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Document Overview 
This document outlines and explains how to access and utilize the settings on your My Promo 

Office site. This document will run you through the following settings/Functions: 

• System Options 

• Global Variables 

• Manage Status 

• Manage Terms 

• Manage Product Sizes 

• Other Cost Types 

• Manage Customer Industry 

• Manage Shipping Line 

• Manage Sub Jobs 

• Developer Note 
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Step 1.0 

Hover your mouse over the settings tab, as seen highlighted in the image below.   

 

Step 1.1 

Click on “System Options” to view the tab. 
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Step 1.2 – System Options 

Within the System Options tab, there will be settings specific to your business needs that will 

need to be changed. Gun Web Systems  
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Step 2.0 – Global Variables 

Repeat step 1.0, click on Global Variables.  

You will then be able to edit the variables before creating a quote. This can be done by clicking 

update. 
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Step 3.0 – Manage Status 

Repeat step 1.0, click on Manage Status. 

You can update the status of a job by selecting a job and updating the status of the product. 
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Step 4.0 – Manage Terms 

Repeat step 1.0, click on Manage Terms. 

Within the manage terms function you can create custom sign off terms and/or update the sign 

off terms on a particular job.  
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Step 5.0 – Manage Product Sizes 

Repeat step 1.0, click on Manage Product Sizes.  

Within the manage product sizes function you can add a product size and/or update the sizes 

available for existing products. 
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Step 6.0 – Other Cost Types 

Repeat step 1.0, click on Other Cost Types. 

Within the other cost types function you create another cost type and/or update a current cost 

type.  
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Step 7.0 – Other Cost Group 

Repeat step 1.0, click on Current Cost Group. 

Within the other cost group function, you can update a current cost group or create a new cost 

group. 
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Step 8.0 – Manage Customer Category 

Repeat step 1.0, click on Manage Customer Category.  

Within the manage customer category function, you can create a customer category and/or 

update a current customer cate 
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Step 9.0 – Manage Customer Industry   

Repeat step 1.0, click on Manage Customer Industry.  

Within the manage customer industry function, you can create a customer industry and/or 

update a current customer industry. 
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Step 10.0 – Manage Shipping Line 

Repeat step 1.0, click on Manage Shipping Line. 

Within the manage shipping line function you can create a new shipping line and/or update a 

current shipping line.  
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Step 11.0 – Manage Sub Jobs 

Repeat step 1.0, click on Manage Sub Jobs. 

Within the manage sub jobs function you can create a new sub artwork job and/or update an 

existing sub artwork job. 
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Step 12.0 – Developer Note 

Repeat step 1.0, click on Manage Shipping Line. 

Within this function, you can create a new developer note and/or update a current developer 

note.  

 

 


