FLORIDA
> HOSPITAL

INSTRUCTIONS FOR USING (Q)

workamaijig

UseriD  bwayne

Password e

Login

www.floridahospital.com/q

User ID & Password: First initial of
your first name and your last name,
all as one word, lowercase.
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Once you have logged in, at the top of the screen, there is a row
of icons. Mouse over each option until the
pop-up tip says “New Project Request”.

L ¥
ACTIVE PROJECTS [ | §
|

Click that and a new window wiill open called “Add Project Request.”
Here you will see a list of the different types of projects that you can
request. Click the type of job you want to submit.

:"YVM'Y/}W“!"I EXMRVILRGFT oA §3F SRRITIW
® e . : , , Add Project Request
® https://app19.workamajig.com/s ' ;

New Reqguest

Please seioct the type of project request you would like to add from the list below.

£ Ac

Approx. 20 business days

‘é;“.a Ad Resize

Approx. § business days

5 Annual Report

Approx. 88 business days

“Ei Asgset Request

Approx. 2 business days

%é; Banner {retractable pop-up banner, building banner, otc.)
Approx. 21 business days

On the next screen, you will see a number of fields to fill in with general
information about you and your request. All fields that are marked with an
asterisk are required, however, please fill in as many of the fields as you

can, with as much information as you have to move things along smoothly.
For the delivery address, please provide a full, actual mailing
address and complete 10-digit phone number.
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Mew Request (Flyer}

Add Project Reque

& https:/ /appl9.workamajig.com/requests /Jadd_request_detail.aspx?Q!

Clignt %
Requested By
Notify Email ¥
Project Name¥

Descriptonr

Chent's Project Number

Project Due Date

Due Date Info

Cost Center

Reference Job Number

Fiyer Dimenswons ¥

Qruantity

Do wery Acdress

“Florida Hospital” is the

Fiorica Hosptal pdefault, you must update

Bruce Wayne and change to fit the
tneocore wells@fincso.org appropriate client.
Bruce Wayne s not Batmar

Ths s a fyer 1hat explains why Bruce Wayne s not,
ard can Pt be Batman, cortrary 10 s0me rumors.

OSI22720145 ™8]

Standard producton timeline :
5417

BSx 11 =
28,000
Adrec Pennyworth
Butier

1 Wayne Manor, Cotham, NY

-

Please note that all project types have a minimum number of days
to complete the job. These minimum number of days are pre-set
and cannot be changed. As seen in the screenshot below, if you
select a due date that is too early, the system wiill automatically

Errors

Client *
Reguested By
Notify Email ¥
Project Name®

Descripton
Client's Project Number
Project Due Date

Due Date Info #

Cost Center %

change it to a later date for you.

The Project Due Date must ba a minimum of 21 business days oul. The date has deer adusted (o 5202045

Fiorica Hospaal &
Bruce Wayne
theocore wells@finosp.org
Bruce Wayne s not Batmanr

Ths s a fiyer that explains why Bruce Wayne is not,
and can not be Batman, cortrary 10 some rumors.

5/20/2015 T3
Standard producton timeine 2 W

5447
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Next you will fill out the Creative Brief (If required).
Again, all fields with asterisks are required, but please fill out as much
information in as many fields as you can. If you are ever unsure about
what is being asked, mouse over the blue “i” to the right of the text box
and a pop-up will appear with an explanation.

Add P

»=D67DC1129D8RE:

@ https://appl9.workamajig.com/requests/add_request_spec.asp B79FIBIDIAZFRE2603I1CREC

New Reoqiusst (Fiyer)

Reconty 1ere nave toor wumors that Brace Wayne
S Batman We nead 10 counter ase rmars wish

Backgroung/Orervow % facts.
Poopie Wil 3209 ascng 71 am. nfact Batras
Benefits
Anytring. Serously, I I schest person you've
wver hoard of
Budget *
= %
Pacole who tink 7 Batman S0 mosty, man ang
woren, 1848,
Prmary Target Acdence #
&

On the next screen, you will be able to attach files. This is where
you will upload any and all logos, images, pdfs, word documents or
other files that the team will need in order to work on your request.

If you have more than 3 files/documents, please zip them
before attaching. Once you have added all of your files,
click the “Complete Request” button.

Add b

& https://appl9.workamajig.com/requests/add _request finish.asps

Haw Roquest (Flyen)

I wayre jogopng

-4

Your request has now been sent to the Project Management team.
They will either approve your request and send it to the appropriate
parties to work on, or in some cases, they will need to send the
request back to you for more information. This is why providing as
much information as you can is important.
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S

Click the “Project Requests” icon on the top row.

ACTIVE PROJECTS

The window that appears may be blank. If it is, click the “Screen” button
in the upper left of the window. Click the “Auto Run” checkbox and
the list will always update automatically.

| Bent For Approval

. Custom Filters.

| Request Trpe §

Your project will remain here in the “Project Requests”
section until it is approved or sent back to you.

@Qﬂww@& Q’%}"”qgﬂi’xﬁﬁm o . ‘ r ) etk st ’ ey ' - o an@ @

soisianin S
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If it is rejected, you will receive an email notification with a message
explaining what information is missing. If this happens, simply go to your
“Project Request” button at the top left. Click “Screen” which is the same

as refresh. Double click the request, add the needed information, hit save,
and click the “Resend for Approval” link at the top of the window.
NOTE: If it's on auto run, you don’t need to click “Screen”.

JECT REQUE

ACTIVE PROJECTS

Seren . POF . CBY . Excel . Emall ,)1{'},%%5\; | My Requasts

Fri - Flonds Hosp e Fhguet Figwr Aggsrreed
Custon Filters @

T

A i

o Haqestfae

Once your request has been approved, you will see that
reflected in the “Project Requests” window.
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After your request has been approved, you will see it
in the “Active Projects” window.

BOREEEE

ACTIVE PROJECTS

Double clicking your project in the “Active Projects” window brings
up the “Project Central” screen for your project.

-7 T R S A Sl

ALTIVE PRIUIELEY

- 1GFHO0035 Raefresh

Promet By o ot Batenan

@ Chient Frd.

eride Hospaal

‘!im&.im

fif] catendar
To Do kList
s

f

The tabs on the left will give a more detailed view of the progress
of your project.

The Dashboard holds the general information you supplied
with your request.

The Diary is where notes about your project are exchanged
between yourself and the creative team. You will also receive these

updates as emaiils.
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The Time Line will open a new window with a gantt view with every
task that needs to be completed. You will see when you need to
review or approve work; please do so in the allotted time frame to
keep your project on its timeline. If you do not, your project’s
completion date will be pushed out.

75.//appl9.workamajig.com/clent/ project_timeline.aspx?Projectley= 19332

Project - 16-FH.00035

Start Date H2ANS <:<

¥ Wooks 12
Bhow Summary Tasks Only

1-Load Time Q M

2- Edt Copy @ K

3. Craate tst Proof i} ]

4 - interrat Design Roview ﬁ H

5 - Roview 1t Proof @ o

& - Croate 2nd Proot 132 M

7 - Review 2rd Proof o) L

8 - Create 3rd Proof @ M

9 - RoviewiAzprove 4 Proof m -

10 - Final internal QA (Coay/Design} ® i

11 - Prop Filps for Pring @ H
12 - Doliver to Printer & m

The Calendar has the same information as the Gantt Chart,
presented in the Calendar view.

15«FH-00035 Project Calendar

&l hutps://applS.workamajig.com/client/p roject_calendar.aspx?Projectey=19332

Project - 15-FH-00035

e va } April

2 o045 & Next == ;g
SUN MON TUE WED THU FRI SAT
29 30 31 1 2 3 4
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There is also the “My Tasks” widget that lists any tasks needed by
you in order to complete your project.

i revotmm @ ()
B 155100005 - Bruce

Wayne s not Batman
S+ 5-Ruoviww I51 Proct

el ingg Prost

v hpprove S Proot

gprve Ird Procd

When you have completed a task that you have been assigned, go
to the “My Tasks” window, click the checkbox for “Done” and then

click “Save”. The “Save” icon looks like this:

051142015 (@) ¢

TaskiD  Task Name

Craale 18t Pre
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Your Info:

Please check your name/phone settings and make sure they
are accurate.

Email:

If you receive an email in Outlook from Workamagig from someone on the
project, you can reply to that email address (do not delete Workamagig
email address) then it will automatically add your reply to the Q Diary Post
as a reply. This way you do not need to open Q to reply to a Diary Post. For
all new Diary Posts, you will need to go into Q and make a new post.

Screen/Auto Run:

Make sure Auto Run is also check so you do not have to click the Screen
button in the future. (Screen is Q’s word for Refresh)

Need Less Than 3 Proofs?

If you approve a project after 1st or 2nd proof and do not need additional
proofs, do the following:

Send a Diary post to the project manager saying

1st/2nd proof is approved.

Need More Than 3 Proofs~?

Once you receive 3rd proof to review and realize you need more changes,
do the following:

Make a diary post to the project manager letting them know you need

another proof. Project manager will add another task for the designer and
another task for you to approve the proof.
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Timelines in Q:

Timelines may be adjusted depending on the project. The Project Manager
may need to add/remove steps based on the project. If new copy is
needed, the PM will add more steps into the timeline. If Nno copy is

needed the PM will remove steps. Please keep this in mind when putting
in your project. The PM will notify you if the project due date has

been extended.

Job Put on Hold:
If a job needs to stop being worked on and put on hold, ask the project
manager to do so. When the job is ready to be worked on again, please

let the project manager know and it will be put back into the production
timeline. Please note, this will impact your deadline.
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Q Cheat Sheet

1. Provide as much description as possible with your job submissions.
a. A good question to ask yourself when putting in a job, is “What do | want the end result
of this piece to be?”
b. Remember to change the client ID from FH to the correct one for each specific project
2. Steps for your task:
a. Go toyour task and click the bullseye, this jumps to the Files section in order to
download the most recent copy/proof.
b. If you have edits:
i. Mark up the PDF with your edits, RENAME it and upload it back into the job.
ii. Go to the Diary and make a post stating what you uploaded. Tag your PM.
iii. Mark your task complete. You must check the box and hit save.
c. Ifit’sapproved as is:
i. Go to the Diary and make a post stating that XX proof is approved. Tag your PM.
ii. Mark your task complete. You must check the box and hit save.
3. Marking up a PDF:
a. Use sticky notes/highlight where necessary. Direction should be clear to avoid potential
miscommunication errors.
b. Noscanned docs — handwriting can be hard to read, notes aren’t clean and it’s hard to
track if there are more than a handful.
4. Assume every time that your job will go to someone new. Provide DETAILS in your Diary posts.
a. Please refrain from posts such as, “spoke with Cam and he knows what to do.”
5. Deadline Options when submitting a job:
a. Hard = tied to an event and must be in hand by a specific date
b. Standard = flexible time line, no specific in hand date
6. Rejected jobs — These are still in your Q.
a. You don’t need to re-enter all of your information. Here’s where they live:

i. Onyour toolbar, go to Project Requests. Make sure Status shows Rejected and
hit the Screen button. Double click on the job you need to adjust, add
files/updated information and hit Resend for Approval.

7. Files and documents must be placed in the Files section only — not in the Diary
a. Everything you upload needs to live in the “Files” section — logos, photos, copy docs,
every document or file. Otherwise, files get lost in the Diary section since we don’t
utilize the files section of the Diary.
b. File description should be short. Ex: “edits to 1% proof”
c. Don’t click notify team; it will send an email to the entire marketing team.
8. Can’tfind a job number/title?
a. You need to be added to the team. Just email a PM, include the job number and ask to
be added to the team.
9. If you are including more than 3 files, zip them and upload into the job.
10. And finally, remember to Always tag your PM
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Rack card

A one, two, three, or four-panel
brochure that folds to 4" x 9" to

fit a standard holder. 1
Standard: 4" x¢” Rack card
Brochure [ e

Can be folded or saddle-stiched
(stapled at the spine), Saddle-
stitched brochures must have a
page count divisible by four.

Standard: 55" x 85" 0r 7" x ¢”

Large: 85" x 11" : |
Non-standard/other: I
Heazm{gi, oversized or custom Pl
shape (die cut)

Flyer

A simple single-sided or
double-sided sheet of paper.

Standard: 8.5 x n” (Letter)
Non-standard/other;

Flyer
Larger, smaller or custom shape
(die cut) R —
Folder
Standard: §” x 12” with one or i
two basic 4” pockets
With pages: Folders can

include saddle-stitched
pages. This option is
typically expensive.
Non-standard/other:
Horizontal, custom shaped-
pockets or multiple panels.
These options are typically ' S
more expensive,

|

Folderwith saddie-stizched papes

et

Invitation

One or more panels, horizontal or
vertical, with enveloge.

Standard: 5" x 7"

Non-standard/other: | il
Oversized or custom shape bavitarion

{die cut)

Postcards/direct mail

A piece mailed without an
envelope. One side must include
the return address, space for the
recipient address and indicia or
postage.

Postcard: A single panel,

4" x6"106.25" x 1"

(Larger requires more postage)

Direct mail: A mutliple-panel that
foldsto 4" x 6" t0 625" x 1"
(Larger requires more postage)

Typically glued to foam core
for durability.

Small v x 17"
Large: 24" x 36"

Banner
Hanging banner: Typically made
of vinyl with grommets in comers

or all around.

Hamprng bannes
Pop-up banner: A vinyl banner Jre——"
that unrolls vertically out of a
cassette. Hardware is resusable.
S
Popeng bawner
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https://docs.google.com/document/d/1 LPOPFWh4Vcw4uNLHyto71G-
OtKqQbLgKHJIoX4UftNTw/e dit?usp=sharing

Timelines For 1st Proofs (Days)

Ad 1 3 3
Ad Resize 0 0 ;|
Annual Report 5 15 4
Banner <4 0 2
Billboard 1 0 3
Brochure (2, 3, 4 Panel) 2 0 4
Direct Mailer 3 0 3
Envelopes 0 0 2
Flyer 1 3 3
Folder 0 0 3
Infographic 2 0 7
Invite 1 3 3
Letterhead 0 0 2
Multi-Page Brochure 5 7 7
Poster | 3 3
Rack Card 1 3 2
Reprint With Changes 1 0 3
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Ad: A new design is needed, but full, complete copy is provided.

Proof reader will review copy.

Ad Needing Copy: A new design and copy is needed.

Ad Resize: Only a resize, no changes are needed. ‘

Brochure (2, 3, or 4 Panels): These are folded rack cards. 16 x
9 or 12 x 9 folded to 4 x 9. These are not manuals or multiple
page brochures.

Reprint With Changes: Reprint with minor changes (i.e.: ad,
flyer, rack card, etc.) New copy, look, or design is not a reprint
with changes.

Reprint Without Changes: Exact reprint. No Changes.

Web Bug/Fix: Error with structure of site (this takes the Dev
Team. Something in the code is broken.)

Web Banner: A web banner design is needed and/or a web
banner needs updated.

Website Elements/Update - Copy/Design: Design or copy on
the site needs to be updated.

Web Content Update: Copy and/or photo updates needed on
the site - provided in the files section.

HOT Jobs: Any job that is needed sooner than the 1st proof due
date that is provided in the Q manual.
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