CREATIVE STUDIO
GI-IENT PORTAI- FUNGTION POINT

Creative Studio uses next-generation project management > User-friendly client requests
software called Function Point. This software is designed ang giiEamiined Comimuntesiien
for an integrated system that embraces multi-media IR ot et

marketing collateral and digital strategies. > Centralized workflow in a real-
time, paperless environment,

perfect for remote teams.

> Improved project scheduling

If you don’t have a Function Point account, email L
and automated notifications.

creative@uwaterloo.ca to request login credentials

» Detailed project reporting and
real-time status monitoring.

LOGIN

@ Visit functionpoint.com and click the Login button located in the top right corner of the webpage.

@ Enter the following credentials and click the Let’s Do This button to login.

> Company Name: University of Waterloo > Username and Password: (as provided by Creative Studio)

.
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Hey, Welcome Back!

We Help Creative Agency Owners

Make Better
Business Decisions

Since 1997, Function Point's all-in-one agency management

software has been helping creative agencies optimize workflow,

streamline operations and get the insight needed to make better % i

business decisions. Today, more than 500 agencies use Function . o > o Tt E e

Point to take away the guesswork & make better business
Let's Do This

decisions for a thriving team, happy clients and agency growth.

Creative
Studio

% WATERLOO


mailto:creative%40uwaterloo.ca?subject=creative%40uwaterloo.ca
https://functionpoint.com

CREATE A NEW REQUEST

To submit a new project to Creative Studio, click on the Requests tab.
Each request has three sections that you will need to complete.

SECTION 1: BASIC INFORMATION

» Request name: Enter the name of your project (e.g., Advancement Brochure)
» Brief template: Select the type of project (e.g., Advertising, Publication, etc.)
» Delivery date: Select the date when you need the project completed by

» Budget (optional): Enter the budget for your project

» Description (optional): Provide a high-level overview of what your project is about

Requests

[ creste a new request | Create A New Request

& View éraft requests

= o
Ad for KW record

Submit To Request From

Univeruty of Waterioo University of Waterioo Client

Karen Creed-Thompson Q an Cliere Q

Basic Information

View requesty/estimates

* denotes required field

Click the Save & Next button to navigate to Section 2.

Continued on next page

NOTE

Creative Studio
requires at least
three weeks of
lead time for new
project requests.




SECTION 2: REQUEST DETAILS

In Section 2, enter as much information as you can so Creative Studio can
understand the full scope of your project. When you’ve completed Section 2,
click the Save & Next button to navigate to Section 3.

SECTION 3: MORE DETAILS

In Section 3, provide all required information including the Unit4 code to
help us properly process the request. When Section 3 is complete, click the
Save & Next button.

REVIEW AND SUBMIT REQUEST

Be sure to review all information provided with your request. If you need to make a change,

TIP

Enter as much
information as
you can to ensure
Creative Studio
understands the
full scope of work.

click the Save & Previous button to go back and edit details. When you are certain all information

is complete and accurate, click the Review & Submit button.

You will receive an email acknowledgment that your request has been submitted. The request
and its status can be viewed under the View Requests/Estimates tab along with any other work

you’ve requested.

Your request test 0805_1 has been submitted

em <noréply@functionpoint.coms

test 0805 1
Pending Estimate

Key Contact: Annie Client
Brief Template: Advertising v2

Delivery Date: Aug 31 2020

Description:
test




PROJECT ESTIMATES

Once Creative Studio has reviewed your request, you will receive an email notification to let you
know that Creative Studio has created an estimate. The estimate will be included as an attachment
with your email notification and can also be viewed by logging into the Function Point Client Portal.

New Estimate : 1041 - test 0805_1

L 3 s
Annie Au <a23au@uwaterloo.ca=(Annie Au via sendgrid.net - -
) Te @ Annie Au 336 PM

_|\ The actual sender of this message is different than the normal sender. Click here to learn more.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message.

EEN  Estimate 1047 - test 0805_1.pdf i

98 KB

Hello Annie Client,

Estimate 1041 - test 0805_1 has been created by Annie Au in the Function Point Project Management System.
Please contact the Estimate AE Karen Creed-Thompson at kcreedthompson@uwaterloo.ca for more information.

For your project, please login to Function Point Client Portal to see the design file to approve under the Files tab.
Once reviewed, go to Requests > View requests/estimates and find your Estimate to Approve or Decline.

Thank you
Creative Services

Select the_link to enter the FP Portal and see more details associated with this alert.

REVIEWING ACTIVE ESTIMATES

When you are logged into the Function Point Client Portal, you can review an estimate by
selecting the Requests tab and clicking View Requests/Estimates in the sidebar menu located on
the left. Each estimate pending approval will have an Approve link and a Decline link located
next to it under the Actions heading.

Requests Active Work Discussion My Details
Create a new request Active Requests/Estimates
<+ View draft requests Status - g Request Due Actions
test —
:3;;:- 1041 Aug 31 2020 >r
tes
nla 1 07 Aug 312020
test 0721_2
o b ’ Aug 312020
test 0721_3
test 0722 oz
1es 2 na
test ad brief 2
Test Advertisement as Admin =5 cunction Point

Continued on next page



Decline an Estimate

When you click the Decline link located under the Actions heading, the corresponding estimate will
be removed from the Active Requests/Estimates list until it is revised. It will still exist in the Function
Point system and can be reworked as a revision and can reappear in the list to Approve once Creative
Studio revises.

Requests Active Work Discussion My Details

Create a new request Active Requests/Estimates
.J- View draft requests Status P Request Due Actions
test -
@ 1041 r2 | test 0805_1 Aug 31 2020 ¢ X Do

test

nia test 0722_3 Aug 31 2020
test 0721_2

nla test brochure 0714 Aug 31 2020
test 0721_3
test 0722_1 "~
test 07222 nia
test ad brief 2

Test Advertisement as Admin = 2 5
i« Function Point

Appl‘ove an Estimate Approve Estimate

Approved

When you click the Approve link located under the Actions Change
heading, a pop-up box will appear with a drop-down menu to Addanote | The file looks great, approved thanks.
change the estimate status and a text field where you can add

a note. Complete the approval by clicking the Submit button.

Once an approval is submitted, the corresponding estimate
will change immediately and the project will be moved to the

Active Work tab. [ Cose [ subm |

Requests Active Work Discussion My Details

Create a new request Active Requests/Estimates
.¢ View draft requests Status - g Request Due Actions
test
test
na test 0722_3 Aug 31 2020
test 07212
nia test brochure 0714 Aug 312020
test 0721_3
test 0722_1 na '
test 0722_2 nia test brief ba
test ad brief 2

Test Advertisement as Admin = - :
£ £2 Function Point

After Creative Studio receives approval of an estimate, your request may be converted to a new job
(for example, a brochure order) and you will receive an email notification.



DESIGN REVIEW

When a design is ready for review or approval, you will receive a notification to view the
file. When you are logged into the Function Point Client Portal, go to the Active Work tab.
Select the job number and scroll to the Files where you can choose a file to view.

Discussion My Details

Requests Active Work

& Active Work JOb DetallS

41 zest 0BOS_1

Company Name  University of Waterloo Client

= test 08051

umber 1041 oo Dete  Aug 07 2020

= Open Joo Type Experiental

Description test

Source * Link Description Created Date
By Created

1 of0 = No records

TNotes |
2|

design looks good
think this i good proceed

0

4 Files |

) | g 07 2020 | 22 KB | Anrie Au

R pelf | Aug 07 2020 | 28 KB | Anrie Au

+ Reports/PDFs |

Job Summary

Job Status

Estimate

Brief

When reviewing a file, you can add comments to the job in the Notes section.



VIEWING ACTIVE WORK

When you log into the Client Portal, you will see the Active Work tab by default.
This tab shows any projects currently in progress.

e Work Discussio y Decals

|+ Active Work Active Work

30399 Correspondences

Project: No Project

30372 summer 2020 Catalogue The following Jobs do not belong to any Project.
30371 Create Cheezies Blog
19 Open May 12 2020
3 Summer 202( logue Open May 04 2020
Create Cheezies Blog Open

£2 Function Point

Select a job in the left-hand menu to see any available information about that project,
including links, notes, files and reports.

L Active Work | Job Details
30399 Correspondences
b Company Mame  Umbrella Bird Jewellery
30372 summer 2020 Catalogue
Job Mame  Correspondences
30371 Create Cheezies Blog
Job Number 30399 Job Date  May 12 2020
Status  Open Job Type  Brochure
Client PO
2sCr on
4 Links
Clear Sort
Source * Link Description Created Date
By Created
1 of0 b No records
+ Notes
E Administrator | May 12 2020 3:51 PM File Commeant
Please review this artwork
| hope you're having a lovely day!
Can you review this artwork?
N 1 Comments
i NG Screen Shot 2020 31.17 PM Jun 05 2020 | 159 KB | Nicole Del Negro R Edit X Delate

Add notes and files to a job by clicking the corresponding + Add button. There is no limit to the
number of files and notes you can add. Individual files must be under 50 MB.



Function Point Resources and Support:

support.functionpoint.com

=2 Function Point Resource Library ‘Wobinars Support Centra Product

What can we help you with?

S

Resource Library Support Centre Webinars Product Releases
From basic training to advanced Leg in to submit  ticket or emailus  More of a visual lsarner? Check out Check out the exciting
Toeatures, find your answers hen! at support@functionpointoem, our on demand webinars, improvements we've released and

what's on the way!

e

See What's New:

20 Fab, 2024 7 Dac, 2023
New Release: Work Planning View Enhancements Mew Release: Estimate Form Settings

19 Sep, 2023
Newr Release: Asana Integration

ction Contact Us

om
3

For more information contact: creative@uwaterloo.ca

uwaterloo.ca/creative-studio

PLEASE RECYCLE FP2209


https://support.functionpoint.com/
mailto:creative%40uwaterloo.ca?subject=
https://uwaterloo.ca/creative-studio
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