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Company Wide
● Mission/Values/Vision
● Video 1
● Video 2
● Video 3
● Video 4

https://video.wixstatic.com/video/9f89e7_fde75c231e90422b9d669ce05608d0f0/1080p/mp4/file.mp4
https://www.loom.com/share/a71c1ca3111a479e90d92bfda5773e79?sid=8039e94e-9f58-4c21-ad90-767fcb53525d
https://www.loom.com/share/e887ea3c23c74c9cb659c325a6ba59fd?sid=194ebde2-27e4-49e5-95f7-43919215cbed
https://www.loom.com/share/ced7ff224bba448eadd9eef789a0e670?sid=a200b539-fb2f-48ce-ba03-7b63f1882b1d


Company Wide Programs

● Active Campaign - company wide CRM (short video)
● Acuity - scheduling system (short video)
● WhatsApp – department to department communication (link to site)
● Trello - task management system (short video)
● Google Chrome - how to get logged in (it’s more than just your login)
● Airtable - under construction, stay tuned for updates

https://www.loom.com/share/03429a37afef46c182c72c09fa625029?sid=7006dd6c-d117-4420-bde2-e8f215f0dc05
https://www.loom.com/share/532a0dfa8815497ba02766c668bde623?sid=241ddb00-54c8-45dc-9a23-eb6e1982e202
https://web.whatsapp.com/
https://www.loom.com/share/0a378283bf0842d99fb4ada75ce13f36?sid=6a92a206-fcfb-40ef-a4f1-86362186519a
https://www.loom.com/share/af5d767ca21846c5994f49140f6f9ebd?sid=95a2c485-a29c-4bef-9528-6412376edd87


Editing
● Pet Editing
● Fairy Editing
● Family/Children/Dancer Editing
● Santa Editing
● Boudoir Editing



How to Edit Pets

🎥 Video Tutorials: Step-by-Step Editing
● Video 1
● Video 2
● Video 3
● Enhancing Image Exposure Techniques

󰜼 Practice Your Skills
📂 Resource Folder

https://drive.google.com/file/d/1SUaISXFYncYkhk_rN4be_Mn9w_juHqnx/view?usp=drive_link
https://drive.google.com/file/d/1gs6xpKxMGxFq7Sran1TxSgsZx5zYFt-d/view?usp=drive_link
https://drive.google.com/file/d/1oEhsgsw2ZgDlHO5twklyUNBVHKB3LXJi/view?usp=drive_link
https://www.loom.com/share/973f8aaf3872429e8f43d4b175a42dcd?sid=44a0f096-1b27-4a0b-bd5d-768ad3679fa9
https://drive.google.com/drive/folders/1eKaWly4ZjXmkmOK3gGddvwH7UokVlv7c?usp=drive_link


How to Edit Fairies 

● 🔥 Core Editing Steps 
● 🔹 Video 1 - Applying the Pre-Set (Camera Raw)
🎥 Learn how to apply the preset for a consistent base edit - same 
for both fairy & fish

▶ [Watch Video]

🎥 Video Tutorials: Step-by-Step Editing

https://www.loom.com/share/2651b9ad4ad84edc90f77e0b9743ab62?sid=0206c726-cd7b-415d-b704-c201420fdac6


How to Edit Fairies 

🔹 Video 2 - Installing the Topaz Legacy Plug-ins

▶ Topaz Plugins: Install BEFORE Installing the Action

🔹 Video 3 - Loading & Applying the Photoshop Action (Batch & Individually)

● Open the Window Menu in Photoshop. Choose Actions from the menu.
● Click the Menu Icon.
● Scroll Down to Load Actions.
● Open the Photoshop Actions Folder.
● Double-click the .ATN file.
● Click on an Action, Press the Play Button. Enjoy!

▶ Installing the Fairy/Fish Photoshop Action

🎥 Video Tutorials: Step-by-Step Editing

https://www.loom.com/share/198dcae918824a85874cf84095715d09?sid=e289eda3-a676-4094-a74b-2437b17817ee
https://www.loom.com/share/552d885b722a46759bb66ec5951d4fd4?sid=52df9b8f-7bfb-4ba8-a6d1-cf20b00328a4


How to Edit Fairies 

🎥 Video Tutorials: Step-by-Step Editing
● 🔹 Video 3 - Fairy/Fish Overview
🎥 Watch Video

● 🔹 Video 5 - Installing Flood & Rippling Water http:// flamingpear.com/download
🎥 Watch Video

● 🔹 Video 6 - Fairies: Adding the Fairy into the Tea Party
🎥 Watch Video

● 🔹 Video 7 - Fairies: Adding Pixie Dust
🎥 Watch Video

● 🔹 Video 8 - Fairies: Adding Fireflies
🎥 Watch Video

● 🔹 Video 9- Fairies: Adding Lantern Glow
🎥 Watch Video

● 🔹 Video 10 - Fairies: Adding Treasure Chest Glow
🎥 Watch Video

󰜼 Practice Your Skills
📂 Resource Folder

https://www.loom.com/share/d1e97b9704b542e4bfac38119e251739?sid=31cfb962-c63c-44f4-8209-635ed4aa0944
http://flamingpear.com/download
https://www.loom.com/share/e4c3fb606b234cb7a62b7663769c836b?sid=fa6860f4-bbdc-4a39-9252-449c8046f1ce
https://www.loom.com/share/5d913d19a9cf421da4b1922f9cdffcaf?sid=fe9098c2-fd25-4349-9025-f18de18f3210
https://www.loom.com/share/25ebad6a1baf42b5b95baafe6c0cf759?sid=e40c5d78-b3cc-4a33-973e-91109a774bbf
https://www.loom.com/share/03f2fde825de4d97b4c2e7020372f380?sid=24036e87-332d-4658-bb3d-c797bb98177f
https://www.loom.com/share/5acf9100b3624ecfb5aba64ebf7cbe43?sid=9672e123-c2b1-41f2-8d0c-3b8e5972d714
https://www.loom.com/share/9fe64ca12d034f36a244998ce1739428?sid=2625e510-035c-43b3-a1dc-f7f149293e4a
https://drive.google.com/drive/folders/1qMZ_BIkYFymedIBmdAGt7IqucqVmkZIR?usp=drive_link


How to Edit Fisherman

🎥 Video Tutorials: Step-by-Step Editing
● 🔹 Video 1 - Fairy/Fish Overview (same as fairies)
🎥 Watch Video

● 🔹 Video 2 - Installing Flood & Rippling Water (same as fairies)
● http:// flamingpear.com/download
🎥 Watch Video

● 🔹 Video 3 - Fish: Fishing with Bobber DIFFERENT
🎥 Watch Video

● 🔹 Video 4 - Fish: Fishing with Fish & Splash DIFFERENT
🎥 Watch Video

● 🔹 Video 5 - Fish: Adding Lantern Glow (same as fairies)
🎥 Watch Video

● 🔹 Video 6 - Fish: Adding Treasure Chest Glow (same as fairies)
🎥 Watch Video

󰜼 Practice Your Skills
📂 Resource Folder

https://www.loom.com/share/d1e97b9704b542e4bfac38119e251739?sid=31cfb962-c63c-44f4-8209-635ed4aa0944
http://flamingpear.com/download
https://www.loom.com/share/e4c3fb606b234cb7a62b7663769c836b?sid=fa6860f4-bbdc-4a39-9252-449c8046f1ce
https://www.loom.com/share/a8cbffcb1fe148fabe3326cf99914a52?sid=79713794-51a2-462a-9e63-8b9aac344f06
https://www.loom.com/share/c471b619f6984df580c685f71813e223?sid=bf8b7101-e349-46f7-9108-34f0f95b0ea6
https://www.loom.com/share/5acf9100b3624ecfb5aba64ebf7cbe43?sid=9672e123-c2b1-41f2-8d0c-3b8e5972d714
https://www.loom.com/share/9fe64ca12d034f36a244998ce1739428?sid=2625e510-035c-43b3-a1dc-f7f149293e4a
https://drive.google.com/drive/folders/1R6BDu3fo3yaqml0fEpXPXesxg77d1QZm?usp=drive_link


How to Edit Boudoir

🎥 Video Tutorials: Step-by-Step Editing
● Video 1 - Boudoir Workflow
● Video 2 - Creating Boudoir Album

󰜼 Practice Your Skills
📂 Resource Folder

https://www.loom.com/share/d56c85aa4f4143478391a3a2be0ee813?sid=6ad100f2-d418-4e7e-b030-4d6be8417179
https://www.loom.com/share/72feedd6e6bf41ebbf836e343a10aa31?sid=c91cd8df-b53f-405f-a46c-2103da8b2707


How to Edit Family/Children/Dancer

🎥 Video Tutorials: Step-by-Step Editing
● Video 1 - Family/Dancer Workflow (same as boudoir)
● Video 2 - Creating Dancer/Family Album (same as boudoir)

󰜼 Practice Your Skills
📂 Resource Folder

https://www.loom.com/share/d56c85aa4f4143478391a3a2be0ee813?sid=6ad100f2-d418-4e7e-b030-4d6be8417179
https://www.loom.com/share/72feedd6e6bf41ebbf836e343a10aa31?sid=c91cd8df-b53f-405f-a46c-2103da8b2707


How to Edit Santa (skip until Santa Season)

🎅 Santa Editing Workflow & Video Tutorials 🎥
Click on each topic to watch a step-by-step video tutorial!

🔥 Core Editing Steps

● 🔹 Video 1 - Applying the Preset (Camera Raw)
🎥 Learn how to apply the preset for a consistent base edit.

● 🔹 Video 2 - Applying the Photoshop Action (Batch & Individually)
🎥 Speed up your workflow using Photoshop actions in batch or single edits.
COMING SOON



How to Edit Santa (skip until Santa Season)

🎄 Santa Edit & Magical Enhancements

● 🔹 Video 3 - Santa Edit Overview
🎥 A step-by-step breakdown of Santa’s magical portrait edit.

● 🔹 Video 4 - Additional Elements: Magic Bag
🎥 Add the glowing, mysterious magic bag effect to the scene.

● 🔹 Video 5 - Additional Elements: Painting Toys
🎥 Create an enchanted toy shop where Santa brings toys to life.

● 🔹 Video 6 - Additional Elements: Sprinkling Magic
🎥 Add glittering magical dust to Santa’s hands for a spellbinding effect.

COMING SOON



How to Edit Santa (skip until Santa Season)

🎄 Santa Edit & Magical Enhancements

● 🔹 Video 7 - Additional Elements: Book Magic
🎥 Bring storybook magic to life with glowing pages and mystical details.

● 🔹 Video 8 - Additional Elements: Snow Globe Magic
🎥 Make a snow globe sparkle and glow for a cozy Christmas feel.

● 🔹 Video 9 - Additional Elements: World Globe Magic
🎥 Highlight Santa’s journey around the world with glowing map effects.

📚 Resources & Practice
🔹 Extra Resources & Practice Files
📌 Download practice files, extra assets, and helpful guides to perfect your skills.

COMING SOON



Ordering Procedure



Step 1

Pull PDF of client order 
from NAS (several at a 
time by date) & pull client 
images from NAS

Step 2

Look over PDF’s to see 
if any have framed 
pieces

Step 3

Edit & Order Framed 
Pieces FIRST (payment 
plans excluded)

Step 4

Edit all remaining 
client images

Step 5

Place client orders, by 
date, paying attention to 
whether they are pick up 
or ship to client



⚠ Temporary Workaround for Finding Client Invoices

🔹 How to Find Clients Awaiting Edits
📌  Since Airtable is still in transition, we are using a portion of the sales sheet as a temporary method.

🔹 Using The Sales Sheet to Identify Pending Edits
📌 Check The Google Sales Sheet to see which clients have had their Zoom appointment.

📌 If a client has already had their Zoom appointment, they should have an invoice waiting to be edited and 
ordered.

🔹 When to Check?

● Look Daily 
● The invoice should be available the day of or the day after the client's Zoom appointment has concluded.
● Pull their invoice and move forward with editing and ordering (learn how on next slide)

▶ [Watch Video]

https://www.loom.com/share/c8c57caa3f044049abd5c0ba679532be?sid=36524d9d-d11d-4a4d-b7ef-d3fcdc798f8c


Editing & Ordering

📍 Where Are Invoices and Images Located?

📌 Stored on the NAS (Network-Attached Storage) system.

🔎 How to Find Them?

📌 Bookmarked the location on Google Chrome for quick access.

⬇ How to Download Them?

📌 Step-by-step instructions to efficiently download files.

▶ [Watch Video]

📂 Navigating & Managing Files for Editing

https://www.loom.com/share/273a8c8b66ef4d3587d600395b1a2fd0?sid=3213cb8a-3240-4d2b-9aa0-fd7be325898f


Editing & Ordering

📝 What to Do with Invoices?
📌 Review all files and decide on your workflow:

● Personal Preference: Print copies for sorting & notes (optional).
● Organize by invoice date (found on Airtable).

▶ [Watch Video]

https://www.loom.com/share/e4a68ad6ddf041e1adde3ff951a8ed38?sid=a600e864-b48a-41d1-817d-2e8014e2b24b


Ordering: Top Tips

🎥 How to Read the Client PDF Invoice
🔹 Learn to read and interpret client invoices correctly for seamless ordering.

🎥 Ordering Multiple Rolled Canvases Together
🔹 Save on shipping by ordering rolled canvases in bulk and sending them as one shipment to the framer.

🎥 Tips for an Efficient Ordering Workflow
🔹 Streamline your workflow to avoid delays, reduce errors, and stay organized while processing orders.

🔹 Handling In-House Payment Plans (next Slide)
🔹 Edit orders for payment plan clients but do not ship until full payment is received. Learn the best way to manage this 
process efficiently.

📦 Ordering Workflow & Best Practices 🎥

https://www.loom.com/share/79397b422dd947c19b1258d7cc4f1385?sid=b598b433-af8c-4ea2-96f2-059257474045
https://www.loom.com/share/940929e021844e7095ec527eeeeebe75?sid=bc513123-1b38-4a0b-af0b-70bb83fab15d
https://www.loom.com/share/1641182c8cf545d3b1895c810ff378ca?sid=94f1235b-53f2-46aa-9bce-bede2590940c


Editing & Ordering

💳 Managing Payment Plans

📌 Do not order items for clients on a payment plan until fully paid.
📌 Exception: Always send the free portrait included in the package.
📌 Put the rest of the order on hold until the payment plan is complete.

▶ Example Payment Plan Invoice

▶ How To Know It’s Time To Order a Payment Plan

https://www.loom.com/share/016c499e7cad4b57bc1627a3b9d83a94?sid=099a913a-e0e2-4a78-a8a3-0c9c70a09a02
https://www.loom.com/share/85ffb271d85b4fe3b58aa34f3acb6b1d?sid=1952eaa0-e93b-4e90-b501-8dabcfb68217


Editing & Ordering

🖼 REMEMBER: Prioritize Framed Pieces First
📌 Check all PDFs for framed pieces.
📌 Edit framed pieces first before other images.
📌 Ship framed images together in one batch to the framer.
📌 After shipping, edit the rest of the images in each order.

🎨 Editing & Processing Workflow



Air Table (permanent workflow coming soon)

🔹 What is Airtable?

🔹 Understanding Airtable
🎥 Airtable is replacing Google Sheets as our primary workflow tool.

🔹 Airtable is Currently Being Built
🎥 The system is actively being developed and will soon fully manage order tracking.

🔹 Where Client Orders Live
🎥 Airtable is where all clients who have placed an order are tracked.

🔹 What Client Data is Stored?
🎥 Airtable includes client contact info and the date the order was placed.

📊 Understanding Airtable & Workflow Management 🎥

COMING SOON



Air Table (permanent workflow coming soon)

🛠 Workflow & Responsibilities

🔹 Editing Deadlines: 7-Day Rule
🎥 All client orders must be edited within 7 days from the invoice date.

🔹 Ordering Deadlines: 14-Day Rule
🎥 All client orders must be placed within 14 days from the invoice date.

🔹 Exception: In-House Payment Plans
🎥 Only the free portrait is shipped for payment plan clients, and the rest of the order remains on hold until fully 
paid.

🔹 How to Find Client Invoices in Airtable
🎥 Airtable displays the invoice date and helps track which clients need their orders placed.

📊 Understanding Airtable & Workflow Management 🎥

COMING SOON



Air Table (permanent workflow coming soon)

✅ Task Tracking in Airtable

🔹 Marking Tasks in Airtable
🎥 Airtable is where you’ll update the status of each order, including:
✔ Has it been edited?
✔ Has it been ordered?
✔ Is it a dropship order?
✔ Is it coming to the studio?
✔ Is it going to the framer?
✔ Have digitals been sent?
✔ Has the client picked up their order?
✔ Is the order fully completed?

📊 Understanding Airtable & Workflow Management 🎥

COMING SOON



Trello (temporary workflow)

1.  Step 1: Clients In Queue

🔹 Creating a Card for Each Client
🔹 The first list on the Trello board is "Clients In Queue." You will create a Trello card for each client you are 
working on.

📌 Finding Client Invoice (Slide 16 - 18)
📌 Identify clients who have already completed their Zoom session via Google Sales Sheet.                                                                                                                  
📌 Once you find a client who has completed their session, move to the next step.

📌 Downloading the Client Invoice from NAS (Slide 16 - 18)
📌 Go to NAS and download the client’s invoice before creating a Trello card.

🎥 Adding the Client to Trello NEW! ▶ [Watch Video]
📌 Create a new card for each client in the "Clients In Queue" list.

📌 This will help track which clients need editing.

📊 Trello Temporary Process for Edits & Approvals 

https://www.loom.com/share/6f6bded0966f41dc9c0432d95f203bb3?sid=3386989b-615a-4151-b090-c13da08ea49b


Trello (temporary workflow)

IMPORTANT NOTE: the checking and approval phase is only temporary & will be discontinued once we have 
established a solid foundation.

2. Checking & Approving Edits (Initial Phase)

● Each edit that needs review should have a new card created in the "Edits Awaiting to be Checked" 
column.

● Tag Mark Campbell on the card so he gets notified.
● Mark Campbell will review the edit:

○ ✅ If approved: He moves it to "Edits Approved" and tags you.
○ 🔄 If revisions are needed: He moves it to "Revisions Needed" and tags you & details the 

revision needed.

🎥 Trello Temporary Process for Edits & Approvals 

https://www.loom.com/share/9678734e4e174749965c0c735c7d72a1?sid=c2388e67-63e2-4561-896d-2ca2cd302341


Trello (temporary workflow)

3. Handling Revisions (no video see Slide 30)

● If your edit is moved to "Revisions Needed", complete the required revision.
● Comment under the card in the "Revisions Needed" column and tag Mark Campbell to notify 

him.
● Mark Campbell will check the revision:

○ ✅ If approved: He moves it to "Edits Approved" and tags you.
○ 🔄 If more revisions are needed: The cycle repeats.

📊 Trello Temporary Process for Edits & Approvals 



Trello (temporary workflow)

5. Ordering Process After Approval

● Once all edits are approved, you may proceed to ordering, once you have placed the 
order move the card to the appropriate column:

○ 📦 "Order Placed - Ship to Studio" (if being sent to the studio).
○ 📦 "Order Placed - Shipped to Client" (if being sent directly to the client).
○ 💳 "In-House Payment Plan Holding" (if held for an in-house payment plan - 

note that free portrait has been shipped).

📊 Trello Temporary Process for Edits & Approvals (see Slide 30)



Trello (temporary workflow)

6. Asking Questions During Training

● If you have any questions, create a new card in the "General Questions" column.
● Tag both Mark Campbell and Karah Sambuco for assistance.
● This will be used for knowledge transfer as you learn.

📊 Trello Temporary Process for Edits & Approvals 



Placing Orders: Software

● ACI (download instructions)                                                                                       

▶ Building The Fairy 10x10 Album
▶ Fairy: 10x10 Canvas Album (ordering)
▶ Fairy: 10x10 Acrylic Album (ordering) Coming Soon

Building The Santa 10x10 Album (you build it during ordering in 
the ordering software)
▶ Santa: 10x10 Canvas Album (ordering) Coming Soon
▶ Santa: 10x10 Acrylic Album (ordering) Coming Soon

Building The Pet 10x10 Album (you build it during ordering in the 
ordering software)
▶ Pet: 10x10 Canvas Album (ordering) 

Items ordered from each lab
🚀 Click a video to start learning!
Each item has a “how-to” video attached

● ACI (download instructions)                                                                                       

▶ Building The Boudoir 10x10 Album 
▶ Boudoir: 10x10 Canvas Album (ordering) 
▶ Building The Family/Dance/Kids 10x10 Album
▶ Family/Dance/Kids: 10x10 Canvas Album (ordering) 

▶ Prints: 8x10, 11x14, 16x20
▶ 10x10 Album Boxes
▶ 8x10 Image Box

https://www.loom.com/share/710753373a8840edaa1566474093e366?sid=f4d5d6f2-7fa4-4145-973d-e6ea739f64bf
https://www.loom.com/share/0a78f76f58294eaab018151868dbbfb5?sid=c9496246-5c94-4f64-af83-7d14ea397496
https://www.loom.com/share/90d6c88f56924712884e26f6ba02a84c
https://www.loom.com/share/2aa6062a93e0487586403e7d8138d0fc?sid=44846e39-07b7-42b1-92cb-240906835c49
https://www.loom.com/share/710753373a8840edaa1566474093e366?sid=f4d5d6f2-7fa4-4145-973d-e6ea739f64bf
https://www.loom.com/share/72feedd6e6bf41ebbf836e343a10aa31?sid=6be27c91-44d3-4baf-990f-668f37b2de95
https://www.loom.com/share/97ceb802acb2480ba3aeb5dad28d49a3?sid=843f31bf-8fd1-4b69-bc95-32958e003b0e
https://www.loom.com/share/72feedd6e6bf41ebbf836e343a10aa31?sid=6be27c91-44d3-4baf-990f-668f37b2de95
https://www.loom.com/share/97ceb802acb2480ba3aeb5dad28d49a3?sid=843f31bf-8fd1-4b69-bc95-32958e003b0e
https://www.loom.com/share/ac3c3eae8159421bb601b8b97168d2e3
https://www.loom.com/share/1290843e7a46493b8d5bd4b84d2d618f
https://www.loom.com/share/cf559a12c2c549eb86d3f6f6fb190f7a?sid=073c0398-15c6-4b75-bc17-911d78e481c5


Placing Orders: Software

● McKenna (download instructions)  

▶ Art Block Canvases
▶ Canvas Collages Coming Soon

● Luma Prints (instructions) 

▶ Rolled Canvases
▶ Resizing Images
▶ Resizing Images Doc

Items ordered from each lab
🚀 Click a video to start learning!
Each item has a “how-to” video attached

https://www.loom.com/share/44d1f7008c8e459fbed077f5f8f7b912?sid=f9ee3c5a-7002-4b9e-9a5c-ae099f787bc3
https://www.loom.com/share/1d1b9147dc404c2d93596a50c21ddf08
https://www.loom.com/share/afc2aae997ed44ab8ba07cbcc1077d5c?sid=dfd79be4-faad-4590-8626-a6d88f529e5c
https://www.loom.com/share/06317ca88046432a8d01ee0675ad8279?sid=31caa6c3-2546-43c4-9fed-1e3051bf1a8b
https://docs.google.com/document/d/1Eyp_PD-Y-qMQ5_kv0GTLuzHpUGVPPJun-KwUJSeqYxQ/edit?usp=sharing


Ordering Nuances 

📦 Handling Order Nuances 

Click on each topic on the following slides to watch a step-by-step video tutorial!

📌 Understanding Order Variations

🔹 Not All Orders Are the Same
🔹 Some orders have special requirements that must be handled properly. Check the PDF 
invoice to determine what applies to each order.

📌 Click Here For EDITING & ORDERING CHECKLIST

https://docs.google.com/document/d/1YVVKYP4jzUL7xUryXJ2fZTHAH7JyjL13e0yi3W-Ie24/edit?usp=sharing


Ordering Nuances 

📂 Managing Digital Files

🔹 When Do Clients Get Digital Files?
📌 Almost all orders include digital files (noted on the PDF invoice).
📌 Digital files are NOT released until the client has received their product.

🔹 How to Release Digital Files
🔹 Two scenarios for releasing files:
✅ If the client picks up their product at the studio, we email them the digital files afterward.
✅ If the client receives their artwork via shipment, they must email or text us to confirm delivery, then we email their digital file link.

🔹 Where to Upload & Store Digital Files
📌 Step 1: Upload files to Dropbox (use naming format: year-month-day-first name-last name).
📌 Step 2: Create a link for the client.
📌 Step 3: Paste the link into the notes section of their Active Campaign client contact for tracking.

▶ [Watch Video]

https://www.loom.com/share/29a1019b8a0043d697e05e8827d05522?sid=4249fcc8-8211-4eba-a08f-91d1d600e699


Ordering Nuances 

📜 Managing Portrait Renewal Certificates

🔹 Which Orders Get a Portrait Renewal Certificate?
📌 Only some orders qualify (check the PDF invoice).
📌 If a client qualifies, fill out the Portrait Renewal Certificate and email it to them using Active Campaign.

▶ Creating The Portrait Renewal Certificate

▶ Emailing The Portrait Renewal Certificate

https://www.loom.com/share/10e98c477a6747e59c957d3cc640e20a?sid=80e087e1-b346-4f23-bc7d-c0e476f072a5
https://www.loom.com/share/646d00bfe3b842d0b124306268dd5bc5?sid=727ef65c-1e1d-4a85-98f1-017113c65997


Ordering Nuances 

🚚 Shipping vs. Studio Pickup

🔹 How to Determine If an Order is Shipped or Picked Up
📌 Check the PDF invoice to see if the client’s order is:
✔ Shipped directly to the client
✔ Picked up from the studio

▶ [Drop Ship Via ACI]

📦 Handling $0 Orders (Free Portrait Only)

🔹 What Happens If a Client Spent $0?
📌 If a client spent $0, their free portrait is ALWAYS shipped directly to them (never picked up).
📌 The client’s shipping address can be found on the PDF invoice or in Active Campaign.

▶ [Watch Video]

https://www.loom.com/share/1260c1a8429e48e9bdbf0de176c5539c?sid=ebdda785-b4d8-445b-a333-3f8b83e6afd9
https://www.loom.com/share/78548cd35a3c425cb739c1b69e03442b?sid=8c43ae12-a848-4a58-9306-7f6282652c5d

