Signup payment

Analytics
Sub. Status
Balance
$0.00
$349.00
$299.00

$0.00 Successful

Actions =

Actions ~

Actions ~

Actions ~

3. On the Summary page of Chargify use Actions > Process Refund

Common Processes
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Summary AndrEl Petl’e
(Fundy Designer Suite) Fundy Designer Pro w/Pro En

Custom Fields Add Charge

Adjust Bala
Components (Line-ltems) ]

12-month History Total Revenue
Statements 5500 329900
Record External Payment
Payment Details 250 Subscriber since Record External Refund
Customer Details . Ap[‘ 20’ 201 _, Upgrade/Downgrade
Transactions Initiate Cancellation
. Status  Trialing Update Payment Method
Activity |
Product  (Fundy Designer Suite) Fundy Designer Pro w/Pro | View self-service page
Email Archives o
| Delete...
Notes (0) Current Balance  $0.00
Select a payment to refund
Mext, you'll be able to enter a refund amount, up to the amount of the original payment
All Payments
Date Memo Amount  Amount
Refunded
Apr 20,2017 5:05 AM  Andrei Petre - Fundy Designer Pro w/Pro Enhancements: Signup  $299.00 $0.00
PDT payment
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Add a refund to this payment

The maximum remaining refund amount for this payment is $299.00
Amount®

Memo*

Make sure to give this refund a descriptive name

Process refund [ [geEhl==]

4. Cancel Pro Enhancements subscription using Actions > Initiate Cancellation. In most
cases this will be "Immediately"

Andrei Petre

(Fundy Designer Suite) Fundy Designer Pro w/Pro En Add Charge

Adjust Balange

12-month History Total Revenue
Process Refund
500 $299.00
Record Exterpal Payment
5250 Subscriber since Record Exterfal Refund
- Apr 20: 201: Upgrade/Dogngrade
Initiate Cancellation
Status  Trialing Update Payment Method

Product  (Fundy Designer Suite) Fundy Designer Pro w/Pro| View self-service page

Delete...
Current Balance $0.00
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Cancel Subscription

What is the reason for cancellation?

You haven't added any churn reason codes yet. Would you like to create some?

You may also enter an optional cancellation reason/message, then press a Cancellation button below.

What's going to happen?

« The customer's credit card will no longer be charged after cancellation takes effect

« Cancellation takes effect immediately if you press "Cancel Immediately"

« Cancellation takes effect around Jul 20, 2017 5:04 AM PDT if you press "Cancel at End of Period”
+ Mo refunds or prorations will be made

« If you have cancellation emails configured, an email will be sent to your customer

« Canceled subscription can be reactivated at a later date

Cancel Immediately Cancel at End of Period [lflelleETs

5. Remove license and Pro Enhancements from Command Center and make sure to save
the change!

es Order History Error Logs

1L Customers AL Andrel Petre Licenses

Licenses Used Licenses Used Licenses Used E Licenses Used D (m]
No Licenses |§ﬂ| No Licenses No Licenses | No Licenses 5,._':4

Products Owned P B ir

Units (Press Enter to

License Id Order Id Product Name Created Date Status
—
1beb6ci2-625b-4548-acb0- 5df25bb5-b66d-402-b135- Fundy Suite VERSION 2017-04-20 05:04:00 Active |2 x Delete
1264468580967 ceSecb4054d5 Pro am License
\—
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Overview User info Licenses Order History Error Logs

A, Customers / L Andrei Petre / Overview

Andrei Petre = )
Customer Id 353abefe-237d-4c32-855f-6a7 18f3c387c
Created On Friday, April 14th 2017, 4:11:32 am
Last Updated Friday, April 14th 2017, 4:11:32 am
Last Login Friday, April 14th 2017, 4:11:32 am
First Name Andrei
Last Name Petre

Emall Address andreil.petre@icloud.com

Company Name

Profile Image Choose File | No file chosen
Active m
[F"o Enhancements OFF

Fundy Direct @ OFF
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Process a Refund (Direct Order)

Fundy Direct orders are through Braintree, not Chargify, and can be processed in Command

Center.

1. Confirm the exact amount and order number with the lab in question

2. Find and select the order in Command Center

1. Customers

Orders: 86 Results

A Laney Reginelli / Orde

rs

Search

M 10of6 M

[839401695-8523-¢52c.-|:-357'-39:ba86‘.'Jf23 Apr 17th 2017, 6:15 pm Miller's 85133 ALBUM Apr 17th 2017, 6:36 pm SUBMITTED = $220 ALBUM ]
26Beb108-6bf0-4232-980c-6f22e0185011 Apr 14th 2017, 10:52 am  Miller's 85000 ALBUM Apr 18th 2017, 1226 pm  SHIPPED $120 ALBUM
98ccOd4c-be7f-4fab-b298-798307376719 Apr 6th 2017, 12:53 pm Miller's 84458 ALBUM Apr Bth 2017, 1:34 pm SHIPPED $180 ALBUM 3

3. Click the $ icon at the top right corner. If that icon doesn't appear, it's because the charge
was through Chargify.

Fundy Order #85133 / Lab Order #600004759

Order Details
Order Id: B0e4d6e8-852a-452d-b387-
aBcbaB610f23

Date Ordered: Monday, April 17th 2017
pm

Last Updated: Monday, April 17th 2017
pm

Promo Applied: NONE

Tax Total: $0

Shipping Total: $0

Processing Total: $0

Order Total: $220

6:15:49

6:36:13

Vendor: Miller's

Company Name: Miller's

Support Gontact: Gustomer Service
Support Email: custserv@millerslab.com
Support Phone: 800.835.0603

Support Address:

1712 East Pointe Dr.

Golumbia MO, US

65201

@

Laney Reginelli [Billing Info] (IF4

Company Name: Delta Love Photography
Billing Gontact: Laney Brock Reginel

Billing Emalil: deltalovephotography@gmail.com
Billing Phone: 6627198197

Billing Address:

1880 Shaw Skene Road

Cleveland MS, US

38732

t

Laney Reginelli [Shipping Info] &

Company Name: Delta Love Photography

Shipping Contact: Laney Reginell

Shipping Email:
deltalovephotography@gmail.com

Shipping Phone: 6627198197

Shipping Address:

498 Hillcrest Circle

Cleveland MS, US

4. Input details. This is an "Auto" refund. You'll choose the transaction and reason, and then

enter the amount and reason. For example:

Common Processes

Page 9



Refund Order

MANUAL

[ BRAINTREE ] 2017-04-17 06:33:04 pm | $220 ~

FULL PRODUCT RETURN ~

220.00

Cancelled Order

Refund Order

o

[ BRAINTREE | 2017-04-17 06:33:04 pm | $220 ~

66.00

30% Sample Sale

Cancel Process Refund

5. A green confirmation should appear and the status will change to "Refunded". If a red

"Error" appears, the charge has not settled and you need to wait until the next business day to
process the refund.
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Updating Wordpress

The main Support page is hosted by Wordpress. To add a notice, update FAQ's, etc. you'll need
to log in and edit the appropriate page.

Login
® © /' # Fundy Designer < Log In X Alex
& C | [0 fundydesigner.com/wp-login PO

W,

Username or Email Address

PumpkinPie

Password

Remember Me

Lost your password?

+ Back to Fundy Designer

Access the Wordpress login information in 1password or Common Key. The site is:

fundydesigner.com/wp-admin
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Pages

i@ Fundy Designer 1.6 P =+ New 2) Delete Cache Howdy, Fundy Software [l
Screen Options ¥ Help ¥
() Ezrie Dashboard
Home
At a Glance . Quick Draft a
Updates (48
A 896 Posts M 49 Pages Title
Posts B 1,224 Comments
: i What's on your mind?
HD Quiz WordPress 4.7.4 running Flosites Fundy Theme theme.
Media
Akismet has protected your site from 393,469 spam
Pages comments already.
There's nothing in your spam queue at the moment.
Products
Features . Drafts
Activity - Jason Groupp February 14, 2017
Partners
Recently Published Jim Garner June 2, 2016
Comments
May 5th, 8:28 am Tracy Sweeney
| AdRotate 5 i i i i
I'LVIay" chd, :2‘59 pm Direct Ordering Now Available with WordPress News .
oxle! olour
Custom CSS & JS Y
May 2nd, 10:23 am Better Album Design in 90 Seconds
LeadPages May 2nd, 9:04 am Ken Pak
Apr 28th, 1:13 pm Webinar « How to Grow Your

Appearance Business with Print & Album Sales

Plugins (18

Recent Comments

Users

Pingback on Order Lush Albums Direct From Fundy
Tools Designer

Settings BIG Lush Albums and Beautiful Together
Announcement - Tamara Lackey Blog

Bl Custom Fields

[...] Fundy Software Inc, the magic design engine

-ﬁ- Theme Settings behind these albums, and | decided that we could do

RAMDE with

The Support site is a "Page". Everything else is Marketing so be careful!

Funderbur 2016/09/27
@ Pages g - CEO
Al Pages Store Flosites ~ — Published ® ®
Add New 2016/0314
A Products
store-old Andrew — Published ® ®
A Features Funderbur 2017/03/14
g - CEO
A Partners
P Comments m Andrew — Published ® ®
Funderbur 2017/03/10
Al AdRotate g - CEO
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Items on Support Page

Edit Page AddNew
Support

Permalink: http://fundvdesigner.com/support/ Edit

Yoast SEO

Support Builder a

Intro
ay SUPPOTT STAarT IS rignt Nere in Uregon, avalaoie 101 you Mmonaay

through Friday, 8am-3pm Pacific time. Feel free to chat with us live, submit a
support ticket, or for more difficult problems, hop on a screenshare.

<a class="button medium orange link"
href="https:j/cart.fundycentral.com/login?path=trial-

download&_ga=1.28247356.1820806747.1485277406"> Re-download Latest
Version</ax s

Fundy Designer is compatible with Mac 10.7 or above and Windows 7 and
above. Fundy Designer reguires your computer has 8GB of total ram. If you
are having issues, our first recommendation is to update your software to the
newest version.

If necessary, a holiday or office closure notice would go in the Intro.

The FAQ should stay short and to the point.

"Video Tutorials" Image

“Video Tutorials" Link

http://fundydesigner.com/category/fundy-designer-v7-online-tutorials/

"Webinars" Link

http://fundydesigner.com/webinars/

"Manuals" Link

http://support.fundydesigner.com/hecfen-us

"Submit a Ticket" Link

https://twoguys.zendesk.com/anonymous_requests/new

Applications

Product

Album Design -

Questions

Question

What album companies and labs are listed?
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Images and links won't be changed often.

Applications is where you'll find product specific FAQ- this is the most likely reason to access
Wordpress.

Use the drop down menu, question, or answer space to edit existing questions.

Use the "Add Question" button at the bottom to add a new one!
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Logging Bugs and Feature Requests

Access the Project

There can be multiple active projects at a time when you log in to Pivotal. Make sure you're
logging things in the correct project!

% PivotalTracker -

HELP WHAT'S NEW. ALEXPARKER1

Projects Workspaces

Q Introducing Story Blockers

Is a story blocked by another story, person or thing? Story Blockers are here, to help your
team make impediments visible and get them resolved quickly. Read More

Dismiss

Q. Search Active Projects Active Projects

= My Projects | 1

& Fundy Software 2017

Velocity 12

Volatility 136%

Where to log your item

Once you've logged in you can see different stories within the project.

We log things in the Icebox

Everything else should be left to Development :)
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% Fundy Software 2017 -

STORIES ANALYTICS SETTINGS
V7.5 Designer Enhancements
Show epic

Show 6 accepted starles

Need arrow icons
without bubbles in
client view

V7.5 designer enhoncements

can use improved

current design, sorting by stors, and

sales experience.

low, v7.5 designer enhancements

can select from

high, v7.5 designer enhancements

can toggle between 9
variations on each Gollery Designer

select @ design | like.
low. v7.5 designer enhancements

17 stories, 29 points

01235 +[E)

4saphotographer, 1 01235 +[5)

slideshow options, including showing the

showing the design after other images, so
that [ have more control over the in-person

#s 0 photographer, | 01235 +[[)]

several new rooms in gallery designer, so
that | am more likely to find a default room
that complements my client and images.

450 photographer, 1 01235 +[5)

option so that it is easier for me to quickly

MEMBERS

Py

QoP

® 2529 May- 11 Jun

Current lteration 12

[ 0 of 156 points + 2%
By pre— T
pollination when

rapidly switching projects.

Junesjuly hot fix, millers

Dashboard web

browser control to use WebKit instead of

Native Rendering (BC)
Junesjuly hot fix

1 As a photographer | can
order Bumble Jax Wall
Art (PRH)
bumble jax. lab onboarding. medium

As a partner lab | mm

can offer products

in regionally accepted currencies so as to
best service my customer base. (BC)
essentlal, international, International

As a phota

[ Accpt | fejoct
product designer |

can pay for products in regionally
appropriate currency (IR, BC)
essentlal, international, International

8 0

currency

138

currency

Q Search project

Backlog

w 26+12-25Jun

=]

Need arrow jcons without 01235+
bubbles in client view
V7.5 designer enhancements

Client view when spread Start
not selected arrow keys will

not cycle to next spread.

As g photographer, icon 01235+
use improved slideshow

options, including showing the current
design, sorting by stars, and showing the
design after other images, so that | have
more controf over the in-person sales
experience,

low, v7.5 designer enhancements

As a photographer, lcan 01235+
sefect from several new

rooms in gollery designer, so that | am
more likely to find a default room that
complements my client and images.

high, v7.5 designer enhancements

AS 0 photographer, [con 01235+
toggle between 9

variations on each Gollery Designer QDP
option so that it is easier for me to quickly
select a design | like.

low, v7.5 designer enhancements

WHAT'S NEW®

lcebox

& [ Edit tab controls visible Start
while edit tab closed
bug reports
Canwas size wrap not Start

&

#

&

L Allow Photographer to

L]

L]

updating when changing in
gallery designer
bug reports

Enable Vertical Alip Book 01235+
support

proafer

Remave Proofer Share 01235+
Section

proofer

01235+
Provide a link to ‘All

Imoges'

proofer

Proofer Client Password 01235 +

proofer

Remaove Soft Flip optionif 01235+
it Is not suppoerted in new

Flip Book

proofer

Update Music 01235+
Options (BC)

proafer

Adding a Story

Feature Requests and Bugs are "Stories"

Icebox

Story title

STORY TYPE

Feature *

POINTS @ Unestimated ¥

REQUESTER AP | Alex Parker ¥

OWNERS <none= +

FOLLOW THIS STORY (1 follower) |/

BLOCKERS

+ Add blocker or impediment
DESCRIPTION

Add a description

LABELS

Add a label v

TASKS (0/0)

+ Add atask

ACTIVITY

Add a comment or paste an image

@ ¢ e

Formatting help

Common Processes

. Use the + to add a story, and give it a title.
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Designate Story as a Feature Request or Bug Fix

You can also assign yourself as the Requester.

Don't worry about Points, Owners, or Following.

»

Story title "
STORY TYPE Feature v
POINTS |

e
OWNERS @ Bug
FOLLOW THIS STORY Chore

/¥ Release
BLOCKERS

+ Add blocker or impediment
DESCRIPTION

Add a description

LABELS

Add a label

TASKS (0/0)

-+ Add a task
ACTIVITY

Add a comment or paste an image

@ ¢ e

Formatting help

Describe the Addition

Add a description of the Feature Request, or steps to recreate a Bug

Label the Story. Use tags like "Low/Medium/High", "Proofer", etc.
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Story title e
S .. |
STORY TYPE Feature ¥
POINTS @ Unestimated ~
REQUESTER AP | Alex Parker v
OWNERS <none> +
FOLLOW THIS STORY (1 follower) ¥/
BLOCKERS

+ Add blocker or impediment

DESCRIPTION

Add a description

LABELS

jadd a label v
2 april 2017 hotfix

% awaiting mockup

@ bug reports

@ bumble jax

W cart

% chargify

© cloud software cart

@ cloud sync

| © design aglow

Save!

Story title e
: :I: S
STORY TYPE Feature =
POINTS () Unestimated v
REQUESTER AP | Alex Parker ¥
OWMNERS =none> 4
FOLLOW THIS 5TORY (1 follower) |+
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Updating Direct Tracking Numbers

All Direct orders are sent to the lab under the "Fundy Direct" account, which allows us to access
the statuses and receive email updates. These updates need to be put into Command Center
manually for Millers, Finao, Lush, and Design Aglow

Use the icon of a price tag for the lab you're currently updating.

Search

Partner Search: 167 Results H >

=23 B & % m
- B E . :()o

B3 .. [)-
= =23 B e & % m
=] 23 m|m z & [¢) m
[ | B B # & [¢] =

[ o I oo | E & w m
M ]
Miller's

The UPS tracking number for each customer is sent to fundydirect@fundysoftware.com and
should be transferred to the order in Command Center.

It can be tricky if the shipping contact is not the same as the photographer who ordered the
album, or if the photographer submitted multiple albums over a short period of time. In those
circumstances, search for the shipping name in the "Project Name" and start with the oldest
album ordered.
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orders@millerslab.com 5:15 PM (20 hours ago) LY ¥

fo me [~
MILLER’S
PROFESSIONAL IMAGING

The following order has shipped:

Details: NOO1912 f 00233578

Shipping Method: UPS Next Day Saver

\.Jn Ship To:

James Bates

41 Old Oak Ln.

Gulfport, MS 39503

Tracking: 129AX3691304694983

This is an automated email response and cannot be replied to. Instead,

please click here to contact Miller's customer support.
Payment Date User Name User Emall Fundy Order Id Lab Order Id Order Type  Last Updated Status Cost Project Name
Jul 215t 2017, 1:33 pm Elena Blair elenasblair@gmail.com 81188 600014606 ALBUM Jul 21st 2017, 1:36 pm SUBMITTED $62.60 Baby Austin
Jul 218t 2017, 12:50 pm Anna Vickroy anna@ultra-spective.com 81185 600014603 ALBUM Jul 21st 2017, 12:56 pm SUBMITTED $48.10 RamosHP20170615

e

[ul 20th 2017, 2:38 pr‘.e James Bates James@JamesEdwardBates.com 81142 600014530 ALBUM Jul 20th 2017, 2:43 pm SUBMITTED  $94.20 GCCA 2017 12x8 Ray Wesson ]
Jul 20th 2017, 9:33 am Caroline Talbot caroline@carolinetalbotphoto.com 81124 600014507 ALBUM Jul 20th 2017, 9:36 am SUBMITTED $219.50  Ashley B
Jul 20th 2017, 6:32 am Caroline Talbot caroline@carolinetalbotphoto.com 81111 600014487 ALBUM Jul 20th 2017, 6:36 am SUBMITTED $210.00 Kerry
Jul 19th 2017, 11:51 pm Darryl Felton darfel1@mac.com 81088 600014480 ALBUM Jul 18th 2017, 11:58 pm SUBMITTED $337.50  The Graduation of Ariana

% Labs / [ Miller's / W Order Management / Order Detall

Fundy Order #91142 / Lab Order #6000145 () [EETEeTS og SRBLB
b4 =
. - . 5 -
Order Details Vendor: Miller's Shipment Tracking Number ° illing Info] & James Bates [Shipping Info] (24

Order |d: d6BBT855-918a-4130-9477- Company Name: N mes Edward Bates Company Name: James Edward Bates
f92faea? 1d09 mm/dd/s

Support Gontact: oy Photography
Date Ordered: Thursday, July 20th 2017, 1:53:28 fnes Bates Shipping Contact: James Bates
om Support Emall: cug

s It Ph  8d s@jamesedwardbates.com Shipping Emall: James@JamesEdwardBates.com
Last Updated: Thursday, July 20th 2017, 2:43:37 UpROrt Phone:

2971777 Shipping Phone: 228-297-1777
Promo Applled: NONE 1712 East Pointe DI Shipping Address:
Tax Total:$0.00 Columbia MO, US 410/d Oak Ln.
Shipping Totak$0.00 65201 Gulfport MS, US Gulfport MS, US
39505 38503

Processing Total:$0.00
Order Total:394.20

1. Copy the tracking number from the email

2. Find the matching name in the lab's "Order Management" page. If you can't find it, try
"Refunded".
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3. Click the icon of a truck
4. Paste the tracking number (don't worry about the date)
5. OKto save

6. Change the order status from Submitted to Shipped. Miller's is fast enough that they won't
be in a "Production” status.

Finao, Lush, and Design Aglow

The process for these three labs is almost exactly the same as for Miller's. Instead of an email
with a name, you will find the status and tracking number organized by order number at
finao.com

Finao prints for all three labs, you just have to log in with three different emails;
Finao: fun@fun.com
Lush: orders@lushalbums.com

Design Aglow: fundyorders@designaglow.com

. S —
fln 1 a. 0 ALBUMS ~ BOXES PRESENTATION GET STARTED ~ BLOG CUSTOMER SERVICE ~ LOG IN l

Login

orders@Iushalbums|.cor

orders@lushalbums.com
fun@fun.com
fundyorders@designaglow.com

Login
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My Orders

Click on an order's status to view the history of that order.

Order # Order Status Items Item Status Order Date Order Total Tracking Number Actions
288837 In Production Finao 8x8 playBOOK (Ref: Fundy FS90872 item 1) Print QC 2017 Jul 16 L 143.18
286835 In Production Finao 8x8 playBOOK (Ref: Fundy FS90878 item 1) Print QC 2017 Jul 16 $ 143.18
288834  InProduction  Finao 10x10 playBOOK (Ref: Fundy FS90832 item 1) Print QC 2017 Jul 16 $ 157.80
288763 In Production Finao Bx12 ONE (Ref: Fundy FS90722 item 1) Print QC 2017 Jul 14 $ 552.25
288645 J In Production 60 10x10 playBO@K (Ref: Fundy FS90630 itern 1) Print QC 2017 Jul 11 5 126.56 °
288582 | Shipped Finao 8x8 playBOOKERef: Fundy FS20563 item 1) Shipped 2017 Jul 10 $ 111.06)Q 729396521299
288396 Shipped Finao 10x10 playBOOK, (Ref: Fundy FS90354 item 1) Shipped 2017 Jul 5 $ 209.54 1ZTBFW420342097550
288143  Shipped Finao 10x10 playBOOK (Ref: Fundy FS89900 itern 1) Shipped 2017 Jun 27 $ 164.56 729396516989
e owme  mese  mema mo mwen =n °
PRODUCTION Search
Orders: 28 Results W fof3 W

Order id

88064533-2041-4d

eb4affsb-dfac-4

26214201

Jul 16th 2017, 7:38 pm

Jul 14th 2017, 4:38 am

11th 2017, 1:23 pm

galncomposure.com

hotography.com

phototravei@mac.com

90879 288837 ALBUM Jul 17th 2017, 8:25 am

ALBUM Jul 17th 2017, 8:26 am

30832 288834 ALBUM Jul 17th 2017,

ALBUM Jul 17

ALBUM Jui 10:12 am

0563 288582 ALBUM Jul 11th 2017, 10:28 am PRODUCTION

1. The status of each album will be shown and should be updated in Command Center to

match

2. Use the "Fundy Reference Number" to find the order in Command Center

3. If a tracking number is available it will be there!

Other Labs

Renaissance updates orders themselves, but fundydirect@fundysoftware.com still receives

shipping updates.

Common Processes
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Application Database

You'll hear the term "App Database" a lot in Support. So, what is an App Database? Well, every
application on your computer has a corresponding database that tracks the background history
of your application. This is a lot like your internet browser history. It is super helpful if you need
to backtrack to see sites you've been to, but after a while of not clearing your history, it can
cause browser slowness or other adverse issues. The same thing happens with your Fundy
Software app database. In order to correct this, you can do a simple reset.

How to reset an app database in:

MAC:

* Make sure your Fundy Designer application is closed

* Open Finder

+ Go to "Go" in the menu bar

* Hold down the option key so the Library Option appears
+ Click on Library (you can let go of the option key now)

+ Click Application Support

+ Click Fundy Software

+ Click Fundy Designer

+ Change the name of the Data Folder to DataOLD

* You have now reset the App Database

WINDOWS:

Click your Start menu

Click your User Name (most commonly in the upper right-hand corner)

Click AppData (if you do not see this folder, follow this link http://windows.microsoft.com/en-
us/windows/show-hidden-files for details on how to "unhide" it. note, you will want to hide
your folders again after this process so you don't accidentaly change anything at a later
date)

Click Roaming

Select the FundySoftware folder and rename it FundySoftwareOLD

You have now reset the App Database

You probably should avoid deleting an app database, but if you see one that was reset over a
few months previous, it is safe to delete the old database.
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Command Center

This article will review Command Center and how best to use it to help customers, apply
licenses, and utilize analytics.

What is Command Center? It is an in-house developed dashboard where all of our customer
information is housed. There are three Command Center databases:

1. https://ccpro.fundycentral.com

This is the database you will use most often, as it is correlated to the desktop application that
customers use. Whenever a customer makes a purchase, the purchase is reflected in this
database, most commonly referred to as Production or PRO.

2. https://cctest.fundycentral.com

This database, most commonly referred to as TEST, is used for internal and external testing.
Labs will download the test build of our software to verify that their specs are presenting
correctly. Sometimes our beta build is connected to this database. This database is primarily
used by the support and development teams.

3. https://ccdev.fundycentral.com

This database, referred to as DEV, is considered to be a "sandbox". A sandbox is

a testing environment that isolates untested code changes and outright experimentation from
the production environment or repository, in the context of software development including
Web development and revision control. The development server is primarily used by the
development team.

First, let's log into Command Center:

FUNDY

DESIGNER

Email Address

Password

Forgot your password?
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You will need to enter your email and the password used to set up your account. Once you log
in, you can change your password, if necessary. First, we will review the most used links in CC.
Once logged in, you can view the dashboard:

Priscilla Howell Log Out B

2222

Fundy Direct Users

Fundy Direct Enabled accounts

User Searh: 0Pl .

1. Lab Management: Click here to manage Lab information, specs, promotions and accounting.
2. User Management: This is the most utilized section of Command Center, as this is how clients
accounts are managed locally.

3. Sales Management: Most utilized by the markteting team, this is where the pricing for our
site is referenced.

4, System Settings: This is managed by the dev and operations teams. This is wehre the
download links listed on the site are located.

5. Error Logs: If you want to view user crashes for reporting, you will find them here.

Let's review these links in more detail.

LAB MANAGEMENT

Priscilla Howell Log Out B
Global Partners Partner Products Direct Products Direct Users
] Search
* Fundy Dirsct Partner Search: 167 Results e M »
4
Lab Manageme
Chris Boyie Loxley Golour chiis.boyle@loxleycolour.com Mar 6th 2014, 5:48 pm Oct 26th 2017, 8:20 am [ e | B3 z & ®» ® o
4 Fundy Designer -
mm  Jason Siedecki Finao Jasons@finao.com Mar 13th 2014, 6:48 pm Qct 26th 2017, ©:20 am [ e | B Z &8 » ®
Lauren Camus Design Aglow lauren@designaglow.cor Feb 25t 2015, 6:35 am Oct 26th 2017, 8:20 am [ e ] =B T 8 ®» ®
Ken Liu Renassance Albums ken@ren: Mar 22nd 2014, 6:48 pm Oct 26t 2017, 8:20 am [ e | B3 T &8 ®w m
s Sarah Goppola Lush Albums Info@lushalbums.com Dec 19th 2014, 11:56 am Oct 26th 2017, 8:20 am [ e | B T & ®w ®
n John Rank Miler's Info@millerslab.com Apr 3rd 2014, 6:48 pm Qct 26th 2017, 820 am [ e | B3 z 8 % m
Joe Collages Collages.net collages@testcompany.com Apr 14th 2014, 6:48 pm Qct 26th 2017, ©:20 am [ e | [ e | z &8 » ®
—
Chariie Pocle Natural Color Lab charles@naturalcoloriab.com Oct 27th 2014, 6:48 pm Oct 26th 2017, ©:20 am B [ e ] T 8 ®» ®
Joe Woodland Woodland Albums woodland@testcompany.com Apr 12th 2014, 6:48 pm Oct 26th 2017, 8:20 am [ e | [ o | z 8 ®w ®
Milan Antal Antal Photo Book Info@antaiphotobooks.com Dec 1st 2014, 9:43 am Oct 26th 2017, 8:20 am [ e | [ e | z & ®» ®
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Labs are listed in this view with the Fundy Direct labs listed first, and after that, in alphabetical
order.

1. If you know which lab you are looking for, you can search for that lab using the search bar.
2.You can see if a lab is a Direct lab and/an active lab in this column.

3. The actions column contains 4 icons.

a. The pencil/notepad icon will take you to the main lab information page. This page allows
you to change the lab  name, email, status, etc.

b. The book icon takes you to the lab sizes and offerings. You can edit album sizes, names,
etc.

c. The price tag icon takes you to the accounting tab for the lab. Here you can view all
uploaded, pending and submitted orders, as well as process remittances and other accounting
functions.

d. The dollar icon takes you to the lab promotion page. This only applies to Direct labs and
discounts the orders processed through Fundy Direct, but automatically applies the promotion
to the client's order.

Lab Management v Account Contact Info Licenses
o

Lab Settings General

i@ Labs Miller's / & Lab Management

John Rank [ Miller's ]

OFF

OFF

MILLER'S
PROFESSIDNAL IMABING

(]

Above, you can see the lab information page. As this example indicates, Millers lab is an active
Direct lab.

1. You can toggle the lab on and off here.

2. You can click the key icon to change the password for this account, click the envelope icon to
send an email to the email on file with instructions to change the password, or click the X to
delete the account (but don't delete the account).

3. The lab settings panel is mostly utilized by development and data management. It is not
recommended that you utilize this area without specific instruction.

USER MANAGEMENT
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Fundy Direct Users

Fundy Direct Enabled acoounts

[ Enter full or partial values for a user's first name, last name, company name, email address, or id... ] 9 Search
User Searoh: 0 Rosuls .
Avatar Name @ Company Name Email Type Created On Active Direct

Enter the customer's name or email in the search box and click search. Sometimes, you may
need to try a couple searches before you
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