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AIM Website Address 

Online Address: www.artinmotion.com or http://64.47.138.40/AIM
Testing external URL: http://64.47.138.38/AIM
How to Maintain AIM Website Data
· How to log in website in  back end.

1. Go to AIM Website and click Sign In module as below:
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2. Type in the username and password:

Test username: admin

Password: 123456

3. After log in, The “Sign In” change to “My AIM “. 
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4. Click MY AIM-->Admin  to AIM backend.
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· How to maintain General pages
1. Go to web content-->General pages module. There are several sub-menus on the left side of this page. Each sub-menu is linked with each web page on the front end .Here, make the “About us” as a sample.

2. Click the about us on the left side menu and open the about us page, see below screenshot: 
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3. Fill in the required fields of about us page:

· Title:  To type the page name.

· Keyword:  To type the  keyword about the page and let the search engine such as google etc is easy to find our website page.

· Banner: To upload an image and this image is the page’s key visual.

The image must be horizontal picture and the pixel size is better to set by 940*250 px. 

4. After that, go to enter the content of about us page. Click the icon on top-right corner button.
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After click the Dropdown icon, see below:
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5. You can use the edit tools to change the content format. 

Some pages such as Career and Copyright&Trademark page, should make the link with other page. 

Here is how to make the link in the content

1) Select the words you want to make the link. See below as example:
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2) Click the right key of your mouse, to open below page.
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3) Click Edit link to open below page,select the Link type with “URL” and Protocol with” http://”
The URL field is the website address which page do you want to link, see below
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Here, we want to link to ContactUS page. So we can open the Contact Us page, copy the address to fill into above URL field.
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6. after editing contents and save it, then you can review the about us page on the front end as below:
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· How to maintain company blog 
1. Go to web content-->Company Blog module. See below screenshot:
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2. Click New button and open the blog edit page:
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3. After filling into the blog content. See below
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Here, there are below button,
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 button is to insert images.
4. Click image button and click the <Upload> Button.
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5. Click the browse to upload the image which you want to insert in blog:

[image: image18.png]Image Properties

mago1no || ik | Upead

Advanced

Send itto the Server

[C\Documents and Settings\Administ] (Browse:

Send itto the Server

cancel





6. Click <Send it to the service> and pop up below windows:
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7. Change the image width and height , then click <OK> button and will see the image has inserted into the blog.
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8. Click the save button, the new blog is created successfully. Click the ok button to return to blog list page, see below:
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9. After that, you can review the new company blog in the front end.
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· How to create a showroom
1. Go to web content-->Showrooms&Trade-shows module. See below screenshot:
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2. Click New button to open the showroom detail page and fill into all the required fields:
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3. Click Save button and the showroom created successfully and you can review it in the front end.
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· How to set up the gallery
1. Go to galleries module in back end. See below screenshot:
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2. Click New button to open the gallery detail page and fill into all the required fields:
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3. Then, click upload button to upload the gallery cover as below:
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***Please note that the cover image size is better to be 940*580 px.
4. Click select button to open the product list search page .here, you can search out the artworks which do you want to add into the gallery.
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5. After that, you will see that the artworks you selected have been added into the gallery:
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6. If you want to delete the artworks , just click the  icon to delete it. See below:
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7. After that, save it and the gallery has been set up.
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Notes: since the publish date is 3/12, this gallery will be shown on website in front end  on 3/12.
· How to set up eCatalog
1. Go to eCatalogue module in back end. See below screenshot:
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2. Click New button to open the eCatalogue edit page. Enter into the gallery name and Publish Date. Then click the upload button to select one of PDF catalogs.
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3. When the pdf uploaded, all PDF document will be listed as below:
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4. Save it and the gallery has been set up. Then you can review the catalog on the list page.
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**Notes: the publish date is to decide when the catalog can be reviewed in front end.
If the publish date is current date, the gallery can be reviewed at front page. 
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· How to set up artist account 
1. Before you set up artist account on AIM website, we have to set up the artist on EEC system first.
Go to EEC-->product merchandising-->Art in motion-->Artist page and enter into all the required fields.
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Notes:
a. Only the “show on AIM website” artist will be shown on AIM website –artist list page list.
b. the artist email address is required since the email will be artist’s username for website.
2. After saving the artist information on EEC and checked “show on AIM website”, go to AIM website back end( artist list page . You can find the artist has been list here, but the Avatar and password is blank.
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3. Click the edit icon to open the artist edit page.
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4. Enter into all the information of the artist.
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Notes:
1) Avatar: artist photo is required.
2) Banner: To upload an image as artist key visual in frond end  or select one of artworks as the artist key visual. See below.
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3) Biography: it is required.
5. After the artist information has been entered. Click the save button and return to artist list page.
You will see the avatar column has been checked instead of blank.
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6. Click password button (See below <password> button icon) and our system will send the email to artist automatically with username and password. [image: image44.png]Password Icon
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<The email to artist>
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· How to do registration&artwork  review 

At first, our website users submit the artwork from “Artist/Submit your art/Register Artist form” page in front end. Then, the message will be listed in Registration&Artwork page in back end.
There is four status in artwork review page: Pending, Accept, Decline and Interest. The default status is pending. That means the register from users is not doing and we should do it.
1. Go to AIM website back end( artist(Register&Artwork Review page, the submitted register form from users has been list this page.  The default status is pending.
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2. Click the edit icon(see above screenshot) to open the Register&Artwork Review detail page.
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The status is pending at present. You can click Accept or Deline or Interest button according to business. 

For example: Click the  Accept button, you will see the status  has changed from pending to Accept. See below screenshot:
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Notes:

a.) Accept to accept this register&artwork request, and the status will be changed to Accept status.
    b.) Decline button to decline this register&Artwork request and the status will be changed to Decline.
At the same time, our system will send the email automatically.
   c.) Interest button to show we have interested with this artwork but not sure we can corporation  immediately and the status will be changed to Interest , at the same time, our system will send the email automatically.
· How to set up customer’s  account 
1. Before you set up customer account on AIM website, we have to set up the customer account on EECUS system first. Go to EECUS-->Maintenance-->Small reseller page and enter into all the required fields. Click save button, the small reseller is created. The status is Inactive.
2. After checking the customer information and click Approve button. Then, the customer status  is changed to active. 
3. Go to AIM website back end( Customer Account List page, the added customer has been listed in the grid.  The status in AIM website is default as inactive and the customer type and password fields are empty.
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4. Click the edit icon in the grid to open the customer edit page.
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5. Select customer type and status checkbox. Then click <Create Account> button to set up AIM account for customer.
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After click <Create Account> button to pop up below messages:
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· <OK> to send out login notification email to user.

· <Cancel>: not to send out login notification email to user.
6. Go back to customer list page, and you will see the <Account Created> column has been checked and the status is active. That means the customer has been set up and can log in our AIM website by themselves.
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· How to maintain comments
1. Go to AIM website back end-->System Admin-->Comments page. Here user can edit and delete the artist and product comments.  Select the comments and click delete button.
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2. Click the edit button in the grid to open the comments edit page. 
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3. In edit page user can change the Comments contents and comments date. 
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4. After changed comments and click save, you can go to the website in front end and will review the comments which has been changed.
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· How to handle contact form
1. Contact form is from AIM Website Contact us page in front end.
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2. After user submitted the message, it will list in AIM website back end-->System Admin-->Contact form page. The status is new.
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3. Click the edit icon in the grid to open the contact form detail page. See above picture. The contact form status will be changed to Read.
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4. Click Apply button to open the default email service to send email to the customer(F.e Outlook). The contact form will be changed to Replied.
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· How to maintain product
1. Go to AIM website back –> product module, There are 2 sub menu. Collectons and Licensing
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Collections: this page is to list all publishing items and can export by excel.
[image: image63.png]ART IN MOTION

#1 Art Publisher in North America

WEB CONTENT ~ GALLERIES ~ PRODUCT  ECATALOG  ARTIST USTOMER  ANALYTICS
Hortie » Admin » Collctions
Product Name: Artist Name: AIM ID:
Sethlo, Therne: =l color = search || Excel
Page Size | 10 1 Of 124Pages Total: 1233 FIRST
Product ¢ Price Retal ¢
Item No. ¢ AMID - Size Artist No. Artist Name ¢ Set No. Theme,
Name Code Price
Absfract, Animals,
6.5x3.58 Botanical, Country/Fok,
AC3087 011FIS1060  AlMree Teree 011 ARNIE Fisk. PROO $15.00
Inch Floral - Contemporary,
Kitchen
GILDED 39.37x39.37
A5149 011FIS1078 011 ARNIE Fisk. $0.00
KIMONO Inch
VINTAGE 7.09%7.09
D3488 011FIS1093 011 ARNIE Fisk. PROO $4.80
GARDEN 2 Inch
VINTAGE 15.75x15.75
A5474 011FIS1095 011 ARNIE Fisk. PR35 $17.50
GARDEN 3 Inch

PREVIOUS

Color

Black & White,
Ble, Blue
Chocolate,

Gray, Green

Admin

Logout

NEXT | | LasT.

Create Date

07/11/13

08/17/13

08/17/13

08/17/13

o




Licensing: this page is to list all the licensing items and can export by excel.
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How to create an Artist on EEC
1. Go to Art In Motion-->AIM Maintenance-->Artist, click the <New> button:     
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                                                                    [Pict-19]                  

KEY Fields:
· Artist Type.：Dropdown List with three options：Independent, In-house, In-house with royalty.
· Artist No.: Generate by system.
· Artist Abr.: Generate by system.
· Print Code: Generate with system. Don's allow to editable.
· Canvas Code: Generate with system. Don's allow to editable. 
· AWD Code: Generate by system.
· Artist Status: Dropdown List with three options: Active, Inactive and Released. Default is Active.
Active: Artist who is currently in contract with Art box, submitting artwork;
Inactive: We don't make the contract with artist but we still use artist's old artwork.
Released: We don't make the contract with artist and don't use artist's artwork too. the related AIM ID and item should be discontinued.
· Sub-Licensing: It means this artist’s Artwork can be used to other products. Default is checked.
· Shown on AIM Website: Checked this box means this artist has the access to log in AIM website. Default is unchecked.
2. Fill all the required fields in the artist page and click the save button. Then the new artist is created in our system. 
How to feed Items to Website

1. The AIM ID and image item no. has to create in “Art In Motion->AIM ID Mgt” page on EEC system at first. See below screen shot.----this part is made by Canada team.
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2. Then, set up the item no. in item master page
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Notes:

a.) This part is made by UCT Team.(UCT Team email address: china.uct@twhome.com.cn)
b.) before creating the item master, UCT Team have to get below information:

Item no, Item cost 
c.) how to create an item in item master page, see below manual<items set up>
3. After that, go to “product resource(retail item list” page to set up retail item no.
How to create a retail item in retail item list page, see below manual<Retail items set up>
(This part is made by E-commerce team, E-Commerce  email : china.ecommerce@twhome.com.cn)
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Click new button to open the retail product detail page. the BDM team will set up the retail items.
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Notes: BDM team have to get below information:
a.) Retail item no.

b.) Retail price

c.)Retail item set no.

d.) UPC code

e) Item’s image and the image can be named by AIM ID(sample1) or AIM ID_Item no.(sample2)
samples:
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4. Then, Run the system service” FeedRetailProduct” by system. 
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After that, you can review the items on our website “collection” list page if the artwork is publishing. If the item is licensing, it will be list in licensing list page.

Appendix
1. How to create AIM Item No. in Item master page
1. Go to Production Resource-->Item Master, click button “AIM Image Item”，pop up the window "Add AIM Item". see[Pict-1] 

[image: image73.png]Doms . e e R —— ] —
e Mig.temNos [ ] Wetwrbshots [ ] HSNo.DutyRate
) ks O ammpement_ RN = 9 s —

N, Product Merchandising

Description I I T
B gy Pescistion-short: [ ] colon [ selingQw/pack
VN, Management Reports__ [N [
Add ATM Ttem
rand Name:
Brand N | — ttemNo: | ] “artit
/N, Outlook Queries
UPC Code: :,il HTS No. 2]
N, Production Management upc B o7 pace amberisis agineiza
items
/N, Quality Assurance Product Category: Duty Rate:
At Tide ¢ atus si
/N, Costing & Quotation
Unit Of Measure: cost Select ABODL3 lesse Hu Art el JessieHu  OUHUOOL  Completed  20°10 Inch
N, Logistic i ) loom costs Select ABOO2L  Daybreak Trevorzhou  0162HO0001  Completed 1616 Inch
R, Otion Ho O | Seect ABO24 JacklicensingPictres  JackBack 009BLAD0DL Completed  16°16 Inch
o [ ] e Seled ABO025 Jacklicensing ictures  JackBack 009BLADODL  Completed  25°25 Inch
N, Warehouse Management g g Slet AB0026 JacklicensingPictures  JackBack  009BLAD00L Completed  45°45 CM
TR we - primary Location ther Prices/ ] St ABOOZS JackLicensng Picures  JackBlack 00%BLAOODI  Completed _ 15°15 Inch
L Sdect ABOO30  The Osk FL SBALI000L  Completed 45745 Gl
/N, Charge Back Defauit Location: Cust, Item No.i Select ABGO31  Freedom Eeli SB7LI0001  Completed 2323 Inch
e Sdect ABO033 Freedom Eeli SE7LI000L  Completed 23%32 Gl
juction Resources Status: e O] VendoritemNd s apooa4 okt Elenatang  0L0TANOD02  Completed  20°10 Inch
Closeout Date: Select ABOO43 voket Elnatang  OW0TANODD2 Completed 815 Inch
- Select ABOOH4volet Elnatang  OL0TANOD02  Completed  23°23 Inch
e T e e
L] G Select ABOOAS volet Elenatang  0L0TANODD Completed 3030 |
Ttem Number: Vendor Item N Select  AB0046  vioet Elenatang  0L0TANOO02  Completed  30°30 CM
Seect AB0047 abstractart Elnatang  0L0TANODOS  Completed  15°15 CM
Type: Product Catego| seect pp0pds abstrct art Elnatang  0L0TANODOS  Completed  22°22CM
CostltemNo: [ ] Customer Code| Selet ABNOSO abstratat Elnatang  0L0TANODOS  Completed  8°15 Inch
Select ABO00S9 room Cothyshi  SB3SHIOOD  Completed  20°20 Inch
Status: pattern: Select ABOOE0 room Cathy shi 9835HION01 | Completed 15”15 Inch
Sdlect ABO0GL room Cothyshi  SB3SHIOODI  Completed  25°25 Inch
N, Fabric & Material Resource




                                                                 [Pict-1] 
*****************************************************************************************************************************************

Note: Only the Aim item that the Image format is "Print" and the AIM item status is "completed"  will display on AIM Image Item page.

*****************************************************************************************************************************************

 

2. Select An AIM item in the window "Add Aim Item" , the AIM item information is linked to Item Master page.

(Item no. is linked from AIM No., description is linked from Art title, and the size is linked from Aim item size)

Other fields can be edited like normal items. See [Pict-2]
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                                                                  [Pict-2] 
 

 

3. Fill other required fields like normal items and save. 

2. How to Maintain AIM retail item
1. Go to Production Merchandising-->AIM Image item List
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2.Search Out the Item that need to maintain
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Notes：Please check if the Item Status is “Complete”,if not, User need to ask it to be completed(Currently UCT do this work)

3. Click the Item No. in the grid 
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Fields 

· Product Name: It’s a required field，editable. System set the Art Title as product name by default.

· Retail Price：It’s a required field，editable. It equals the retail price in price code by default. 

· Keyword: not required field, User clicks the pencil icon to open the window to add keywords.

· Retail Item Picture：It’s a required field，it will be the same as the AIM No. Image by default, use can replace it manually.

· Publishing Sets: User click the radio before the set No.to make it as default set. System use the first set as the default set. 
· Retail Item: It’s check box，Only when it’s checked, the item will be uploaded to AIM website.

When the AIM Retail item set up, it will generate the action for this retail item. Then the retail item will show on AIM website automatically.
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