


GROUP ACCOUNT TOOLS

AdSwift provides an administrative section for Group Accounts. This section includes several
tools designed to make control of postcard marketing fast and easy for a small to mid-size
company, or a group within a larger Private Label corporation. The tools are only available
when logged into an administrator’s account. The administrator of a Group Account must create
and manage their own set of users, and is can post private marketing materials for the group
of users they create. These tools are designed to make it easy for offices to share marketing
materials, and also allows for group versus individual payment options, and the issuance and
tracking of marketing budget allowances. The tools that come with a Group Account are:
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MODIFY SETTINGS

A Group Account Administrator can control
options for shared or independent payment,
and automatic notification of orders placed

EDIT MENU CATEGORIES

A Group Account Administrator can create and
edit the categories for distributed marketing
materials, with relative menu association.

MANAGE USERS

A Group Account Administrator can edit, delete,
or access information for any user that they
created in the system, and their placed orders

REVIEW ORDERS

A Group Account Administrator can track & print
details for every order, including who placed it,
what they ordered, when and how many.

SWIFTCODE PROMO

A Group Account Administrator can create
marketing credits with time and cost limits, and
subsidize marketing from a prepaid amount.

ADD USER

A Group Account Administrator can create as
many users as they want and grant them online
access to a unique set of postcard marketing

MANAGE CAMPAIGNS

A Group Account Administrator can review,
categorize, and control all marketing artwork
in the Group Account, and swap artwork files.

CREATE NEW CAMPAIGN

A Group Account Administrator can use our
fast SwiftLoader Tool to fill the Group Account
with ready-to-use Postcard Marketing

Below are more detailed descriptions of these tools:

MODIFY SETTINGS

Group Account Administrators have the ability to change some site settings. These are described below:

(1) The recipient of the notification email that is sent each time an order is placed:

Use this toggle if you want to know when a user in your Group Account places an order. You will
receive an email with order details such as price, originator, and media selection, with a link to
automatically cancel the order if you so wish. Or, just let the notification go to the originator.

(2) The use of an office-wide credit card for all users in your Group Account:

Use this toggle to provide an open marketing allowance to your Group and use a single credit card
as a way to track all marketing expenses. Or, let your users pay with their own credit card.




CREATE NEW CAMPAIGN

Group Account Administrators have access to our SwiftLoader Tool that simplifies and automates the creation
of properly formatted PDF postcard artwork in both Regular and Jumbo sizes. Group Account Administrators
can NOT create Designer Accounts, but CAN accept artwork submitted by Designers in the system. Having your
own SwiftLoader allows you to be your own designer for the materials in a Group Account.

To upload new postcard artwork to your Group Account, click this button, then:

Enter a name that helps you to identify this postcard single or postcard campaign.

Choose a template type for the back side of the postcard (for more information, see “Template
System”) Diagrams of the templates are shown to assist your decision.
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Choose which company that you are submitting the postcard(s) to. In the case for Group
Accounts, your own Account will be the only choice available for you to submit to.
Therefore leave this menu as defaulted to.

(This tool is also used by Designers who can submit to any Group, which is why the menu is there.)
Click "CREATE CAMPAIGN". The screen will change.
Click the Green Link that says “ADD CARD”. The screen will change.

Use the “CHOOSE FILE” (or “BROWSE”) button to locate the FRONT JPG file on your hard drive
(see “Artwork Specifications” for details about file setup).

Use the “"CHOOSE FILE” (or “BROWSE") button to locate the BACK JPG file(s) on your hard
drive, if your chosen template uses them (see “Template System” for details about file setup).
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If you chose the “Full Template”, instead of uploading an image, you can write in a headline
and body text for the postcard back. Using the toggle that says “EDITABLE”, you can choose
to lock what you write so that the end user can not change it. Or, leave it so that they can edit
or change what you wrote.

Click the button that says “SAVE CARD”. The screen will return to the previous page.
(This tool can be used to add multiple cards, up to 12, automatically creating a POSTCARD CAMPAIGN!

Type in KEYWORDS. Use words that will help someone in your Group to easily search. Type
keywords one at a time or all at once using a comma to separate the words.

Click the button “ADD KEYWORD”. Each time, the screen will refresh. You will see the words
in red. You can delete a word by clicking it.To edit a word, delete it, and type it again.
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You may not require keywords if your site does have enough materials to justify a search. You
can always go back and add keywords after it becomes too large for reqular browsing.

Keyword tip: the more words you use, the easier someone will find what they want. Try using,

“car”, “auto” and “automobile”, for example. Try using common misspellings to help those challenged
by the English language. Using upper and lower case variations also helps.

Keyword tip: use things in the image and the key headline words for keywords. People will remember
something by typing “balloon” if a balloun was prominently visible, or a part of a headline that’s
powerful in its statement.

Keyword tip: catalog your approval IDs and numeric reference codes by using them as keywords!

@ Set your MENU CATEGORIES. The menu categories that you have already created will be visible.
In the first column are the Step 1, menu 1 options. In the second column are the Step 1, menu
3 options. (You cannot change Step 1, menu 2, because AdSwift will add new media types as
they become available.) Click one or more checkboxes in column 1, and one or more checkboxes
column 2. Click “SAVE MENU CATEGORIES”. Note that the postcard will only appear in the
menu categories for which you have created associations.

@ Click “REQUEST ADMINISTRATIVE APPROVAL”. As a Group Administrator, you must then go
to “MANAGE CAMPAIGNS” and approve the upload, thereby activating it in the system!
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SWIFTCODE PROMO

Group Account Administrators can prepay the SwiftCode tool and use it to subsidize or promote marketing
to any number of users. SwiftCodes can be generated with preset expiration dates and dollar amount limits.

To generate SwiftCodes for distribution, click this button, then:

Qo First you must PRE-PAY AdSwift to use this tool! (Think of it just like buying stamps at the Post Office.)
Write a check to AdSwift for the desired portion of your promotion budget and mail it to the following:

AdSwift, LLC. 3104 SE Tibbetts Street, Portland Oregon 97202

(We will credit your account immediately upon receipt of payment and notify you by email.)

Optionally, you can call our customer service line (866-999-0807) and pay by phone with a credit card.
Give your promotion a name to help you later identify which codes have been redeemed.

Type the number of codes you wish to generate.

Type the allocated dollar limit for each code. (Number of codes X code amount cannot exceed prepay total.)

Type an expiration date that you want these codes used before. Codes will not work after this date!
Click “Generate Codes”, and write down or copyl/paste the resulting strings of characters and digits.
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SwiftCodes are only good for one-time redemption, and must be entered by the user on the “confirmation” screen at the
end of the 5-Step ordering process instead of using a credit card.

SwiftCodes will deduct the allocated amount from the pre-pay amount at the time they are created.
SwiftCodes will AUTOMATICALLY CREDIT BACK the full amount to the prepay account if not used by the expiration date!
SwiftCodes will also credit back THE DIFFERENCE between allocated amount and used amount at time of redemption!

EDIT MENU CATEGORIES

Group Account Administrators can define and setup categories for the marketing that they post. This helps
users find the right materials more easily when using the 3 menus at Step 1 of the ordering process. The
“Definition” and the “Purpose” can be made relative to each other, such that choosing a definition in menu 1
will change the available purposes in menu 3. This system allows for two levels of category heirarchy.

To add, delete, or edit menu categories, click this button, then:

Add a Definition (Menu 1) by typing in a short word or two, then click the “add” button.

Add a Purpose (Menu 2) by typing in a short word or two, then click the “add” button.

Check ONE box in the Definition column, and ONE OR MORE boxes in the Purpose column.

Click “Add Association”. (When a user chooses a definition in menu 1, the associated purposes will auto-populate menu 3)
Repeat 1-4 as needed, until your marketing material structure is well represented and defined.

You can edit associations by repeating #3, checking or unchecking purposes for each definition.

To delete a category or a purpose, click its name in red. You will be prompted to confirm this action.
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Removing a category will cause all campaigns that were assigned to that category to lose their assignment! If you remove a
category, you MUST edit each campaign that was in that category, assigning each to a new category. Campaigns will remain
visible in the admin tools, but will not appear in the user side of the system until re-assigned to an existing category.

Changing the name of a category can only be performed by first deleting the old one then creating a new one. So, be careful
to setup your categories with careful forethought, to avoid having to re-assign a lot of your campaigns later.

Campaigns assigned to categories that do not yet have relative associations set, will not appear in the user side of the system.

ADD USERS

Group Account Administrators can add an unlimited number of users to their group. Unlike Private Label
Accounts, users can NOT sign up directly for a Group Account access; they MUST be created by the Group
Account Administrator. In this manner, Group Accounts are secure and managed for restricted access. This
works botltm 1;or small to mid-level businesses, as well as for privileged access to unique materials within a
Private Label.

To add a user, click this button, then:
(1) Fill out the form, assign the user a username and password, then click the button that says “SUBMIT".

Users will login under the AdSwift or Private Label Account’s normal login fields. The username is detected in our database
and the user automatically will be logged in to the account from which they were created.
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MANAGE USERS

Group Account Administrators have control over the User Accounts that they have created. This control
includes the ability to edit and delete users, as well as access and edit user information and change passwords.

To edit or delete a user in your Private Label Site, click this button, then:

(1) Click “Edit"” next to a user in the list to access that user’s account information.

(2) Choose which information you wish to edit. The choices are billing information,
shipping information, and password.

O Click “Delete” to remove a user from your Private Label site. (You cannot remove yourself.)

An account cannot be removed while in use by the user. It will disallow re-login after the user has logged out first.

AdSwift encrypts passwords, so you cannot lookup a user’s password. If a user loses their password they MUST call you, the
administrator. You can then go into their account information as explained above and give them a new password instead.

MANAGE CAMPAIGNS

The core function of a Group Account is to manage marketing campaigns and distribution for an office or
small sales team. Therefore, this tool is the most sophisticated in the admin section, and is 3 levels deep. The
first level shows what campaigns are in the system and their status, creator, date, and usage statistics. The
second level lets you edit the individual components of a campaign, including number of postcards, keywords,
and category assignments. The third level lets you access and/or replace the actual PDF and JPG files that go
to the printer and display on screen, including the text or JPG image(s) that go into the back template.

To manage your campaigns, click this button to get to Level 1, where you can:

(1) Click a thumbnail to see a larger view of the postcard front.

(2) Review the number of orders a campaign has accumulated, and the aggregate total of postcards
mailed across all of those orders. (Click the column headers to sort by that column’s information.)

(3) Approve or reject a submitted campaign. (See explanation of legend system below.)

When a Designer Account submits a campaign to a Group Account Site, you will be notified by an eMail stating “You have artwork
awaiting approval”. You will receive one email per submission. The submission will appear at the top of the list in “Manage
Campaigns”, and will have a P for “PENDING” next to it. The status of pending means that it has not yet been reviewed by an
administrator and either approved or rejected. You can use the “edit” button to review the artwork, and modify categories and
keywords as desired before approving. A campaign is NOT visible in the shared user part of the site when it is pending. The submitting
Designer also can NOT edit or delete the campaign while pending. Changing the status of a campaign will change the status shown in the
Designer Account as well as in your campaign list, so a Designer will also know when a campaign has been either accepted or rejected.

When you, the administrator, have reviewed a campaign submission and find it satisfactory either as is, or as edited, you can click

“Approve”, and the campaign will automatically and immediately be visible in the category(s) to which it was assigned in the user

section of the Group Account site. The legend icon will change to an A for “Approved” in both your campaign list and in the

submitting Designer’s Account. A Designer can NOT edit or delete a campaign while it is approved. This assures that unauthorized
changes do not get released to the sales force.

If the campaign does not pass your review, you can have the Designer change the submission by clicking “Reject”. When you do

so, an R for “Rejected” will appear in both your campaign list and the Designer Account. Rejected campaigns will NOT be visible

in the shared user aprt of the site, and editability will be automatically restored to the Designer. Rejecting a campaign will cause

a "canned message” screen to appear, which gives you the option to checkmark common reasons for rejection, or type in a specific
message to the Designer. Your message will appear in the Designer’s message box with a time and date stamp. You can optionally choose
to send no message, and a standard rejection notice will still go to the Designer. A Designer can edit the campaign and re-submit, which will
again change the legend icon back to pending. This is how the iterative design process is managed in the AdSwift system.

A Group Account Administrator will never see a U for “Unsubmitted”. This is a status that Designers see only when they are still

composing a campaign and have NOT YET submitted the campaign to the Group Account. Unsubmitted campaigns can be
partially saved and added to or edited by the Designer until they are ready to submit.

To turn a campaign on or off in the shared user section of the Group Account site, simply use the approve and reject buttons.
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To edit a campaign at Level 2, click the “Edit” button next to the campaign in the list, and then you can:

(1) Add a postcard to the campaign. Using the “Add Card” button, you can add postcards to the set, with
an upper limit of 12 postcards. Clicking “Add Card” will take you to the Layer 3 interface, see below.

(Note that leaving 1 postcard will leave the submission classified as a “SINGLE POSTCARD” as can be selected by menu #2 at Step
1 of the ordering process. Adding one or more postcards to the first one will automatically re-classify the submission as a “POSTCARD
CAMPAIGN” in menu #2 at Step 1 of the ordering process. Deleting postcards will have the inverse classification effect.)

(2) Add, edit or delete keywords. Keywords are used at Step 2 of the ordering process to help users further
narrow down their search for a specific campaign when browsing the thumbnails. Keywords can be
entered one at a time or several at once if separated by a comma. Type keyword(s) into field and click
“add keyword”. To remove a keyword, click the red keyword. You will be prompted to confirm this
action. To change a misspelled keyword, you must delete it first, then add it back corrected.

(3) Categorize the campaign. Checkmark ONE OR MORE definitions from the left column, and ONE OR
MORE purposes from the right column, then click “Save Menu Categories”. Edit anytime as needed.

(Note that the campaign will appear only in the combination of definition/purpose categories that have associations set in your
“Edit Menu Categories” tool, even if more unassociated categories are chosen here.)

To edit a campaign at Level 3, click the “Edit” button that is directly under one of the postcard thumbnails. This
will take you to the interface where you can access all the print files for that individual postcard. There are 4
front files and either 0, 1, or two bac{ files available here. The front files will have been generated by our
SwiftLoader engine, but advanced users can edit them after the SwiftLoader creates them. For more details
about these files, see “AdSwift Artwork Guidelines”. To edit these files:

0 First click on the name of the file you wish to edit (or, right-click to download). Files are named like this:

yourfilename_R.pdf = The Regular Size high resolution print-ready PDF
yourfilename_J.pdf = The Jumbo Size high resolution print-ready PDF

yourfilename_D.jpg = A low resolution JPG for Display on the web page
yourfilename_T.jpg = A very low resolution JPG Thumbnail for browsing postcards

(2) Save the file to your drive, and open it in your editing software. Make your edits and save it.
(Note, by following these steps, you will retain proper formatting and filename. Do NOT change the filename!)

(3) Click the “Browse” button next to the filename you downloaded, and find the revised file on your
drive. Do this for each file that you edited, including the image(s) for the back template if applicable.
(Please be very careful to overwrite the exact filename! Also be careful to upload the right size into the right place!)

(4) Click “Save Card”, and THEN WAIT! Depending on how well you followed the compression guidelines
shown on that page, and your connection speed, your files can take from 30 seconds to 5 minutes to
upload. Do not click anything else until the files are done. You will know they are done when you are
automatically returned to the Level 2 interface, and you will see a thumbnail of your uploaded card.

Editing the PDF files that go to our print facility will require that you have some knowledge of graphics software and prepress
file setup. we suggest that the PDFs be opened, edited and saved in Adobe Photoshop, or equivalent application. If you cannot
do this properly, please just leave the original files that were automatically generated by our SwiftLoader tool.

There is a link to more technical artwork specifications here. File templates are provided for download in format for Macromedia
Freehand and Adobe lllustrator, as well as in JPEG, GIF and PDF formats.

REVIEW ORDERS

Group Account Administrators have access to ALL order activity on the Group Account site, and can track, print,
and analyze any order, including review of lists, materials and customized information sent by the user.

To review orders your Group Account Site, click this button, then:

(1) Review the list to see what orders have been processed. Filter by clicking the column headers.

9 Click the “Reference Number” to get more information, such as originator, date, amount, and location.
© Click the file links at the bottom of that window and see the list and PDFs that were sent.

(4) Click the “Print” button at the top of that window to print the information as a receipt.

All Intellectual Properties and Disclosures herein are the sole and proprietary property of AdSwift, LLC. © 2005, All rights reserved.




