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LICENSE AGREEMENT GRANT OF LICENSE. This License Agreement permits you to use the enclosed software
product (the ”’Soft- ware”) on any single computer, provided that the Software is in use on only one computer at a time.
You may not electronically transmit the Software from one computer to another or over a network.

COPYRIGHT. The Software and associated documentation contain proprietary, copyrighted matter owned by
CRADOC CORPORATION (“PUBLISHER?”) or its licensors and is protected by United States copyright laws and
international treaty provisions. Therefore, you must treat the Software like any other copyrighted material (e.g., a book
or musical recording) except that you may transfer the Software to a single hard disk or other mass storage device of a
computer provided you keep the original solely for backup or archival purposes. You may not copy the documentation
included with the Software. You may not transfer, rent, lease or sublicense the Software. You may not reverse engineer,
decompile, disassemble, or otherwise reduce the software to a human-perceivable form.

LIMITED WARRANTY. The Software, instruction manual, and reference materials are sold “As Is”, without warranty
as to their performance, merchantability, or fitness for any particular purpose. The entire risk as to the results and
performance of the Software is assumed by you.

However, to the original purchaser only, the publisher warrants the CD (if purchased) on which the Software is
recorded to be free from defects in materials and faulty workmanship under normal use for a period of ninety days from
the date of purchase. If during this ninety-day period the CD should become defective, it may be returned to the
publisher for a replacement without charge, provided you send proof of purchase of the program and CD fee.

Your sole and exclusive remedy in the event of a defect is expressly limited to replacement of the CD as provided
above. If failure of a CD has resulted from accident of abuse, the publisher shall have no responsibility to replace the
CD under the terms of this limited warranty.

EXCEPT FOR THE EXPRESS WARRANTIES STATED IN THIS AGREEMENT, PUBLISHER MAKES NO
ADDITIONAL WARRANTIES, WHETHER EXPRESS, IMPLIED OR STATUTORY, AS TO ANY MATTER
WHATSOEVER. IN PARTICULAR, ANY AND ALL WARRANTIES OF MERCHANTABILITY AND/OR FITNESS
FOR A PARTICULAR PURPOSE ARE EXPRESSLY EXCLUDED AND DISCLAIMED, AND PUBLISHER DOES
NOT WARRANT THAT THE OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED OR ERROR-
FREE, OR THAT ANY DEFECTS IN THE SOFTWARE WILL BE CORRECTED. This warranty gives you specific
legal rights, and you may also have other rights which may vary from state to state.

PUBLISHER WILL NOT UNDER ANY CIRCUMSTANCES BE LIABLE FOR ANY LOST PROFITS OR ANY
SPECIAL, INDIRECT, CONSEQUENTIAL OR EXEMPLARY DAMAGES RESULTING FROM THE USE OR
LOSS OF USE OF THE SOFTWARE, DUE TO ANY CAUSE, EVEN IF IT HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. IN ANY EVENT, PUBLISHER’S TOTAL LIABILITY TO YOU FOR ALL
DAMAGES (WHETHER BASED ON CONTRACT, TORT, OR OTHER THEORIES) WILL BE LIMITED TO THE
AMOUNT YOU ACTUALLY PAID FOR THE SOFTWARE PRODUCT. SOME STATES DO NOT ALLOW THE
LIMITATION OR EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THE
ABOVE LIMITATIONS MAY NOT APPLY TO YOU.

U.S. GOVERNMENT RESTRICTED RIGHTS LEGEND. The Software and documentation are provided to the
Government with RESTRICTED RIGHTS as defined at 48 CFR 27.401 or at DFARS 252.227-7013(a), as appropriate
to the procuring agency. Notwithstanding any other lease or license agreement that may pertain to, or accompany the
delivery of, this computer software, use, duplication, reproduction or disclosure of this computer software is subject to
restrictions as set forth (A) in subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at
DFARS 252.227701 3, when procured or used by agencies of the U.S. Department of Defense, and (B) in
subparagraphs (c)(1) and (c) (2) of the Commercial Computer Software--Restricted Rights clause at FAR 52.227-19,
when procured or used by civilian agencies of the U.S. Government.

This Agreement is governed by the laws of the State of Washington, as applied to contracts entered into and performed
within Washington. © 1993-2013 Cradoc Corporation. All Rights Reserved Worldwide.

IMPORTANT NOTE: The Cradoc Corporation, Cradoc Bagshaw and anyone associated with fotoBiz and
fotoQuote are not in any way giving you legal advice.

All examples in this program are for informational purposes only. Even the terms and conditions that are from various
national photographic organizations may have legal aspects that might vary from State to State. In all cases, to best
protect yourself legally you need to show the terms and letters you plan to use to a lawyer and make any changes to
match your specific situation.

PO Box 1310 Pt Roberts 98281 ® 360-945-1380 ® support@cradocfotosoftware.com ® www.cradocfotosoftware.com
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What is fotoBiz?

Welcome to fotoBiz X. FotoBiz automates the most time-consuming tasks that a freelance photographer
faces in running a successful business.

FotoBiz helps you coordinate your transactions with your clients, and generates the necessary paperwork
that you’ll need to submit with your jobs. FotoBiz keeps track of your gear, automates client communications,
keeps track of which images are making you money, and which aren’t, and helps you profit from licenses
that are about to expire.

You need to get your paperwork done as quickly, accurately and professionally as possible so you can get
your assignment or stock submission to your client and then get paid. The correct paperwork not only makes
your job look professional, but it also helps protect you and your client from misunderstandings about what
you’re actually selling or licensing and what your client is paying for. The RightsWriterm license builder built
into fotoBiz makes this easy to do.

FotoBiz also comes bundled with fotoQuote Pro 6, the industry standard guide for pricing stock and
assignment photography. FotoQuote is the most powerful pricing and negotiating program you can use to
increase your earning power. By studying the negotiating techniques outlined in the fotoQuote Coach, and
applying the principles when you negotiate, you'll discover you can earn much more than you thought
possible for your photos.

Negotiating skills are the most important skills you can learn in addition to your photography skills. Good
negotiators can dramatically increase their income, if you have poor negotiating skills you lose money on
every job you bid. FotoQuote takes you step-by-step through the process of determining your price, and

then gives you tips on how to convince your client that the photo is worth the price you're asking.

Creating reports is a button click away. Create Statements and Receivables reports. There’s a feature in
fotoBiz where you can search for licenses set to expire within a certain time period. This valuable feature
helps you quickly create an email to your client to remind them the license is about to expire and give them
the option to renew it. This can be a good source of revenue with little effort on your part.

There are over 35,000 photographers worldwide using software that I've developed. | never expected that.
In the beginning | was a photographer who saw the possibility of using a computer to make my life and work
easier. All of the software that I've developed was written to solve problems | had in my own photo business.
It seems that the problems | needed to solve were problems that many of you needed solved as well. |
attribute the success of my software to this.

| wrote the Cradoc CaptionWriter to caption slides, the fotoKeyword Harvester to help me keyword my
images and fotoQuote to price photos, but the software | needed most was an easy to use business
management program; that’s why | created fotoBiz. Other business management software has been
available, but most are either simple bidding and invoicing programs or are based on a studio management
or commercial photography model, but I'm a freelance photographer. Unlike a commercial photography
studio, | don’t have an employee to run my entire business through a computer program, and | don’t have
the time to do it myself. At the same time | need to be responsible about the paperwork | send out with my
jobs. | want to know where my money is coming from, and | want to stay in touch with my clients.

The over-simplicity or over-complexity of the other programs convinced me that if | were going to get what |
needed | would have to do it myself. | took my time writing this fotoBiz X update because | wanted to get it
right. | believe what I've created is a program that fits the freelance photographer like a glove.

FotoBiz X gives you the tools you need to get paid fairly and excel in your business.

Good luck!

Cradoc Bagshaw



Installing fotoBiz

Software Requirements
Please see the support section of our website for the most updated system requirements.

Note: Windows users must have Quicktime installed in order to work with graphics. Download it
for free at www.apple.com/quicktime

Installation for Mac

For best results, turn off all anti-virus software before installing.

- Insert the fotoBiz CD/DVD into your CD/DVD drive or download the software from the Internet
to your desktop and unzip it. In some cases your browser may automatically unzip the file.

+ Double-click the “install fotoBiz X” package icon.

+ Follow the installation instructions.

. After installing, navigate to the Applications folder on your computer and locate the fotoBiz X
program folder and click the fotoBiz X application to launch the program.

- For easy access to the program, you can drag the fotoBiz X application to your dock.

Installation for Windows

For best results, turn off all anti-virus software before installing.

- Insert the fotoBiz CD/DVD into your CD/DVD drive or download the software from the Internet
to your desktop and unzip.

» Double-click the” Install fotoBiz X” icon.

+ Follow the installation instructions.

« To run fotoBiz double-click on the desktop shortcut with the fotoBiz camera icon.

Backing Up fotoBiz

You must back up your fotoBiz data on a regular basis! We can’t say this enough. In this version
there is a backup button to simplify this process for you. You'll find it in Setup under Settings &
Defaults in the Global tab.

You can set the backup counter to remind you to backup your software. The default setting is
every time you exit the program. Under Setup>Settings & Defaults Global you will be able to set
this reminder to a timeframe that works best for you. The backup will include only the fotoBiz data
files. FotoBiz will automatically name the folder with the date and timestamp of the backup.

You are also able to identify the location of where you’d like the fotoBiz backup folder saved. The
default setting will be your desktop, but by selecting the path in the Backup Folder field you will be
able to select a new backup destination.

Backup often and save the entire backup folder to multiple CD’s or external hard drive. It is also a
good strategy to keep some older backups in case your program becomes corrupted from a crash
and you don’t discover the problem immediately.

We cannot offer any support if your computer crashes and you do not have a current fotoBiz back
up!


http://www.apple.com/quicktime
http://www.apple.com/quicktime

Reinstalling fotoBiz From a Backup

There are a few ways in which you can restore your data. They each handle your data differently
S0 be sure to read the options below carefully to determine which solution will work best for you.

Restoring From a Backup

This option should be used when significant data entry errors are made or in the case of data
corruption. To restore from a backup, use the “Import from FBX Backup” feature that is built into
the program. From the main Contacts screen select Setup from the menu on the left, then from
the menu bar at the top select File and choose “Import Data from FBX Backup”.

Navigate to your most recent fotoBiz X backup and select “Choose” to complete the process.
Your data as of the date of the backup should now be restored. With this option there is no need
to reinstall the entire program.

Computer Crash - Reinstalling and Manually Restoring From a Backup

Use this option when a computer crash results in the loss of the program AND you have backup
files that have not been affected by the crash. To ensure you have a backup to restore from we
highly recommend that you save your fotoBiz X backups to external media storage devices.

To begin, install a fresh copy of the program as you normally would. Use the original installer file if
you saved it or contact us for a new download link. From your latest fotoBiz X backup folder
select the files, FBData.fbzx and FBMain.fbzx, copy them over to the clean version you just
installed and select REPLACE. This will preserve your data as well as any list customization you
may have done.

Reinstalling

This option will primarily be used to install minor maintenance releases as directed by Cradoc
fotoSoftware. In this case a download of the program will be issued to you and a reinstall of the
software conducted. There is no need to delete or deactivate the existing copy, simply run the
installer and it will automatically install over your current version making the needed updates
while preserving your data.



Activating and Deactivating fotoBiz

Registering and Activating Your Program

The first time you run fotoBiz, a dialog box appears for you to register and activate your copy of
fotoBiz. If your computer is connected to the Internet, then select the Internet Activation option.
After selecting the Internet Activation option, you will be prompted to enter your first and last
name and your personal fotoBiz serial number. Your serial number is located on the invoice that
you received with your program or via the email sent to you if you downloaded it from the Internet.

The activation process will be initiated the first time you launch fotoBiz. Online the process takes
just a few moments. Follow the steps outlined in the dialog boxes to activate your software.
Activation ensures that you and/or your organization have a genuine copy of our software. It
helps protect Cradoc fotoSoftware from unauthorized distribution of its software.

The only information we receive from your computer during activation is your computer’s ID. We
attach that ID to your name and serial number in our records so we can keep track of your
activations should you need assistance in the future.

Write your serial number number on your CD with an archival marker, print the email with the
number for future reference, or backup your download onto a CD and write the serial number
there.

We offer free support, but looking up lost registration numbers was becoming a real problem.
There is now a fee for replacing lost registration numbers. Write your number on your CD or
backup for future reference!

Deactivating and Uninstalling fotoBiz

You are permitted two activations. You can transfer an existing activation to another computer by
first deactivating the software on your current computer. This is done by selecting fotoBiz X from
the file menu and choosing "Deactivate". This requires an active internet connection in order for

your records to be updated automatically allowing you to then activate the software on your new
computer.

If you are also migrating data from your old computer to your new one, do not deactivate the
software on the old computer until after the migration is complete. You do not want the
deactivation information to be copied over with your data.

Once the deactivation is complete, it is safe to uninstall/delete the program from your computer.

Technical Support

Technical support is available to registered users of fotoBiz. We are a very small company and
the only way we can continue to provide you with free support is if you do your share of the work
first. Please read through the manual carefully. We ask that all support questions be emailed to
us at support@cradocfotosoftware.com. This is the quickest way for you to get an answer to your
question.

If you're a new user and are having a problem installing fotoBiz, and you’ve read and followed the
installation instructions, call us at 360-945-1380. We’ll help you get your program running.


mailto:support@cradocfotosoftware.com?subject=Support%20Request
mailto:support@cradocfotosoftware.com?subject=Support%20Request

Setting Up fotoBiz

Deleting Sample Data: The sample data included in the program is designed to give you the
opportunity to view various types of entries. We encourage you to experiment by adding a variety
of test records. Exploring the program first with the sample data will increase your learning curve
when it’s time to enter your own real time data.

Go to Contacts then
Setup>Company Info
and select Delete
Sample Data from the
File menu

& fotoBiz X IZT Edit View Hell
800 Delete Sample Data
Import Data From FB2
Import From FBX Backup

Quickbooks Setup Logos and Signature
Contacts

Name | Russell Baker
Letterhead Logo  Blank @ Graphic  Text Only
Lists and Tracking Title | President

fotoQuote® Company | Russell Baker
Address | 1200 23rd Street Ste 202 RusseLL BAKER PHOTOGRAPHY

Prospects 1200 238 Stroet, Ste 202 + Now York, NY + (212) §85.2352

City | ST | ZIP |New York ‘ NY |10019

Magazines Country |USA

Phone |212-555-4130 Signature Clear Import
Fax |212-655-1200

Gear

Website
Setup 990 x 245 pixels
Tax D |555-555-556-555

Company Info Envelope Logo Blank ® Graphic ~ Text Only
Sales Tax Enable multiple sales taxes

Settings & Defauits
Templates Label Default Rate Maximum Rate
Sales Tax| " 0875 25

1200 230 Steet, St 202 + Now York, MY

Foreign Currency
X Apply taxes based on individual line items
X Usage Fees are taxable M. dim Burger
At Director
Rowing Magazine
5520 6th Ave Trumbull CT 06611

Home Currency - USD

port your signature and logo. See the user's guide for tips on formatting the graphics.
requires Qu raphics an es.

-
fotoBiz® FotoBiz requires QuickTime o hande sl g

For those who are upgrading, the interface for fotoBiz Pro X is different from previous versions.
Before you import your historical data, become familiar with the new intuitive design first by
experimenting with the sample data.

When you're ready to delete the sample data go to Contacts and select Setup. From the drop-
down menu select Delete Sample Data. After you delete the sample data one time, we turn off the
ability to do it again. If you don’t delete the data in the above way, the delete button remains
active, which puts your real data at risk in the future.



Entering Company Information

Company Information: Under Setup, select the Company Info button. Put in your name and

address as you want it to appear on the various fotoBiz documents. If the company info for
Russell Baker is still showing then you have not deleted the sample data (see the section above

for details). Enter your default tax rate underneath your Company Info.

Select how you

Enter your
Company Info want your p
here company info
displayed

fotoBiz X

0

Contacts

Lists and Tracking

fotoQuote®

Company Info

Name | Russell Baker

Title |President

Company | Russell Baker Photography
Address | 1200 23rd Street Ste 202

Logos and Signature

Letterhead Logo Blank ® Graphic « Text Only Clear Import

@ RusseLL BAKER PHOTOGRAPHY

ez City | ST | ZIP | New York NY 10019 Se/eCl‘ the
Magazines Country |USA
- ] e _— Import buttons
ear
Fax | 212-665-1200 to Import your
Form and Raleases Emai | Daker@ub com Russell Baker logo and
Website H
Setup 990 x 245 pncls SIgnature
TaxID | 666-655-555-555 hi
Company Info o Cable muliole sales taxes Envelope Logo Blank ® Graphic © Text Only g I ap Ics
Enab/e the Settings & Defaults S
1200234 e, 5 252 e e, WY
H Label Default Rate Maximum Rate
multiple sales tax JEmPeies : .
P i UGy Sales Tax 0875 25
option for X Aopy taxes based on indvidual e s

countries with a
dual tax system.
Or use this feature
to track State,
County or City
taxes in the U.S.

fotoBiz®

100 = & Browse
—

X Usage Fees are taxable

Home Currency - USD

Mr. Jim Burger
At Direcior

Rowing Magazine

5520 6th Ave Trumbull CT 06611

Your home currency

Digital Signatures are

To create an envelope for

someone who is not a client or
prospect, type their info here
and select the printer icon

used on Assignment
Estimates, Stock Quotes
and Delivery Memos

is selected as part of
the steps in deleting
the sample data

Logos: If you’re using pre-printed letterhead, check Blank to omit the logo from your documents.
Select Graphic to use an imported graphic on your documents. With Text Only, we’ll use your
Default Company Information to put together a simple text header for you.

Import a scanned logo or digital signature in the appropriate field by selecting the gray Import
button. FotoBiz uses Quicktime to work with graphics so if your logo is an EPS or other vector
graphic you’ll need to rasterize it (Photoshop will do this for you). You can also export a TIFF or
JPEG from Adobe lllustrator. JPEGs must be RGB to display correctly. TIFFs can be RGB or
grayscale. We have templates for sizing your logo available in the support section of our website
(www.cradocfotosoftware.com/support).



http://www.cradocfotosoftware.com/support/index.html
http://www.cradocfotosoftware.com/support/index.html

Currency Setup

Currency Setup: In this version of fotoBiz you'll be able to identify the currency in which you wish
to run your business. Once this is done, it cannot be changed. While you’ll be able to bill in
multiple currencies, for accounting purposes you’ll only be able to run your business with one
currency. For example if you run your business in U.S. dollars and need to create an invoice in
Euros, you'll be able to do that, but for reporting purposes the amounts will be converted to U.S.
dollars. This ensures that all of your reporting is in one currency.

W

Select Your Home Currency

fotoBiz X lets you to bill in multiple currencies, but you must select your
home currency. This is the currency you will use for bookkeeping. All
client payments will be posted in your home currency for consistency on
reports. fotoBiz X helps with the conversion of the billed currency to your
home currency. Once your currency has been set, you won't be able
to change it.

SELECT A CURRENCY NAME FROM THE LIST BELOW
Currency Code  Symbol

Korea (South) Won KRW w
Latvia Lat LVL Ls
Lithuania Litas LTL
Malaysia Ringgit MYR
Mexico Peso MXN
New Zealand Dollar NZD
Norway Krone
Philippines Peso
Poland Zloty
Romania New Leu
Russia Ruble
Singapore Dollar
South Africa Rand
Sweden Krona
Switzerland Franc
Thailand Baht

Make your
Home
Currency
selection and
then click
done

Turkey Lira
United Kingdom Pound
United States Dollar

100 = gp [ Browse /
e

As part of the process when deleting the sample data, you’ll be asked to identify a Home
Currency. You'll be able to choose one of the 34 currencies currently tracked by the European
Central Bank.



Foreign Currency

Managing Foreign Currencies: You have the option of selecting your preferred currencies.
When the Show button is set to Active these will be the currencies that are displayed as opposed
to all 34 currencies. Only one currency can be assigned to each contact so if you have a contact
that needs to be billed in two currencies you’ll need to enter a separate record for them. To set
the currency for a new contact select Contact from the file menu and choose Set Currency.

Contacts

Lists and Tracking

Mark your fotoQuote®
preferred
currencies as Prospects
Active, then
select Active Magazines
from the Show
field to view just Gear

those currencies
Forms and Releases

Setup

Company Info
Settings & Defaults
Templates

Foreign Currency

From the Show
field you have
the option to
view All
currencies or
only those you
mark as Active
or Inactive

fotoBiz®

Hint: You can change the currency code for an existing contact as long as there are no

Active

XXXXNXNXNXNXNXX

Code Symbol USD Exchange Rate

Currency
Australia Dollar AUD
Canada Dollar CAD
Euro Member Countries EUR
India Rupee INR
New Zealand Dollar NZD
Philippines Peso PHP
South Africa Rand ZAR
Switzerland Franc CHF
United Kingdom Pound GBP
United States Dollar USD

Active

0.959
1.0062
0.7424

53.7998
1.1953
40.7016
9.0059
0.9239
0.6321
1

X Apply exchange rate when adding products to invoices, etc.

I Download Currency Exchange Rates g g

Automatically
update the
currency
exchange rates
by selecting this
button

transactions associated with that client. You can do this by going to the menu bar and selecting
Contact > Set Currency. Only the Active currencies will display as options for setting currencies

for contacts.



Settings And Defaults

Settings & Defaults - Global Tab: The settings on this tab apply to all documents or various
system functions. Select how you want things like page numbers displayed on your documents.
Use the other tabs to set defaults for those specific document types. The default license duration
in fotoQuote is one year unless otherwise stated by the criteria or the usage tip.

Set your default license duration and
fotoBiz will automatically calculate the
expiration dates of the licenses you grant.
This can be edited as needed directly on
the stock or assignment documents

806

fotoBiz X

Contacts

Lists and Tracking

fotoQuote®

Global Assignment Estimate Advance Invoice

Worksheet Defaults

The settings on this tab apply to all document types or are for various system functions. Use the other tabs to set defaults for each specific

Printouts

Assignment Invoice Stock Quote

Print altenative footer after titie page on multi-page documents

1200 23rd Street Ste 202 + New York NY 10010 USA

Prospects

Print total number of pages on documents

License

License Duration:
License Type:

Licensee:

Stock Invojce

Submission

[document type.

License Reminder

1 |Year

® AutoBuild License ' Manual License

@ Contact Name ) Company Name

Magazines
Gear
Forms and Releases

Setup

Company Info
Settings & Defaults
Templates

Foreign Currency

Change
these field
titles to
match your
region

100 = & Browse
—

Print page number on first page
Include currency code in totals

Grand Total Label: |Grand Total

Logging @oOn Ooff
How you want fotoBiz to handle Activity Logging for different documents. Entries to
the Activity Log are usually made when a document is printed or emailed.
Estimates  Always ® Ask ( Never
Quotes  Always ® Ask ( Never
Invoices Always ® Ask Never
Memos Always ® Ask  Never
Emalls  Always ® Ask (Never
Statements (' Always @ Ask ( Never

Window Size O Small @ Normal O Large

Email Salutation

Formal Dear Informal |Hello |

As: [Cly[ST[ZIP

Display Location On

Licensor: Russell Baker
Credit Line: ©Russell Baker, All Rights Reserved

Thumbnails

Media Type | Image |

Description ] IPTC Description

Tracking Code | IPTC Title

JobiStock Production ID |

IPTC Supplemental Category

|
J
IPTC Job Identifier |
J

Category ]

X' Update info from metadata when importing or updating thumbnail
Backup Reminder every __1 | exit(s) Backup Now

Backup Folder:

pdates X Check automatically

When selected

Set the backup
counter to remind
you to backup
your software

updates will
automatically be
checked monthly

Determine here
what type of data
you want to have

entered
automatically
when you import
your thumbnails.

Thumbnails can
be imported onto

your Stock

Quotes, Invoices

and Delivery
Memos

Backing Up fotoBiz: You must back up your fotoBiz data on a regular basis. We cannot offer any
support if your computer crashes and you don’t have a current fotoBiz backup. In order to save
space, the backup will include only the fotoBiz database files. FotoBiz automatically names the
folder with the date and timestamp of the backup. You’re also able to identify the location of
where you’'d like the fotoBiz backup folder saved. The default setting will be your desktop, but by
selecting the path in the Backup Folder field you’ll be able to select a new backup destination.

Thumbnails: FotoBiz can create thumbnails from many of the common files formats such as
JPEG,TIFF, and PSD. Thumbnails can also be created from some RAW, DNG, and PDF files.
Large files will take longer to process.



Document Setup

Settings and Defaults - Assignment Estimate Tab: Many of the headers and default text on
your documents can be customized to meet your specific needs. Click into the gray text boxes on
the left to see a list of options or select Edit to add your own. These will be your default settings
for all assignment estimates you create. You'll also be able to make changes to many of these

fields on each individual document on a case-by-case basis without having to change your default
settings.

8006

Make selections from
these drop-down
menus to customize
the content of your
document

faloRizp

Contacts

Lists and Tracking

fotoQuote®

Prospects

Magazines

Gear

Forms and Releases

Settings & Defaults
Templates

Foreign Currency

Global Assignment Estimate Advance Invoice Assignment Invoice

Printout Title

Assignment Estimate ‘ ASSIGNMENT ESTIMATE

Stock Quote Stock Invoice Submission License Reminder

AutoBuild License
Opening
<<LICENSOR>>, (Licensor) grants to <<LICENSEE>>, (Licensee) rights to
use and Reproduce the items identified in the Invoice, solely to the extent

Change Order [Change Order

Section Headers

Job Description [This Assignment Estimate is based on the following job description:

Message to Client [Message to Client:

License [This Assignment Estimate is based on the following requested usage rights:

Upper Message [ ‘Subject to terms and conditions on final page

Lower Message ‘

Misc

explicitly stated in usages listed below for <<END USER>>. This right may be
exercised by subcontractors of Licensee (including Purchaser) for preparation
of the Licensee's Work, provided that such subcontractors agree to abide by
the terms of this Agreement. Photo credit must read: <<CREDIT LINE>>.

Closing
This License may not be transferred to a third party without the written
consent of the copyright holder.

license in writing. These photographs may not be used on the Intenet for any
purpose including revisions or electronic editions of printed work without said
written license.

X Use in revisions is not included

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license.
Any additional usage, including said revisions must be negotiated with the

. copyright owner.
Customize the X Include signature nes on printed sstmates
X Include license on printed estimates
layout of your SR Multl nsetons alowed
document here X Include terms on printed licenses MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in

fotoBiz®

100 = & £ Browse

Group detall estimates by product
Log Estimates ) Always ® Ask

Type ® Category
Never

the following magazines: [Magazine Al Magazine B], [Magazine C].

Create custom
licensing terms
and conditions
— that print on all

Terms [Terms and Conditions: Of your
Setp aSS/gnfﬂeniL
X Electronic Use is not included =
s Footer Message NO ELECTRONIC RIGHTS are granted in any form without an express estimates

Choose how you want the
line items grouped on
your detail assignment
estimate

Hint: Grouping line items by either Type or Category only applies to the Detail print option for
assignment estimates and invoices.
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Document Setup - Continued

Settings and Defaults - Advance Invoice Tab: Many of the headers and default text on your
documents can be customized to meet your specific needs. With the exception of the Invoice Text
box, clicking into the gray text fields will produce a list of options for that header. To make
changes select Edit to add your own. These will be your default settings for all advance invoices
you create.

Make selections from these

drop-down menus to customize
the content of your document

800 fotoBiz X =)

Global Assignment Estimate Advance Invoice Assignment Invoice Stock Quote Stock Invoice Submission License Reminder

Contacts Printout Title

Lists and Tracking
Advance Invoice | ADVANCE INVOICE

Invoice Text

Prior to the commencement of the assignment referred to above, the following advance payment must
be received by Photographer. This advance will be deducted from the final invoice for this job. Upon
payment in full o the final invoice, a license will be issued, granting usage rights for the photographs to
be produced on this assignment. No reproduction, or other rights to images are transferred by payment
of this Advance Invoice:

Forms and Releases

Setup
Select what
you would Settings & Defaults v
. - Amount Due Label When Printing “Advance Amount Only” Invoice
like the — — Advance Payment Due
. Foreign Currency
p ?y m?nt /Ine Footer Message
item 1o say

Upper Message | Payment due upon receipt

Lower Message | Subject to Terms and Conditions on Final Page

Misc

Include terms on printed advance invoices

Include license on printed advance invoices

1010]:]ad

100 = & Browse 2
T

Hint: The information from an Advance Invoice is not entered into the payment sections of fotoBiz,
such as receivables or the reports. The sole purpose of the Advance Invoice is to let you collect
deposit payments before an actual invoice exists for this job.
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Document Setup - Continued

Settings and Defaults - Other Document Settings & Defaults: The remaining tabs for
Assignment Invoice, Stock Quote, Stock Invoice and Submission are all very similar each with
several drop-down menus from which you can make your own selections. To add an item to the
drop-down menu, click on the field and select Edit. This will allow you to customize the various
headers and messages for each document.

Make selections from these
drop-down menus to customize
the content of your document

Contacts

Lists and Tracking

fotoQuote®

Prospects

Magazines

Gear

Forms and Releases

Setup

Company Info
Settings & Defaults
Templates

Foreign Currency

1010]:]ad

100 = dp = Browse
T

Global Assignment Estimate Advance Invoice

Printout Title

pnment Invoice Stock Quote

Delivery Memo Title lDELIVERY MEMO

Stock Invoice Submission License Reminder

Memo Messages Delivery General
Opening
is for only. may not be

General Memo Title lPORTFOLIO DELIVERY MEMO

Section Headers

Message to Client [Message to Client:

License [Rights requested:

copied, televised, digitized or used in any way without (a) express written
permission on Photographer's invoice stating rights licensed and the terms
thereof and (b) payment of said invoice. The reasonable and stipulated fee for
unauthorized use shall be three (3x) times Photographer’s normal fee for
such usage. Client assumes insurer's iability for all photographs.

Closing

Terms [Subject to Following Terms and Conditions:

No rights are granted with this delivery memo. Usage fees for all
of our are ona by basis d mi

Footer Message

Upper Message | Subject to Terms and Conditions on Final Page

Lower Message ‘

Misc

X Include signature lines on printed memos

Film/Prints/Etc. should be returned within | 30 days.
X When items are returned change status to: Returned

Log Memos  Always ® Ask  Never

agreed to by both parties. At that time a reproduction license wil be issued on
a stock photography invoice, and will be granted upon payment of that
invoice.

Additional Instructions

These files contain metadata for identifying and tracking purposes. The use of
Adobe Photoshop Save For Web & Devices and other applications or
procedures may result in the stripping of metadata. Files without metadata
are at increased risk of unauthorized use. To protect your interests, do not
remove or alter the embedded metadata.

For accurate color be sure to preserve the embedded profile when opening
the file in Photoshop or any other image editing program. Due to variances
between platforms, browsers and individual monitors we cannot accept any
responsibility for color or tonality on the web.

For
submissions
make your
selection of
Delivery or
General

Create custom
messaging
that prints on
either your
Delivery or
General Memo

On the Submission tab select Delivery or General to the right of the Memo Messages section to

set you default text for these two types of submissions.
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Document Setup - Continued

License Reminder Tab: For your license reminders, you'll be able to create a default email
message that will be generated for you automatically when you select the envelope icon in
License Tracking. The settings for the License reminders you can import into your iCal or other
calendar are also managed from the License Reminder tab.

Create your default
email messaging
for the license
reminders you
send to clients

800 | fotoBiz Pro X =

Global Afsignment Estimate Advance Invoice Assignment Invoice Stock Quote Stock Involce Submission License Reminder
e Reminder Email iCal Reminder Select

JEF— SubjectLine (Cal Remindar Event Tite your iCal
Image License Expiration Notice Image License Expires T H
foloQuoied settings

X Include Salutation Export iCal Reminder Always Ask ® Never

Opening X Automatically open after export here

The license |7 forthefollowing = image |7 (s)isfare aboutto (hasiave) expire(d).
Magazines

Please review the information below.
Gear

Forms and Releases Message Body
If you are interested in continuing to use any or all of the images referenced, please contact me at
(phone number) or (email address).

Setup

None of the images may be used after the license expires without a valid renewal license being issued
by me.

Company Info

Settings & Defaults In appreciation of your continued business | offer a —% discount on licenses that are renewed before

Em— they expire. After that date full reuse charges will apply to renew. Again, the image(s) may not be used
during any uniicensed period.

Foreign Currency

If you wil no longer be using these images, thank you for your business.

11100k forward to working with you again in the future.

fotoBiz®

100 = & £ Browse /)
T —

When fotoBiz X is delivered to you, the export reminder feature is turned off. To enable it, choose
your setting to “Always” export the reminder or to “Ask” you each time by selecting the
appropriate radio button.
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Document Setup - Continued

License Reminder: The iCal Reminder will create a file that can be imported into iCal, Microsoft
Outlook and Google Calendar. This way you’'ll have a reminder of expiring licenses, a great

source of additional revenue.

800

ON MY MAC

™ Work

« February 2014 >
Sun Mon Tue Wed Thu Fri Sat

26|27 |28(29(30|31| 1
234E678
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28
2|3(4|5|6/|7|8

2014
al-day

6 AM

The license expiration
information will include

the invoice number

and job title

Image License Expires

all-day &
from 02/05/2014
to 02/05/2014

note Invoice: 1048

Job Title: Annual Charity Event
SPCA

Edit Done

—

Saturday, Feb 8

F

<t

BE[=] 2y,
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Templates

Templates - License: There are three types of templates: Job Description, License and Terms.
The Templates button under Setup allows you to create templates for items that you use often.
For similar licenses you grant on a regular basis create a manual license template that can be
applied to any new job that is similar to a previous one. These will be the default licenses you
create, any changes you need to make to modify the license for a specific job or client can be
done directly on the assignment or stock document without affecting the default text you enter
here.

Click the plus (+) sign to
add a new template.
Then add your text or

make edits to the right

8006 fotoBiz X o o i

Toobz Select this icon
fo make a
License Templates . 1

e p Manual License Template L! du ,O / ica t e Of an

Select a License Template + [LICENSOR], (Licensor) grants to [LICENSEE], (Licensee) rights to use and Reproduce the items identified in existin g

Lists and Tracking the Invoice, solely to the extent explicitly stated in usages listed below for [END USER]. This right may be
Manual License Template * exercised by subcontractors of Licensee (including Purchaser) for preparation of the Licensee’s Work, tem p /a te

provided that such subcontractors agree to abide by the terms of this Agreement. Photo credit must read:
fotoQuote® [CREDIT LINE].
eroepect This License may not be transferred to a third party without the written consent of the copyright hoider.
rospects
NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Intemet for any purpose inciuding revisions or electronic editions of printed work

Magazines without said written license.

Gear NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including
said revisions must be negotiated with the copyright owner.

Forms and Releases MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in the following magazines:
[Magazine A},[Magazine B], [Magazine C].

Setup
Company Info
Settings & Defaults
Templates
Job Description
License
Terms

Foreign Currency

fotoBiz®

100 = & Browse /)
—

Templates - Job Description and Terms: These templates work the same way as they do for
license templates. The Terms and Conditions included in the program for some of the
professional organizations were the most current at the time fotoBiz was upgraded. Be sure to
check that you're using the latest version recommended by these respective organizations.
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Contacts

Entering A New Contact: Since all activities in fotoBiz begin with a client, finding or entering that
client into your database is where you’ll need to start. There are two ways to create an individual
contact record. You can select New Contact from the bottom of the contact record or from the File
drop-down menu. Begin at the top of the screen and enter all pertinent information about this
contact. You can use the tab key to move between the fields.

600

fotoBiz Pro X

Contacts
Lists and Tracking

Emall Templates

The salutation
check box

Jim Burger

Name
Title
Company

Mr.  Jim
At Director

Notes

New Note ==

3/6/2011 You can enter notes about your client here.

Rowing Magazine

Address @ 5520 6th Ave
P — City|ST|ZIP  Trumbull CT 06611
County| USA All of your
Prospeots Phone 5556556161 Ln2 y
Moblle 556-655-6363 Fax 556-555-6262 contacts
Magazines Emall S mail@zine.com information is
Web €5 ActivityLlog  AssignmentEstmates  Invoices  StockQuotes  Submissions & Items Out .
&= Taxablo Taxpayer StausGrop | visible on one
e T e Resale # DRI S + screen. Click
o X 6/15/2012 Letter Letter - Cover Letter, Quote l‘h[‘ough the tabs
% 2/28/2012 Submission Thumbnail Submission: Enter a Job Titie Here H
Keywords Related Contacts All Contacts i-o view th e
Create New Document Art Director Client % 11/29/2011 Invoice Invoice # 1041 - New Mexico Stock Request .
Type Status % 11/29/2011 Quote fotoQuote # 1070 - New Mexico Stock Request Varlous
szcaueine Noreast % 42011 Ema Emai - Lotter - Blak documents for
Referred By Region % 11/28/2010 Letter Letter - Cover Letter, Portfolio your client

changes the
salutation from
the informal to
formal settings
you've identified

Use Formal Salutation: Hello Jim,

sport water AAA boat boating

Keywords

% B8/15/2010 Letter
% 6/29/2010 Assignment

X 6/2/2010 Delivery Memo

Letter - Cover Letter, Confirmation Enclosed
Assignment # 183 - Shoot US 2010 Rowing Nationals

STOCK PHOTOGRAPHY DELIVERY MEMO: #157 - Clouds

Cnmac( M «» P New Contact =

Last Backed up: Thig Contact is billed in USD. Showing Contact 1 of 21 Total Contacts
100 = & Browse /)
—

fotoBiz®

|
Entering keywords about
your contact can help
refine search results with
the Find Contact feature

Click here to
enter a new
contact

Duplicating a Contact: You can also duplicate a contact’s record by selecting Duplicate Contact
from the Contact drop-down menu option at the top.

Deleting a Contact: Deleting a contact works the same way as mentioned above for duplicating
a contact. It is important to note that you cannot delete contacts that have various types of
documents associated with them. These include estimates, quotes, invoices and memos.

Hint: From the File drop-down menu you're able to print a contact’s profile which will include their
contact information, notes and activity log history. You can also print an envelope for an individual
contact by selecting that option from the File drop-down menu.
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Importing & Exporting Contacts

Importing Contacts: Another way to enter contacts is to import them from an external file.
FotoBiz allows you to import contacts from many different file formats. This feature can save you
a great deal of time. Be sure to back up your program before importing! This is very important. If
you import 100 names and there’s a problem, like you accidentally put the last name where the
company should go, without a backup you’ll need to delete all 100 names. When you’re in
Contacts the File menu drop-down will display options for importing and exporting records.

fotoBiz Pro X m Edit Contact View Help
800 New Contact #EN |

Import Contacts
Export Contacts

Conftacs ga'ge Setu:)...
r!nt Envelope... : Jim Burger
Print Contact Profile... 3P
Lists and Tra .ctor

When you select Import Contacts you'll be asked to locate the file you want to import. Navigate to
the file containing those records and select Open. This brings up an Import Field Mapping dialog
box.

Source Fields Target Fields
FirstName sy 4 First Name
LastName .y ¢ Last Name
Company =, ¢ Business Title Drag the fotoBiz
Address s ¢ Company ) field (Target
City «p ¢ Address Fields column) up
County w) ¢ City or dqwn fo m@tch
State «sp $ State it with your field
S (Source Fields
column). Make
Phone .., ¢ Country sure the arrow in
Fax «p ¢ Phonel the center column
Email =) ¢ Phone 2 shows or that
Web ), ¢ Mobile Phone field won't be
¢ Website imported.
4+ Fax
4+ Email
¢ Referred by
¢ Type
4 Status
4+ Keywords
4+ Region
¢ Taxpayer Status
4 Tax Resale Number
4+ Notes

17



Importing & Exporting Contacts - Continued

You can use the arrow keys to scroll through your data to make sure that your information is
matching up properly to the fotoBiz fields. Use the Field Mapping key to customize what data you
want and don’t want to import. Once you click the Import button, it’s done, so take all the time you

need to get the field mapping right the first time.

Click these arrow keys to
scroll through your data

Field Names Arrange by: [ last order v
Import Action Field Mapping
. Use these
@ Add new records =) Import this field Keys to
Update existing records in found set 2L S S o ——— indicate what
' _ ds»  Match records based on this field data you want
Update matching records in found set 41 Target cannot receive data to import
Add remaining data as new records
[Z! Don't import first record (contains field names) ( Cancel ) (Import )

If the file you are importing has a

header row, be sure to select the

“Don’t import first record (contains
field names) check box

Exporting Contacts: Follow the directions for importing but select Export Contacts from the File
menu. This automatically places the type of file you've specified on your desktop. Exporting will
make a file of all of the contacts that are currently found. If you want to export all of your contacts,
click the Show All button from the Contacts section in Lists and Tracking. If you want to export
only the Magazine Editors in New York, find them before doing an export, and only those contacts

will be exported.

Hint: Some of your clients may have company names and some may not. The same goes for fax
numbers, cell phones, etc. Sometimes the only way to know what fields to match up is to scan
through your file looking for customers with information in those fields.
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Working With Contacts

Finding Contacts: It's easy to find Contacts in fotoBiz, just click the Find button in the lower right
corner of the Lists and Tracking > Contacts screen, (you can also find contacts from the individual
contact record). After the Find window opens, type your search query into the appropriate fields
and click Search. If you select Art Director from the contact Type field and enter in NY in the State
field, you'll find all the Art Directors in NY. From your found set of contacts you can select a
variety of actions from the upper right portion of the screen. To reset the search select Show All
from the bottom right.

Click next to each column header to
sort the list ascending or descending

600 fotoBiz Pro X () .
S Select an action
to,
Select Action: EX Ort ConfaCfS
Contacts Contacts Print Contact List = E%a/ | A d dl’eSS ’
Lists and Tracking
1 First Last A Title Company City Phone Email Block or
Contacts : :
pauine  Baron Women's Joumal ss55550161  mal@malcom = Print Contact List
Asmments Lucy Brown Director of Public  The Hawali Hiltonian Lahaina 5555556161  mail@maul.com
g X Robert Brown Graphic Designer Art Unlimited Hatfield 5555556161  mail@inc.com
Stock Quotes Jim Burger Art Director Rowing Magazine Trumbull 5556656161  mail@zine.com
Submissions Terry Divine Creative Grey Advertising New York 556-555-6161 mail@edia.com
Prospects Mary Feldman Managing Editor  World Magazine Sprinfield 5555556161  mail@orid.com
License Tracking X Paul Hertz At Director New Times Publishing Laconia 5555556161  mail@ning.com
imege Tracking Jacqueline  Johnson Creative Director Art Unlimited Hatfield 5555556161  mail@inc.com
e Carol MacLean Editor City Sights Magazine Marina del Rey 5555556161  mail@inc.com
X Carli O'Brien Director of International Design Denver 5556656161  mail@rary.com
fotoQuote® Thomas Right Art Director Manhattan Publishing New York 555-555-6161 mail@hing.com
Leslie Slope Computer Design Art Unlimited Hatfield 5556556161  mail@ inc.com
Broseec X Robert Thomas Assistant Photo ~ Stars and Stripes. Winter Park 555-555-6161 mail@outh.com
— Joel Thompson Editor Builder's World Nies 5555556161  mail@uide.com
- Litian Valley Production Editor Woman's Way Magazine  Reston 555-555-6161  mail@ils.com
Gear X Patricia Warren Editor Northeast Life New York 5555556161  mail@teen.com
; Oliver Watts At Director Northeast Press New York 5555556161  mail@ches.com
COn dUCt QUICK Forms and Releases Sally White Editor New Times Alexandria 556-555-6161 mall@imes.com i
sorts by e Click Show
selecting Name, | & All to reset
Reset|A B CDEF GH I JKLMNOPQRSTUVWXYZ Tag Contacts ~ Clear Tags [Show All] = Fia Contad
Company or a your found
L . fotoBiz® Name | Company Showing 18 Found Contacts of 21 Total
specific letter in set
the alphabet

100 = & Browse /)
S

Tagging and Untagging Contacts: Tag/Untag individual clients by clicking on the box to the left
of their name. To tag an entire found set click on Tag Contacts. From the Find Contacts search
screen select the Tagged box in the upper right corner to find everybody that’s tagged and only
they will be displayed in your list.

Logging Notes and Items for Groups of Contacts: To record a note or log an activity for a
found set, select these options from the Contacts drop-down menu. This will allow you to make
notations and record activities for the entire found set.

Hint: You can delete a tagged set group of contacts by selecting Delete Tagged Contacts from the
File drop-down menu. Any contacts with documents like estimates, quotes or invoices will be
excluded.
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Prospects

Working with Prospects: Working with Prospects is very similar to working with your Contacts.
The manner in which you add, duplicate, delete, conduct finds and import and export is the same
for prospects as it is for contacts. See the section above on Contacts for more details.

800 fotoBiz Pro X o

Louis Armstrong

Notes Submission Requirements Additional Info
Contacts

Name Mr  Louls Armstrong New Note -
Lists and Tracking Tito 1/30/2013: Received reply to email. Need to schedule a meeting
Company ~Satch Products
Address @ 30 N 16th Ave
City | ST|ZIP _Phoenix AZ 85020
Country
Prospects Phone  555-997-4559
Mobile

Emall Templates

fotoQuote®

Magazines Email % email@example.com Enter various

Web €} www.example.com
et Taxable Taxpayer StasiGrow | types of
Forms and Releases et Activity Log contact
— EcoTee activity here
Keywords Related Prospects Al Prospects 11152013 Ema by selectin g
Photo Editor

Type Status the p'/US (+)
— sign

Referred By Region
X Use Formal Salutation: Dear Mr Armstrong,

Keywords

fotoBiz® Q Fnaprospect |4 44D Bl NewProspect

‘Showing Prospect 1 of 25 Total Prospects
100 = Browse

Prospect Tabs: To the right of the prospect contact information are three tabs. The Notes tab is
fixed but the remaining two can be edited to fit your needs. From the File drop-down menu select
Edit Tab Names to revise these tab headings.

Converting a Prospect to a Contact: Once a prospect becomes a client, you can convert the
record to a contact by selecting Convert to Contact from the Prospect drop-down menu. When
this process is complete you’ll automatically be taken to Contacts where your new record is
displayed. Any content in the Notes or other two tabbed sections will all be placed into the Notes
section of the new record.

Deleting All Prospects: Because prospects do not have any documents such as quotes and
estimates associated with them, you do have the ability to delete ALL prospect records. From the
File drop-down menu select Delete ALL Prospects to remove all prospect records.

Hint: The prospects you enter into fotoBiz should be those you are actively pursuing as clients, it
is important to note that large imports into fotoBiz can cause the program to run slow. Keep this in
mind when you’re importing prospect records. Also, moving a client from Contact to Prospect is
not possible due to the type of documents associated with client records. Should you need to
enter an existing contact as a prospect, you’ll need to do this manually.
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Email Templates

Email Templates: Clear consistent communication with clients is one of the main keys to
success. Thanking the writer who worked with you on assignments may get you recommended
the next time the writer gets an assignment. For the busy photographer, who has little time to
write, this part of fotoBiz makes keeping in touch with your clients easy and professional.

Click here to
add a new
email template

Edit your
template from
this tab

8006 fotoBiz X o

Email Templates

Send Email Edit Templates
Contacts e N
Select an Emall Template Email [l CopyText| g3} Save as Template
Lists and Tracking C ) )
Select an IR LR EE AL Assignment Understanding, Details usiomize
Emall Templates .
email e Hello Jim, X Include Salutation correspondenc
B — % Collection Latter, Notice Two ) ) _ :
1t was a pleasure to meet with you the other day to discuss your needs for architectural e for the client
% Collection Letter, Retumed Check documentation. We can work towards upgrading and bringing consistency to your photographic
,

from the list

Prospects

Magazines

Gear

Forms and Releases

Setup

% Collection Letter, The Demand 1

% Collection Letter, The Demand 2

3 Collection Letter, The Demand 3

% Collection Letter, Notice One Reminder
% Confirmation Letter - Corporate

» Contract Acceptance - Modified

% Contract Refusal, Strong (After Shoot)
% Copyright Notice for Web Page

% Cover Letter, Confirmation Enclosed

% Cover Letter, Delivery Memo (Film)

% Cover Letter, Editorial Assignment

% Cover Letter, General Assignment

% Cover Letter, Invoice Enclosed, Assignment

portlolio.

‘The following is my understanding of our agreement for the shooting plan and your use of the
photographs that will be created:

‘Together we would first visit the sites to be photographed, making notes as to what the priorities are
at each location.

There will be a total of 12 sites chosen. The research day rate of S350 will apply to this stage of the
project. We can expect to visit between 3 to 6 locations per day. Shooting days will be at $1,500 per
day and we can expect to do 2 or 3 sites per day. The $1,500 fee will include the shooting fee and the
licensing fee for the usages listed below. Expenses include digital capture, image prepiretouching and
mileage and will be billed extra. | estimate that each site will require about $150 in expenses.

1 will etain the copyright, but you will have multiple usage rights for a period of five years for portfolio,
wall prints and your website. All editorial requests from magazines will be directed to me, and | will be
allowed to charge reasonable compensation from the magazine for the use of the photos.

None of the usage rights or images may be transferred to  third party without my written permission.
If any contractors or others suppliers involved in this project want to receive images from this shoot |
will be happy to propose a package price that will include a license for multiple clients.

changes made
here will not
affect the
template

The current

% Cover Letter, Invoice Enciosed, Stock
If there is anything else you would like to add or modify, let me know. Otherwise, please sign and contact or
Select a letter above. Edit the text in the Send Email tab to the right retur a copy of this letter which will serve as our agreement. p ros, pe ct reco rd
then send email. The original template won't be changed. You can

edit the original in the Edit Templates tab. &4 Send this email to: Jim Burger mall@zine.com

you're working
with will be
displayed here

100 = & Browse
—

Click on the letter icon
to generate an email

The templates in fotoBiz provide easy access to many of types of communications. You'll find
templates that restate your understanding of an assignment, collection letters for late payments,
responses to contract demands, cover letters for nearly everything including a portfolio
submission, a letter that grants an extension of time to keep your images, late notices for your
images and portfolio, and thank you letters.

Hint: The templates are grouped by category which is selected from the Edit Templates tab. For
those users who have upgraded from fotoBiz 2 this feature did not exist. Any templates that you
import from fotoBiz 2 will be given the category of Unassigned. To assign these a category, select
the template and make your selection from the Edit Templates tab.

21



Stock Quotes

Creating a Stock Quote: Everything in fotoBiz begins with the client. To create a Stock Quote,
you must either enter the new client or find the existing contact. You can conduct finds from either
Lists and Tracking or Contacts. Once you locate the contact record select Stock Quote from the
Create New Document menu on the left side of the contact record.

Contacts
Lists and Tracking
Emall Templates
fotoQuote®
Prospects
Magazines
Gear
Forms and Releases
Setup
Create New Document

Assignment Estimate
Assignment Invoice
Stock Quote
Stock Invoice
Submission

Stock Production

fotoBiz®

Jim Burger

Name
Title Art Director
Company Rowing Magazine
Address @ 5520 6th Ave
City|ST|ZIP  Trumbull
Country USA
Phone 555-555-6161 Ln2

3/6/2011 You can enter notes about your client here.

CT 06611

Mobile 555-555-6363 Fax 555-555-6262

Emall B mail@zine.com
Web &3

ActivityLog ~ Assignment Estimates Invoices

Taxable Taxpayer StatusiGroup ]

Resale #

Dy Date Job Title

1070 11/29/2011 New Mexico Stock Request

Keywords Related Contacts All Contacts 1067  2/23/2012 Clouds

Art Director Client
Type Status

Jacqueline Northeast
Referred By Region

Use Formal Salutation: Hello Jim,

sport water AAA boat boating

Keywords

Q, Find Contact

New Contact 4+

New Note =

Stock Quotes ‘Submissions & Items Out

Status

Invoiced

Active

Last Backed up: This Contact is billed in USD. ‘Showing Contact 4 of 18 Found of 21 Total Contacts
100 = & £ Browse /)
T —— |
Select Stock To open an existing quote
Quote to create for this contact make your
a new quote selection from the list

This will open a new Stock Quote that allows you to enter individual line items, a job description,
licensing language and your terms.

Hint: You can duplicate or delete quotes from the Quote drop-down menu. When you select
duplicate you will be given the option to assign the quote to a new customer, an existing customer
or the current customer.
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Adding Line ltems

Adding Line Items: Image usage fee line items are added manually to the worksheet on the right
or by researching your usage fees in fotoQuote. With either option you're able to add a thumbnail
of the image you're licensing.

800 fotoBiz Pro X = Click the
.p/us (+)
contact Stock Quote aty Description Price Amount - — signto add
No. 1067 February 23, 2012 e ! 1,600.00 160000 % a line item
Lists and Tracking oo Tiie R Media: Poster.Promotional - Circulation: 10k to 26k - Maximum Image Size: 16x20 Va usage fee
ook Quote o — =] 2 | Clouds and scenic sky Nevada desert 300.00 60000 *
St ) Media: Postcard + Circulation: under 5k + Maximum Image Size: Spot Front Va
T Tite _Art Director
Open |
fotoQuote e — City |ST|ZIP Trumbull CT 06611
Terms Country USA
here to add a Manage Products Phone 555-555-6161 Fax 555-5565-6262
usage fee Prnt Options Emal i _mail@zinecom
direc l‘/y from s Ta:::ﬂ Taxpayer Status/Group
y our Job Category ~Advertising
fotoQuote Clents Job#t 267
pr/'C/'ng ClientPO# 1766
research — Add
sage Fees| To ,200. e
SubTolal 2200.00 Additional Charges Amount a d di tl onal
Tax x - — line item
B Grand Total USD $2,200.00 Charges
Create - her e
LD fl Browse Products By Category Other Charges| Total
100 = & £ Browse /)
| |
Create a stock Click here to select
invoice with a line items from your
click of a button products catalog

Additional Charges: Additional Charges are line items that are not associated with an individual
image usage fee. These types of charges apply to the overall quote and include items like digital
storage or delivery fees. When you select the Browse Products By Category button a list of
products will appear at the left making it easy to select line items from your pre-existing products
list.

Hint: If you've made any changes to the contact’s information you can update the client’s original
contact record by selecting Update Contact Record from the Quote drop-down menu.
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fotoQuote for Stock

Using fotoQuote to Add Usage Fees: To add a usage fee from fotoQuote select fotoQuote from

the menu to the left of the stock quote you’re working on. This opens fotoQuote so you can

conduct your pricing research and add usage fees to your stock quote.

Click the down arrow to
select a category

fotobiz,BroX

Brochure
Stock Quote
Select Category = Search
fotoQuote®
Stock ADVERTISING PRINT
Assignments Ad Slicks
Quote Packs Adbvertorial. Print. Magazine
Once the Advertorial.Print. Newspaper
. Art Reference.Advertising
ca teg ory Is Art Rendering. Advertising
chosen, Billboard
. Brochure
select the ,
i Buckslips
individual Building Wraps & Ad Banners
usage from Calendars.Promotional. 12 Sheet
H Calendars.Promotional.Date Book
this panel

Usage Fees | Value Added  Geographic Factors

UsageTips | Coach | Rights Coach

Brochure

Abrochure is a printed marketing pamphlet o leaflet
used for promotional or advertising purposes.

Brochure usages are still the most common print

usage sold in the stock photography industry. Its
important that you become very familiar with your
brochure price list.

This is a category that is seeing downward pressure
on prices due to royalty free and other low cost digital
sources of pictures. To try to compete, many picture
sellers are being more flexible on prices for common
generic images such as travel, clouds and sunsets.

To compensate for this loss of income, it's important

you charge even more for your unique and one of a
kind images. Try to remain firm on your prices for

Current Invoice: Clouds « Rowing Magazine

*  Sunset Scenic + Media: Poster.Promotional « Circulation: 10k to 25k » Maximum Image Size: 16x20
% Clouds and scenic sky Nevada desert - Media: Postcard - Circulation: under 5k » Maximum Image Size: Spot Front
% Sunset over water - Media: Brochure - Press Run: 1k - Image Size: 1/4 Page

Geographic: US Only $375

Press Run

» 1k
1k to 2.5k
2.5k to 5k
5k to 10k
10k to 25k
25k to 50k
50k to 100k
100k to 250k
250k to 500k
500k to 1mil
1to 3 mil
3to 5 mil

Update Current Usage

usD

Range: $281}— $375 —| $562

Image Size
) 1/4 Page
112 Page
3/4 Page
Full Page
Double Page
Front Cover
Spot Cover
Back Cover
Wrap Cover

Add New Usage to Quote

160000 /I*
30000
37500 o/

The price can
be adjusted
— onceitis
added to the
quote

When your
pricing
research is
done, click here
fo add a
thumbnail
image and
complete the
licensing
details

|
This section displays a
running tally of the uses
selected for this quote

Usage Tips and Coach Tabs: In the center of the stock pricing screen are three tabs: Usage

To change or revise the criteria for an existing
usage fee, conduct your research and select
this button to change the line item

Tips, Coach and Rights Coach. The Usage Tips provides you with additional information about
the use you've selected along with additional negotiating tips. The Coach tips include valuable
information on pricing and negotiation for a variety of topics like revisions, discounts and multi-
website use. The Rights Coach deals with specific rights requests such as exclusivity, buyouts

and textbook use.

Hint: Click on the pencil icon to the right of the line item at the bottom of the screen to edit the

selected line item.
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Click to sort

fotoQuote for Stock

Quote Packs: You can access the Quote Pack pricing from two places in fotoQuote, from the

menu options in the fotoQuote section of the program, or from the Stock pricing section as one of
the category selections. The chart below helps you see exactly what usages are included in each

Quote Pack.

8600

To view pricing
and add to
quote click here

Click on one of the column
headings to sort the data
by quote pack type

fotoBiz Pro X

Contacts

Stock Quote

fotoQuote®

by usage —

type

Assignments

Quote Packs

100 = & Browse
—

Quote Packs

View Pricing for:
All Marketing Material Pack

All Advertising &
Marketing

Quote Pack Usages

Corp/Promo Site
In-Store Display or Poster
Table Tent or Counter Card

Trade Show Panel or Presentation
Brochure or Direct Mail

Electronic Brochure

Single Sheet or Postcard

External Newsletter

Sales CD/DVD or Video
Promotional Email

Annual Report

External Presentation/Report
Press Kit/Press Release
Catalog

Prints Ads for a Directory
Event Program

In-Store Display
Print Advertising
Print Advertising

& Web
Material Print &

Promotional
Web

All Advertising
Material

All Marketing

e e e o«

Quote Pack Definitions

The new Quote Packs in fotoQuote give you the ability to |~

bundle different types of license usages together when
licensing a rights-managed image for advertising or
promotional use.

When you select a Quote Pack option, the description is
displayed in the Usage Tip tab at the center of the
screen. This description s the licensing detail that will be
added to, and printed on your Quote. You cannot edit the
description in the Usage Tip tab, but you can edit the text
in the Add to Current Quote screen. The other place you
can edit the Quote Pack’s description is in the Quote to
Print screen, right before you print the Quote.

Pricing with this type of Quote Pack is a great option for
clients who ask you for all rights to an image. You can
often convince the client that what they really need s this
more affordable option that lets them have an unlimited
use of the image, in multiple specific media types, for a
limited period of time. You must specify all these
variables, including the industry and territory restrictions,
in the Add to Current Quote screen.

These Quote Packs give your client greater flexibility in
how they wish to use the image(s) they license from you
They are afforded the freedom and convenience of using
the image in a variety of ways as described in the Quote
Pack, without having to come back o you to renegotiate
for every use and at the same time you protect your
copyright and control of your images.

We have selected a few of the more common groupings
of usages for the Quote Packs. If you need to add more
usages to a Quote Pack, price out that usage in
fotoQuote, decide on a discounted price, adjust the
Quote Pack price, and be sure to add the additional

usages to your Quote Pack description when you create -

Quote Packs give you the ability to bundle different types of license usages together when
licensing a rights-managed image for advertising or promotional use. Pricing with this type of
Quote Pack is a great option for clients who ask you for all rights to an image. You can often

General
overview
and
definitions
for each
Quote Pack

convince the client that what they really need is this more affordable option that lets them have an
unlimited use of the image, in multiple specific media types, for a limited period of time.

These Quote Packs give your client greater flexibility in how they wish to use the image(s) they

license from you.They’re afforded the freedom and convenience of using the image in a variety of
ways as described in the Quote Pack, without having to come back to you to renegotiate for every
use. At the same time you protect your copyright and maintain control of your images.
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Adding Image Information

Adding Image Information: When you add an image use fee you need to define the licensing of
that image. When this is done directly from fotoQuote several fields will be populated for you
automatically. These include the price, license duration and the fotoQuote criteria such as Press
Run and Image Size. Other fields such as placement, territory, versions, exclusivity, etc. have
drop-down menus for you to further refine the usage license.

Select your

preferred method

600

for data entry

fotoBiz Pro X

Image Information

Data Entry Method:

Menu  Keyboard

If selected from
fotoQuote the

Im D0 rta For Dellvery Memo and Tracking Image License ) .
thumbnail for Qy[ 1 | Description |Sunsetover water price WI”
the image Media  Brochure automa f[ca//y
9 Duaton [ 7 |Year populate this
')/OU a.fe Press Run % field
//C@nslng Image Size 1/4 Page
Placement
ERcName Distribution Format
Tracking Codo T Define the
Release Info . .
Use these Job/Stock Production ID ey /ma%ﬁ f/flfeesrése
Versions wi
[ Category Languages o
fields to enter o additional
Ian g g/['l nggﬁ | . Restrictions criteria
. SROB MY O Graysese Note
image Embedded oolor pofie:
fmmim el e Any items filled in above will be included in the license for this image. Be sure to define your usage as
|mage Size clearly as possible. Information about the image entered in the panel at the left will be used on the Quote.
x ]
e - N
1 image is sharpened for output [ Copy License to Clipboard | Duplicate Cancel Done

100 = & Browse

Copy license so that it
can be pasted into the
metadata of your image

Set your metadata
import
preferences here

Image Tracking Info: The thumbnail defaults you select in Setup > Settings and Defaults will
populate various fields on the left side of the screen automatically when you import an image
thumbnail. When an invoice is created from a Stock Quote this information is used to track sales.

Data Entry Method: There are two ways in which you can enter the details of your license. The
Keyboard method allows you to tab and type from field to field. With the Menu option you’ll need
to select the drop-down arrow or click into the field to make your selection.

Hint: You can update any image license fee by going back into fotoQuote to revise your pricing.
When you’re done with your research, select the Update Current Usage button from the
fotoQuote Stock Pricing screen to update the usage fee for the current image. You can update an
image thumbnail as well.
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Adding a Job Description

Adding a Job Description: You have two description text field options. In this first section you
can include a message to the client that will print out on the stock quote. This might include
important information that is not necessarily specific to the job description. When left blank this

section will not print to the stock quote. Use the second larger section to include your description
of the job, project description, service provided, etc.

Select an existing job
description by clicking
on it in the list

800 | fmx =)

Job Description

Heading
Contacts
Message To Client

Select a Job Description Template Enter your
% ABlank Description B message to
Stock Quote % Estimate 1 - Corporate T t h e c / ’ en t
Line items
Desaription here

Heading  Job Description:

Lists and Tracking

Manual License
Job Description Estimate 1 - Corporate Template
I'am pleased to submit my estimate for the consisting of eight of your
<Location>.

Terms

Manage Products

Print Options 1 aways ry to make my estimates as detaled as possible, butif you need any explanation or information please
do not hesitate to contact me. Once my estimate is approved, please sign and fax it to me at <Your Fax ype a new
fotoQuote® Numheez. . o b
The eight pictures must be taken in three consecutive days, maximum. Any delay or extension not being the J
responsibilty of the photographer will be charged accordingly. If models are needed you will provide them. Final Pt
delivery of the eight slides will be within Seven working days after the last shooting day. One final tour or walk descri |% tion or
through of the <Location> prior to the shooting date, planning of the shoot and unlimited phone/email 1 . .
correspondence are included in the fees. edit an

An advance payment of $3,000 is required prior to the shooting date to cover expenses. The balance s due upon it
delivery of the pictures. Styling costs and expenses are not included in the shooting fees. ex ’St n g one

Included in my estimate are scans and extra expenses for more than four pictures. Please feel free to subtract here
them from the total if they're not needed. As I've told you the advantage of myself providing the high-resolution
drum scan is that | wil control and supervise the process. This will insure you the highest quality possible.

Prior to the shooting date, | will come to your <Location> for a walk through to determine the final exact needs of
the assignment. This Is very important for the success of the shoot and the quality of the photographs. This visit
will also provide me with the opportunity to meet the people involved in the project, and discuss in detail what wil
take place during the assignment.

q 2 M Save as Template
fotoBiz® -

100 = & Browse
—

Save the new
job description
as a template

As you create job descriptions that you may use again in the future you can select the Save as
Template button from the lower right to store different types of job descriptions. When you need it
again for a similar job just call up that template by selecting it from the list on the left. Then you’ll
be able to make any needed changes for the conditions of your current job.

To change or edit the Heading title for either text field click on the blue line to bring up a list of
menu options. To add a new Heading select Edit, add your text and then click in the blue line
again to select your new entry.
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Creating a License

Creating an AutoBuild License: There are two ways to build your license using the
RightsWriter, the AutoBuild or Manual License. This screen shows the AutoBuild License feature.
Deciding what rights to grant with your license is an important part of pricing your images. The
RightsWriter License Builder helps you build your licensing agreement.

These fields will populate This is your license
automatically based on the preview screen
default settings selected. based on the
They can be edited here information on the left
8006 fotoBiz X =

RightsWiriter™ License Builder

Heading  The following usage license will be granted upon payment in full of the invoice:

Contacts
Licensor Russell Baker L From RightsWriter™
- Russell Baker, (Licensor) grants to Jim Burger, (Licensee) rights to use and Reproduce the items identified in the
Lists and Tracking Licensee | Jim Burger Invoice, solely to the extent explicitly stated in usages listed below for Jim Burger. This right may be exercised by
End User| Jim Burger subconiractors of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such The license
Stock Quote subcontractors agree to abide by the terms of this Agreement. Photo credit must read: @Russell Baker, All Rights
Credit Line| ©Russell Baker, All Rights Reserved Reserved d i
g | e e - etails are
pening Paragrap 57 Portrait of Rowing Captain UC Davis
Rl <<LICENSOR>>, (Licensor) grans to <<LICENSEE>>, (Licensee) B pu lled from the
rights to use and Reproduce the items identified in the Invoice, solely : 50K to .
Thi Abbui Dosnes) 10 the extent explicitly stated in usages listed below for <<END mﬂ‘i‘;‘e‘f’ﬁi 'g;g?k usage fee line
IS RS |SER>>. This right may be exercised by subcontractors of Licensee Placament. Intotior ;
. . (including Purchaser) for preparation of the Licensee's Work, provided B P items on the
n f ormation Manage Products that such subcontractors agree to abide by the terms of this Release Information: This image has a signed model release and s available for commercial use.
Agreement. Photo credit must read: <<CREDIT LINE>>. e b e e qu ote
Print Options !
pulls from your T Languages: English Only.
fotoQuote® B
stock qu ote [Rortmak of Rowing|Captain UC Davie) NO ELECTRONIC RIGHTS are granted in any form without an express license In writing. These photographs
may not be used on the Intemet for any purpose inciuding revisions or electronic editions of printed work without
default — S it lcanse
settin g S. NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
Sel h revisions must be negotiated with the copyright owner.
elect the X NoRevisions X No Eledronic Use Multple Insertions This License may not be transferred o a third party without the written consent of the copyright hoider.
refresh button Closing o
tO re Set l‘he This License may not be transferrdd to a third party without the written

consent of the copyright holder.

original text

License Type: ® AutoBuild Licehse () Manual License

fotoBiz® Apply Changes and Lock License| |  Ignore Changes and Lock License I Copy License to Ciipboard | ¢l Save as Template

100 = & Browse
—

| 1

Save the new license
as a template to
select later as a
Manual License

Individual line
items will be
listed here

Merge Fields: The Licensee, End User, Licensor and Credit Line are all merge fields that you can
insert into the Opening or Closing paragraphs. To insert one of these fields, place your cursor

where you want the merge field to appear and click the button adjacent to that item. This will
automatically add the contents of that field to your license.

An Autobuild license takes the information you've already entered about the image usage and
builds a license for you automatically. If you want to format your license differently or add
additional information you want to use the ManualBuild license instead. The AutoBuild License is
also the only way you can include a thumbnail with a license.
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Creating a License - Continued

Creating a Manual License: There are two ways to build your license using the RightsWriter, the
AutoBuild or Manual License. This screen shows the Manual License feature. It is important to
state clearly exactly what rights you are basing the quote on. Stating your terms of doing

business clearly and consistently is your best defense against the client trying to dictate your

terms for you.

800

Enter your license duration
here. Use the drop-down
menu to specify, year,
month, day, etc.

This is your license
preview screen based
on the Manual License

selection on the left

fatoRizp

Contacts

Lists and Tracking

Stock Quote
Line Items

Description

Select a Bl e
starter =

template — — OT(

from this foloQuote®
panel

fotoBiz®

RightsWriter™ License Builder
Lioense Duration |__1

Select a License Template

% Manual License Template

License Type: () AutoBuild License @ Manual License

Apply Changes and Lock License | Ignore Changes and Lock License

Heading  The following usage license will be granted upon payment in full of the invoice:
Text Manual License Template
[LICENSOR], (Licensor) grants to [LICENSEE], (Licensee) rights to use and Reproduce the items identified in the
Invoice, solely to the extent explicitly stated in usages listed below for [END USER]. This right may be exercised

by subcontractors of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such
subcontractors agree to abide by the terms of this Agreement. Photo credit must read: [CREDIT LINE].

This License may not be transferred to a third party without the written consent of the copyright hoider.
NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Interet for any purpose inciuding revisions or electronic editions of printed work without
said written license.

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
revisions must be negotiated with the copyright owner.

MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in the following magazines: [Magazine
AJ[Magazine B}, [Magazine C].

Il Copy License to Clipboard | ¢} Save as Template

Changes made
here will not
affect the
original
template

100 = &b = Browse
—

|
You cannot print a stock quote with a
license that us unlocked. Select one
of these options to lock your license

Save the new license as a
template to select later as
a Manual License

A Manual License is used when you want to customize the way the license information is
presented or if you want to use a license template. It is not possible to track specific image
licenses with a manual license, if you want to do so you must use the AutoBuild license.

Hint: For stock quotes that are not accepted or expire, you're able to mark them as inactive by

selecting this option from Quote drop-down menu.
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Terms and Conditions

Selecting Terms and Conditions: The default terms and conditions you identified as part of

setting up your templates will automatically be displayed here. You can select a different set of
terms from the list on the left or make edits in the window to the right.

Select an alternate set
of terms and
conditions from the list

Your default set of terms
and conditions will be
displayed here

Terms and Con

Contacts
Selecta Terms anfl Conditions Template

Lists and Tracking

% ASMP Terms and Conditions

% EP - Editorial Photographers

% Stock Quote Terms

Stock Quote

Heading  Terms and Conditions:

Text ASMP Terms and Conditions
[1] Definition: "Image(s)” means all visual representations furnished to Client by Photographer, whether captured,
delivered, or stored in photographic, magnetic, optical, electronic, or any other media. Unless otherwise specified
on the front of this document, Photographer may deliver, and Client agrees to accept, Images encoded in an
industry-standard data format that Photographer may select, at a resolution that Photographer determines will be:
suitable to the subject matter of each Image and the reproduction technology and uses for which the Image is

licensed. It is Client's responsibiliy to verify that the digital data (including color profile, if provided) are suitable

Line ltems for reproduction of the expected quality and color accuracy, and that all necessary steps are taken to ensure

Description correct reproduction. If the data are not deemed suitable, Photographer's sole nbllgallon will be to replace or
fepair the data, but in no event will be liable for poor lity, delays, or ! Changes
Manual License damages. Unless otherwise specifically provided this document, has no obligation to g
retain or archive any of the Images after they have been delivered to Client. Client is responsible for sending an .
Terms authorized representative to the assignment or for having an authorized representative review the images ma d e hef e wi / /
remotely during the assignment. If no review is made during the assignment, Client is obligated to accept
age Products 's judgment as 1o th of the Images. —  not affect the
Print Options [2] Rights: All Images and rights relating to them, including copyright and ownership rights in the media in which [~ /
the Images are stored, remain the sole and exciusive property of Photographer. Unless otherwise specifically origina
provided eisewhere in this document, any grant of rights is limited to a term of one (1) year from the date hereof
and to usage in print (conventional non-electronic and non-digital) media in North America. Unless otherwise tem p /a te

specifically provided elsewhere in this document, no image licensed for use on a cover of a publication may be
used for promotional or advertising purposes without the express permission of Photographer and the payment of
additional fees. No rights are transferred to Client unless and until Photographer has received payment in full.
The parties agree that any usage of any Image without the prior permission of Photographer will be invoiced at
three times Photographer's customary fee for such usage. Client agrees to provide Photographer with three
copies of each published use of each Image not later than 60 days after the date of first publication of each use.
If any Image is being published only in an electronic medium, Client agrees to Provide Photographer with an
electronic tearsheet, such as a PDF facsimile or URL of the published use of eaon such photograph, within fifteen
(15) days after the date of first publication of each use. Unless otherwise lly provided elsewhere in this
document, all usage rights are limited to print media, and no digital usages of any kind are permitted. This
prohibition includes any rights or privileges that may be claimed under §201(c) of the Copyright Act of 1976 or
any similar provision of any applicable law. Digital fles may contain copyright and other information embedded in
the header of the image file or elsewhere; removing and/or altering such information s strictly prohibited and
constitutes violation of the Copyright Act. Al fees and expenses payable under this agreement are required
imespective of whether Client makes actual use of lha Imagas or the Ik)ensas to use them. Unless specifically
provided elsewhere in this document, no r other secondary
usages may be made, and usage Topts are granted oﬂly Pt B Engnsn Ianguage North American editorial

£} Save as Template

fotoBiz®

Browse

Any changes made
can be saved as a
new template

The Terms and Conditions included in fotoBiz X for some of the professional organizations were
the most current at the time fotoBiz was being upgraded. Be sure to check that you’re using the
latest version recommended by these respective organizations.
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Managing Products

Managing Products: You can manage your products from three separate places in fotoBiz.
Select the Manage Products menu item from either Stock Quotes, Assignments or Invoices.
When you select New Product from the lower right corner you’ll be presented with a dialog box to
complete your entry. Complete the description, type and category and indicate whether the item is
taxable or not, then select OK.

Sort your product list by Enter the cost you incur for
selecting the ascending the item and the price you
or descending arrow charge in these columns

Contacts

Manage Prgducts

Lists and Tracking Description & Caoouy)

Stock Invoice Alr Fare Location « Travel
Assignment Kill Fee Assignment Kill Fee

Assistant @ Per Day Assistants » Crew

Black and White Prints 11X14 Film + Processing » Prints 35.00
Black and White Prints 8X10 Film « Processing + Prints 25.00
Car Rental Location « Travel

Creative Fees Advertising @ Per Day Creative Fee 2,000.00
Creative Fees Corporate @ Per Day Creative Fee 1,200.00
Creative Fees Editorial @ Per Day Creative Fee 500.00
Credit Credit

Line Items
Description
AutoBuild License
Terms

Delivery Memo

Manage Products

IX XX XXXXNXX

Print Options

Digital - Capture Fee/$50 min. Digital Production Expense 1.00
Digital - CD Burning, Per CD Digital Production Expense 30.00
Digital - DVD Burning, Per DVD Digital Production Expense 50.00
Digital - Equipment Charge/Day Digital Production Expense 200.00
Digital - FTP Delivery/per Meg/10 meg min. Digital Production Expense 1.00
Digital - Image Prep, Per Image Digital Production Expense 25.00

Digital - InkJet Contact Sheet Digital Production Expense 35.00
Digital - InkJet reference Prints Digital Production Expense 35.00
Digital - Post Production/Hour Digital Production Fee 200.00
Digital - Production Charge/Day Digital Production Fee 400.00

x
x
x
x
x
x
x
x
x
x
fotoQuote® % Digital - Assistant/Day Digital Production Expense 350.00
x
x
x
x
x
x
x
x
x
x

XXXXNXXNXNXXNXX

2, Changes to products will apply to newly added line items New Product ==
fotoBiz®

100 = &b = Browse
T

Add a new
product here

Entering your cost for each item will provide you with valuable profit and loss reporting
information on your Stock Productions.

Hint: Changes you make to existing products will apply only to newly added line items.
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Print Options

Stock Quote Printing Options: The printing options you select under Stock Quote Print Options
are only for the stock quote you’re currently working on. This allows you to customize the
information you want displayed on your quote per job, or per client. The changes you make here
do not affect your Stock Quote default settings. If you want to make global changes to your Stock

Quote print options that apply to all quotes, go to Setup from the main Contacts screen and then
choose the Stock Quote tab under Settings and Defaults.

Click into the title field to
view a list of options.
Select Edit to make
changes or additions

fatoRimRropd o

Stock Quote Options
Contacts

Form Title ‘QUOTE FOR STOCK PHOTOGRAPHY

Lists and Tracking

Stock Quote X Include License on Printed Quotes

X Include Terms on Printed Quotes
ne e X Include Terms on Printed License

You have two
|- lines for a footer
foans Title Page Footer This quote was prepared using the fotoQuote® stock photography pricing software. m essag €. Mak €
B v your selections
Prnt Optons here or leave
fotoQuote® b/a[‘)k

Global Settings - Changes here change the defaults in Setup
Letternead Type:  Blank ® Graphic ( Text Only

Define what X Print total number of pages on documents
. . X Print page number on first page
information you X Include signature ines on printed quotes

want pf/nted on — Include currency code in totals
th e SfO C k Q uote X Print altemative footer on multi-page documents

- 1200 23rd Street Ste 202 + New York NY 10019 USA + 212-555-4130 + Fax: 212-555-1200 * rbaker@rub.com
1010]:17

100 = & £ Browse
T

Global Setting Print Options: The Global Settings apply to all stock quotes. The changes you
make here will apply to all stock quotes.
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Stock Quote Lists and Reporting

Finding Stock Quotes: Working with your Stock Quotes is similar to how you work with your
Contacts and Prospects lists. Each column has a descending and ascending sort order. To
conduct a search for a specific set of quotes select Find Quote from the lower right corner or

select Find Quote from the Quote drop-down menu.

Click next to each column header to
sort the list ascending or descending

8006 fotoBiz X (!
Select an
action to
Contacs Quotes — Print Jobs by
TR—— Category or
— D Date Company ¥ Job Title Status by Company

— 5/01/2012 Rowing Magazine New Mexico Stock Request Invoiced [*]

2/23/2012 Rowing Magazine Clouds Inactive

Assignments
3/05/2012 Manhattan Publishing New Mexico Church Inactive
Stock Quotes
Submissions
Prospects
License Tracking
Image Tracking

Stock Productions
fotoQuote®
Prospects
Magazines

Gear

Forms and Releases

Setup

Show Quotes Dated Last Year Start| 1/01/2012 |&@ End | 12/31/2012 |@ Q, Find Quote
fotoBiz® Showing Quotes [rom Last Year of 4 Total
100 = & O Browse
Filter your quotes Select Show
by various date All to reset the
ranges found set

Stock Quote Reporting: You’re able to print reports of your stock quotes by company or by
category such as advertising, editorial, corporate, etc. The action you select from the upper right
corner will print the current found set displayed on the screen. You'll then have the option to print
all quotes in that found set or only those invoiced or active.

Stock Quote Browsing: When you select a quote from the displayed list you can quickly browse
through those quotes by selecting View from the menu bar or by using the Command and arrow
keys to indicate the first, last, next or previous quote.
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From the
Create New
Document
menu select
Stock
Invoices to
create a hew
invoice

Stock Invoices

Creating a Stock Invoice: You can create a stock invoice a couple of ways. If you've already
created a stock quote (see page 22) you can simply select the Create Invoice button from the
stock quote itself. This is the quickest, easiest way to create a stock invoice. To create a stock
invoice without having first created a stock quote, select Stock Invoices from the Create New

Document menu at the left.

Contacts
Lists and Tracking
Emall Templates
fotoQuote®
Prospects
Magazines
Gear
Forms and Releases
Setup
Create New Document

Assignment Estimate
Assignment Invoice
Stock Quote
Stock Invoice
Submission

Stock Production

fotoBiz®

Last Backed up:

100 = & £ Browse

Jim Burger

Name
Title
Company
Address @
City | ST| ZIP
Country
Phone
Mobile
Email i
Web €
Taxable
Resale #

Keywords
Art Director
Type

Jacqueline
Referred By

Mr. Jim
Art Director
Rowing Magazine
5520 6th Ave
Trumbull CT 06611
UsA

555-555-6161 Ln2

555-555-6363 Fax 555-555-6262
mail@zine.com

Taxpayer StawsiGrowp ]

Related Contacts All Contacts
Client

Status

Northeast
Region

Use Formal Salutation: Hello Jim,

sport water AAA boat boating

Keywords

Q, Find Contact

New Contact

3/6/2011 You can enter notes about your client here.

ActivityLog  Assignment Estimates Invoices Stock Quotes

Dv Date Type Job Title

1041 5/10/2012 Stock Invoice New Mexico Stock Request
1040 4/17/2012 Assignment Invoice Shoot Boats for Fun
1037 11/30/2011 Assignment Invoice Shoot US 2010 Rowing Nationals

1035 3/15/2010 Stock Invoice Clouds

Submission:

New Note =

s & Items Out

Status

Closed
Void
Closed

Open

Showing Contact 4 of 20 Total Contacts

Hint: Remember that everything in fotoBiz begins with the client. So in order to create a new
Stock Invoice you'll need to first find the client’s record. See page 18 for more information on

To open an existing invoice
for this contact make your
selection from the list

conducting finds for contacts.
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directly from fooQuoted

the invoice was fotoBiz®
created from

Adding Line ltems

Adding Line Items: When you select the Create Invoice button from an existing Stock Quote,
any image line items on the quote will also be on the invoice. Edit or delete line items from the
invoice before printing it. Image usage fee line items are added manually to the worksheet on the
right or by researching your usage fees in fotoQuote. With either option you’re able to add a
thumbnail of the image you’re licensing.

Invoices with a balance
due will show as open.
When an invoice is paid in
full it will display as closed

800 fotoBiz Pro X ()
Click the
Stock Invoice - — plus (+)
Contacts . sign to add
No. 1041 May 10, 2012 = 1 Taos Church - New Mexico Churches ... x . .
Lists and Tracking < Dueton: 1 Year - Masiuimage Siz: 4 Page ’ a line item
Job Title  New Mexico Stock Request
1 Clouds and scenic sky near Albuquerque New ...
Stock Invoice Name Jim Burger
Une loms Title Art Director + Duration: 1 Year « Maximum Image Size: Full Page
Company Rowing Magazine 1 Clouds and scenic sky near Santa Fe ...
Eel Address 5520 6th Ave « Duration: 1 Year - Maximum Image Size: 1/2 Page
Manual License City |ST|ZIP  Trumbull CT 06611
Terms Country USA
Open fOtOQUOte Delivery Memo Phone 555-555-6161 Fax 555-5565-6262
here to add a T Email & _mai@zine.com
e Taxable TaxpayerStatusiGroup [ |
Resale# 85-89416510
Job Category
your fotoQuote Clents Job
Client PO #
TOTALS PAYMENTS o
Usage Fees Total 1,116.00 e
o SubTotal 1,146.00 Additional Charges Amount Add/ l:/Ona/
C//Ck here tO |m,ror|‘¢e Tax: x| 1 Digital - CD Bumning, Per CD 30.00 30.00 2 /ll‘le /tem
J=3 Grand Total 1,146.00 x Charges
e Total Payments: h h
original quote Balance Due: $1,146.00 - shown here
fl Browse Products By Category Other Charges Total
100 = Bm_wse
[ [
Enter payments Browse the products
by selecting the listing to add
Payments tab additional charges

Additional Charges: Additional Charges are line items that are not associated with an individual
image usage fee. These types of charges apply to the overall invoice and include items like digital
storage or delivery fees. When you select the Browse Products by Category button a list of
products will appear at the left making it easy to select line items from your pre-existing products
list.

Hint: Any existing usage fee from fotoQuote can be updated and automatically adjusted by
selecting the Update Current Usage button from the fotoQuote screen.
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fotoQuote for Stock

Using fotoQuote to Usage Add Fees: To add a usage fee from fotoQuote select fotoQuote from
the menu to the left of the stock invoice you are working on. This opens fotoQuote so you can

conduct your pricing research and add usage fees to your stock invoice. You can also update any
existing line item from a pre-existing stock quote.

Quote Packs

are groups of

uses bundled
together

Once the
category is
chosen, select
the individual
usage from this
panel

Click the down arrow
to select a category

fotoRizRX

Contacts

Stock Invoice

fotoQuote®

Stock

Assignments

100 = & = Browse

Brochure

Select Category

Search

ADVERTISING PRINT

Ad Slicks

Advertorial.Print. Magazine

Advertorial.Print. Newspaper

Art Reference Advertising
Art Rendering Advertising

Billboard
Brochure
Buckslips

Building Wraps & Ad Banners
Calendars.Promotional.12 Sheet

Calendars.Promotional.Date Book

Usage Fees

Value Added

Geographic Factors

UsageTips | Coach | Rights Coach

Brochure

Abrochure is a printed marketing pamphlet or leaflet
used for promotional or advertising purposes.

Brochure usages are still the most common print

usage sold in the stock photography industry. It's
important that you become very familiar with your
brochure price list.

This is a category that is seeing downward pressure
on prices due to royalty free and other low cost digital
sources of pictures. To try to compete, many picture
sellers are being more flexible on prices for common
generic images such as travel, clouds and sunsets.

To compensate for this loss of income, it's important
you charge even more for your unique and one of a
kind images. Try to remain firm on your prices for

Geographic: US Only $ 468

Press Run

ik
1k to 2.5k
2.5k to 5k
5k to 10k
10k to 25k
25k to 50k
50k to 100k
100k to 250k
250k to 500k
500k to 1mil
1 to 3 mil
310 5 mil

Update Current Usage  Add New Usage to Invoice

Current Invoice: New Mexico Stock Request * Rowing Magazine
% Clouds and scenic sky near Santa Fe ... + « Duration: 1 Year - Maximum Image Size: 1/2 Page

% Clouds and scenic sky near Albuquerque New ... - + Duration: 1 Year - Maximum Image Size: Full Page
% Taos Church - New Mexico Churches ... * Media: Brochure + Press Run: 1k « Image Size: 1/2 Page

Range: $351 |— $468 —| $702

Image Size
1/4 Page

) 112 Page
3/4 Page
Full Page
Double Page
Front Cover
Spot Cover
Back Cover
Wrap Cover

usD

The price can
be adjusted
once itis
added to the
invoice

When your
pricing research
is done, click
here to add a
thumbnail
image and
complete the
- licensing details

___Edit existing
line item

This section displays a

running tally of the uses
selected for this invoice

To change or revise the criteria for an existing
usage fee, conduct your research and select

this button to change the line item

Usage Tips and Coach Tabs: In the center of the stock pricing screen are three tabs: Usage

Tips, Coach and Rights Coach. The Usage Tips provides you with additional information about
the use you've selected along with additional negotiating tips. The Coach tips include valuable
information on pricing and negotiation for a variety of topics like revisions, discounts and multi-
website use. The Rights Coach deals with specific rights requests such as exclusivity, buyouts

and textbook use.
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Click to sort
by usage —

type

fotoQuote for Stock - Continued

Quote Packs: You can access the Quote Pack pricing from two places in fotoQuote, from the

menu options in the fotoQuote section of the program, or from the Stock pricing section as one of
the category selections. The chart below helps you see exactly what usages are included in each

Quote Pack.

8006

To view pricing
and add to

invoice click here

Click on one of the column

headings to sort the data
by quote pack type

100 = & Browse
—

acks

Quote

Promotional Email

Annual Report

External Presentation/Report
Press Kit/Press Release
Catalog

Prints Ads for a Directory
Event Program

Quote Pack Definitions

how they wish to use the image(s) they license from you.
They are afforded the freedom and convenience of using
the image in a variety of ways as described in the Quote
Pack, without having to come back to you to renegotiate
for every use and at the same time you protect your
copyright and control of your images.

We have selected a few of the more common groupings
of usages for the Quote Packs. If you need to add more
usages to a Quote Pack, price out that usage in
fotoQuote, decide on a discounted price, adjust the
Quote Pack price, and be sure to add the additional

usages to your Quote Pack description when you create -

Contacts o3 > g‘ g’ &
2 2 o g 5 g 2 The new Quote Packs in fotoQuote give you the ability to =
Stock Quot View Pricing for: 2 2 H g £ B8f bunde different types of license usages together when
tock Quote Lo fcensi i i
g - 5% licensing a rights-managed image for advertising or
All Marketing Material Pack g 2 E e g 2 g 23 promotional Use.
2 S
fotoQuote® 2t 2 2EE § 2 £ 528 )
22 z T2 L& Ew & &322 When you select a Quote Pack option, the description is
Stock Quote Pack Usages v displayed in the Usage Tip tab at the center of the
screen. This description is the licensing detail that will be
Assignments Corp/Promo Site . . . added to, and printed on your Quote. You cannot edit the
description in the Usage Tip tab, but you can edit the text
— In-Store Display or Poster . . in the Add to Current Quote screen. The other place you

can edit the Quote Pack’s description is in the Quote to

Table Tent or Counter Card . Print screen, right before you print the Quote.

Trade Show Panel or Presentation . Pricing with this type of Quote Pack s a great option for General

: : clients who ask you for all rights to an image. You can .
Brochure or Direct Mail . often convince the client that what they really need is this overview and
; more affordable option that lets them have an unlimited L

Electronic Brochure use of the image, in multiple specific media types, for a def/n itions

Single Sheet or Postcard limited period of time. You must specify all these
variables, including the industry and territory restrictions, fO r eac h

External Newsletter in the Add to Current Quote screen.

Sales CD/DVD or Video These Quote Packs give your dlient greater flexibility in Quote Pack

Quote Packs give you the ability to bundle different types of license usages together when
licensing a rights-managed image for advertising or promotional use. Pricing with this type of
Quote Pack is a great option for clients who ask you for all rights to an image.You can often
convince the client that what they really need is this more affordable option that lets them have an
unlimited use of the image, in multiple specific media types, for a limited period of time.

These Quote Packs give your client greater flexibility in how they wish to use the image(s) they
license from you. They’re afforded the freedom and convenience of using the image in a variety
of ways as described in the Quote Pack, without having to come back to you to renegotiate for
every use. At the same time you protect your copyright and maintain control of your images.
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Adding Image Information

Adding Image Information: When you add an image use fee you’ll need to define the licensing
of that image. When this is done directly from fotoQuote several fields are populated for you
automatically. These include the price, license duration and the fotoQuote criteria such as Press
Run and Image Size. Other fields such as placement, territory, versions, exclusivity, etc. have
drop-down menus for you to further refine the usage license.

License start date will be When added from fotoQuote

populated with today’s the fotoQuote price range will
date and can be edited be displayed here
800 fotoBiz Pro X )
Image Information ety et S = ) == If selected from
Import a ForDelveryMemo and Trackig = fotoQuote ,/ihe
, ~ rice wi
thumbnail for G| 1| peporeten e auﬁt?omat/ca/ly
the /mage Media Brochure. = / h . f‘ Id
you are Start Date: | 5/10/2012 Duration: 1 [vear End Date:| 511012013 popu ate this fie
7 . Press Run 1k
/IC@nSIng \—Import image Image Size 112 Page
Placement . .
Fil Name Distbuion Format Define the image
Tracking Code s license with
JobiStock Producton ID == thel‘se‘a?d/t/ot/;’a/
e criteria from the
Use these e Languages drop-down
fields to S §
enfef I File Specifications  Metadata Import Preferences et menus
information e e
about each
Image e e e R N e R e e e s
x ] R Tl fa o o . T ks et —
o Ime@gs s sharpened for output This License expires on 5/10/2013 Ml Copy License to Cipboara|  Duplcate | Cancel | Done

100 = & Browse

Set your Copy license so that it
metadata import can be pasted into the
preferences here metadata of your image

Image Tracking Info: The thumbnail defaults you select in Setup > Settings and Defaults will
populate various fields on the left side of the screen automatically when you import an image
thumbnail. When an invoice is created this information is used to track sales.

Data Entry Method: There are two ways in which you can enter the details of your license. The
Keyboard method allows you to tab and type from field to field. With the Menu option you’ll need
to select the drop-down arrow or click into the field to make your selection.

Hint: You can update any image thumbnail by selecting the image and choosing Replace.
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Adding a Job Description

Adding a Job Description: You have two description text field options. In this first section you
can include a message to the client that will print out on the stock invoice. This might include
important information that is not necessarily specific to the job description. When left blank this
section does not print. Use the second larger section to include your description of the job, project
description, service provided, etc. If the invoice was created from a stock quote, this information
will automatically carry over.

Select an existing job
description by clicking
on it in the list

800 | fotoBiz Pro X o

Job Description Enter your
P— ; message to

Select a Job Description Template

Liss and Tracking the client
% ABlank Description =

Stock Involce % Estimate 1 - Corporate here
Line items

Description

Heading  Job Description:
Manual License
Job Description A Blank Description Template
Terms

Delivery Memo

Manage Products Type a new job
Prnt Optons description or

foouoted edit an existing

one here

£l Save as Template

I
Save the new
Jjob description
as a template

As you create job descriptions that you may use again in the future you can select the Save as
Template button from the lower right to store different types of job descriptions. When you need it
again for a similar job just call up that template by selecting it from the list on the left. Then you’ll
be able to make any needed changes for the conditions of your current job.

To change or edit the Heading title for either text field click on the blue line to bring up a list of
menu options. To add a new Heading select Edit, add your text and then click in the blue line
again to select your new entry.
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Creating a License

Creating an AutoBuild License: There are two ways to build your license using the
RightsWriter, the AutoBuild or Manual License. This screen shows the AutoBuild License feature.

Deciding what rights to grant with your license is an important part of pricing your images. The

RightsWriter License Builder helps you build your licensing agreement.

These fields will populate
automatically based on the
default settings selected,
they can be edited here

800 |

This is your license
preview screen
based on the
information on the left

fotoBiz X |

RightsWriter™ License Builder

Licensor| Russell Baker

Contacts

Lists and Tracking Licensee  Susan Kiumpp

End User Susan Klumpp

Stock Invol
il Credit Line ©Russell Baker, All Rights Reserved

Line ltems Opening Paragraph o
Description <<LICENSOR>>, (Licensor) grants to <<LICENSEE>>, (Licensee)
rights to use and Reproduce the items identified in the Invoice, solely
1o the extent explicitly stated in usages listed below for <<END
USER>>. This right may be exercised by subcontractors of Licensee
(including Purchaser) for preparation of the Licensee's Work, provided
that such subcontractors agree to abide by the terms of this
Agreement. Photo credit must read: <<CREDIT LINE>>.

AutoBulld License

This Torms
information

Delivery Memo

Heading  The following usage license will be granted upor] payment in full of this invoice:

Text From RightsWiriter ™
Russell Baker, (Licensor) grants to Susan Kiumpp, (Licensee) rights to use and Reproduce the items identified in
the Invoice, solely to the extent explicitly stated in usages listed below for Susan Klumpp. This right may be
exercised by subcontractors of Licensee (including Purchaser) for preparation of the Licensee's Work, provided

that such subcontractors agree to abide by the terms of this Agreement. Photo credit must read: @Russell Baker,
Al Rights Reserved.

Summer Fashions Article

Media: Magazine Editorial. Consumer
License Duration: 1 Year

License Start Date: 2/22/2013
License End Date: 2/22/2014

Press Run: 100k to 250k

Image Size: Full Page

Placement: Interior

Distribution Format: Print

The license
details are pulled
from the usage
fee line items on
the invoice

Manage Products Release Information: This image has a signed model release and is available for commercial use.

Industry: Fashion
Versions: In one version only.

Image Usage Licenses

pulls from your
stock invoice
default
settings. Select
the refresh
button to reset
the original text

Print Options
Summer Fashions Article
fotoQuote®
NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Internet for any purpose including revisions or electronic editions of printed work without
said written license.

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said

X NoRevisions X No Electronic Us Multiple Insertions Ekina puialhe negoisiad Wk the copyiohe cinas

Closing ~

157

This License may not be transferred to a third party without the written consent of the copyright holder.

This License may not be transferred to a thifd party without the written
consent of the copyright holder.

License Type: @ AutoBuild License () Manual License

Il Copy License to Clipboard | ¢ Save as Template

Apply Changes and Lock License | | Ignord Changes and Lock License

100 = & Browse
—

1
Individual line
items will be
listed here

|
Save the new license as
a template to select later
as a Manual License

Merge Fields: The Licensee, End User, Licensor and Credit Line are all merge fields that you can
insert into the Opening or Closing paragraphs. To insert one of these fields, place your cursor
where you want the merge field to appear and click the button adjacent to that item. This will
automatically add the contents of that field to your license.

An AutoBuild license takes the information you've already entered about the image usage and
builds a license for you automatically. If you want to format your license differently or add
additional information you would want to use the ManualBuild license instead. The AutoBuild
License is also the only way you can include a thumbnail with a license.
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Creating a License - Continued

Creating a Manual License: There are two ways to build your license using the RightsWriter, the
AutoBuild or Manual License. This screen shows the Manual License feature. It’s important to
state clearly exactly what rights you’re basing the invoice on. Stating your terms of doing
business clearly and consistently is your best defense against the client trying to dictate your

terms for you.

If the invoice was
created from a quote
this information will
automatically populate

8600

This is your license
preview screen based
on the Manual License

selection on the left

fotoBiz X ()

RightsWriter™ License Builder

Contacts

Heading  The following usage license will be granted upor] payment i fullof this invoice:

S / License Start Date | 2/16/2013|E| License End Date __ 2/16/2014 || E:_"ENSOR] o RN R E— M:er“m‘lé EE(VIW"SEUTE;’O‘EE
, (Licensor) grants to , (Licensee) rig| lo use and Reproduce the items identified in the
elect a e License Duration 1| [Year Invoice, solely to the extent explictly stated in usages listed below for [END USER). This right may be exercised Chan ges
tart by of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such

starter e O subconiractors agree to abide by the terms of this Agreement. Photo credit must read: [CREDIT LINE]. made here

tem p /a te e — % Manual License Template [ This License may not be transferred to a third party without the written consent of the copyright holder. W/ / / not a ffe ct
i D NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs i
from this cocipton may not be used on the Intemet for any purpose including revisions or electronic editions of printed work without the ori ain al
Manual License said written license.
panel template

Terms
Delivery Memo
Manage Products
Print Options

fotoQuote®

License Type: () AutoBuild License @ Manual License

Apply Changes and Lock License  Ignore Changes and Lock License

fotoBiz®

100 = & Browse
e

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
revisions must be negotiated with the copyright owner.

MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in the following magazines: [Magazine
Al[Magazine B], [Magazine C].

I Copy License to Clipboard | ¢} Save as Template

You cannot print a stock invoice with a
license that us unlocked. Select one
of these options to clock your license

Save the new license as
a template to select later
as a Manual License

A Manual License can be used when you want to customize the way the license information is
presented or if you want to use a license template. It is not possible to track specific image
licenses with a manual license, if you want to do so you must use the AutoBuild license.

Exporting License Reminders: If don’t have license reminders automatically set to export in
Setup > License Reminder, then you can individually export a license reminder for only those
license expiration dates you want to track. To do this select Invoice from the drop-down menu and

click on Export License Reminder.
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Terms and Conditions

Selecting Terms and Conditions: The default terms and conditions you identified as part of

setting up your templates will automatically be displayed here. You can select a different set of
terms from the list on the left or make edits in the window to the right.

Select an alternate set
of terms and
conditions from the list

Your default set of terms
and conditions will be
displayed here

fotobiz ro X |

Contacts

Lists and Tracking

Stock Invoice.
Line items

De: tion
AutoBulld License
Terms

Delivery Memo
Manage Products
Print Options

fotoQuote®

fotoBiz®

100 = & = Browse
T —

Terms and Conclitions

Select a Terms and Conditions Template

% ASMP Terms and Conditions
3 EP - Editorial Photographers
% Stock Quote Terms

Heading  Terms and Conditions:

Text EP - Editorial Photographers

| This agreement is between [John Doe (‘Pho(ogrsphel‘)] and Client, who retains services of Photographer, as
Contractor to deliver lent. Copyright and all film, prints, media, and digital files

e property of Photographer. The only ngms gmmm to the Photographs are those specifically set forth

above under “Rights Granted/Usage License". All other rights are reserved by Photographer. Rights granted may

not be transferred or assigned, in whole or in part, whether voluntary or by operation of law without the expre:

written consent of Photographer. Client waives all defenses arising under section 107 of the Copyright Act, and

walves all revision and reproduction rights or privileges under section 201 of the Act. This agreement is not a

work made for hire. This agreement shall be govemned under the laws of the place of residence of Photographer.

Client agrees to personal jurisdiction in the state of residence of photographer.

2. Payment: No rights are granted until payment is received in full. Failure to make timely payment shall be
deemed an act of copyright infringement under the United States Copyright Act. A detalled accounting of fees
and production charges will be provided in the invoice, but uniess specifically stated no vendor receipts will be
provided.

3. Warrants & Liability: Photographer warrants that Photographs were created by him/her and he/she has
authority to license their use to Client. Client will defend Photographer against any and all claims, liability,
damages, and costs, including legal fees & expenses, arising out of the creation, use, or misuse of the images.
Unless delivered to Client by Photographer, no Model or Property release exists. Client shall pay Photographer's
costs and expenses (including Photographer's reasonable attorney’s fees and related costs) incurred in
connection with enforcing the terms of this Agreement, including those incurred without commencing a court
proceeding.

& Clientis for payment of all expenses incurred up to the time.
Pholographer recelves actual notification, plus 50 percent of Photographer's fee. If notice is given less than two
business days prior to the shoot date, Client will pay 100 percent of the fee. Unless otherwise agreed, Client will
pay 100 percent of the fee for Weather Delays on location or 50 percent of the fee f postponement occurs prior
to departure. Client will be charged 100% of fee and expenses for any reshoots required by the client. For
reshoots required by an act of God or fault of third party ciien will pay all additional expenses.

5. (Optional - ot necessaryfor cighal dlivey) Lossor Damage: In the vt of ss o damage o riginal
transparencies or negatives, Client will reimburs in the amount
e b 2 coe e Tk Vel e ey o gt il e 526001

£} Save as Template

The Terms and Conditions included in the program for some of the professional organizations

Any changes made
can be saved as a

new template

were the most current at the time fotoBiz X was upgraded. Be sure to check that you’re using the
latest version recommended by these respective organizations.
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Creating a Delivery Memo

Creating a Delivery Memo: Create a delivery memo to send with the invoice or send it to the

creative department separate from the invoice. Delivery memos do not have pricing information
and can be used to accompany the images when sending them to the creative department. This
way the accounting department gets the invoice and the end user of the images gets the file
specifications along with the licensing information. This helps to ensure that the images are used
in the manner and the duration that was agreed upon.

800

Image line
items from
the invoice

=

The image file
names and
total image

count are
automatically
populated
from the File
Information
section to the
right

100 = & =

Contacts

Lists and Tracking

Stock Invoice

Line ltems

Description

AutoBuild License

Terms

Delivery Memo

Manage Products

Print Options

fotoQuote®

Browse

Delivery Memo

No.

Job Title

Name

Title

Company

Address

City | ST | ZIP

Country

Phone.

Email
Taxable

Resale #

Job Category

Client's Job #

Client PO #

1041 May 10, 2012
New Mexico Stock Request

Jim Burger

Art Director
Rowing Magazine
5520 6th Ave
Trumbull

USA
555-555-6161
mail@zine.com

Taxpayer Status/Group

85-89416510

CT 06611

Fax 555-565-6262

Advertising

File Name(s):
Taos Church
D7D45890A2C511D9.jpg
E45A2268A2C511D9.jpg

file (s)

ing Message [+

is for only. Pt may not be
any viay without (a) express written permission on Photographer’s invoice stating rights licensed and the terms
therepf and (b) payment of said invoice. The ble and stipulated fee for use shall be three
(3x) tfmes Photographer's normal fee for such usage. Client assumes insurer's liability for all photographs.

Taos Church - New Mexico Churches ...

File Name: Taos Church - Tracking Code: 1017 « Job ID: 175

Clouds and scenic sky near Albuquerque New ...

File Name: D7DAS800A2C511D pg - Tracking Cade: 1023 - Job ID: 175
Clouds and scenic sky near Santa Fe ...

File Name: E45A2268A2C511D9.jpg  Tracking Code: 1026 « Job ID: 174

Additional Instructions:

These files contain metadata for identifying and tracking purposes. The use of Adobe Photoshop Save For Web =

& Devices and other applications or procedures may result in the stripping of metadata. Files without metadata
are at increased risk of unauthorized use. To protect your interests, do not remove or alter the embedded
metadata.

For accurate color be sure to preserve the embedded profile when opening the file in Photoshop or any other
image editing program. Due to variances between platforms, browsers and individual monitors that we cannot
accant anv resnonsibility for color or tanalitv on the weh

~
Closing Message Is

No reproduction rights are granted with this delivery memo. Usage fees for all of our photographs are determined =

on a case-by-case basis and must be agreed to by both parties. At that time a reproduction license will be issued
on a stock photography invoice, and will be granted upon payment of that invoice.

copied, televised, digitized or usedin -

Click in this field
to change the
descriptor

Select the refresh
button to reset
the default text

These fields
will populate
with text you
entered as
your default
settings.
Changes
made here will
not affect the
default
settings

In addition to the default messaging, the delivery memo automatically prints the same information
to the memo as it does to the invoice. When Include License on Printed Invoice is checked in the
Print Options section, the license will also print to the delivery memo.
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Managing Products

Managing Products: You can manage your products from three separate places in fotoBiz.
Select the Manage Products menu item from either Stock Quotes, Assignments or Invoices.
When you select New Product from the lower right corner you’ll be presented with a dialog box to
complete your entry. Complete the description, type and category and indicate whether the item is

taxable or not then select OK.

Sort your product list by
selecting the ascending
or descending arrow

Enter the cost you incur for
the item and the price you

charge in these columns

Contacts

Manage Prgducts

Lists and Tracking Description A

Air Fare

Assignment Kill Fee
Assistant @ Per Day

Black and White Prints 11X14
Black and White Prints 8X10
Car Rental

Stock Invoice

Line ltems

Description
AutoBuild License

Terms

Creative Fees Advertising @ Per Day
Creative Fees Corporate @ Per Day
Creative Fees Editorial @ Per Day
Credit

Delivery Memo
Manage Products

Print Options

L]
x
x
x
x
x
x
x
L
x

fotoQuote® % Digital - Assistant/Day
% Digital - Capture Fee/$50 min.
% Digital - CD Buming, Per CD
% Digital - DVD Buming, Per DVD
% Digital - Equipment Charge/Day
% Digital - FTP Delivery/per Meg/10 meg min.
% Digital - Image Prep, Per Image
% Digital - InkJet Contact Sheet
% Digital - Inklet reference Prints
% Digital - Post Production/Hour
% Digital - Production Charge/Day

2, Changes to products will apply to newly added line items
fotoBiz®

100 = &b = Browse
T

Category

Location « Travel
Assignment Kill Fee
Assistants + Crew

Film « Processing « Prints
Film « Processing + Prints
Location « Travel

Creative Fee

Creative Fee

Creative Fee

Credit

Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Expense
Digital Production Fee
Digital Production Fee

35.00
25.00

2,000.00
1,200.00
500.00

IX XX XXXXNXX

350.00
1.00
30.00
50.00
200.00
1.00
25.00
35.00
35.00
200.00
400.00

XXXXNXXNXNXXNXX

New Product &+

Add a new
product here

Entering your cost for each item provides you with valuable profit and loss reporting information

on your Stock Productions.

Hint: Changes you make to existing products will apply only to newly added line items.
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Print Options

Stock Invoice Printing Options: The printing options you select under Stock Invoice Print
Options are only for the stock invoice you’re working on. This allows you to customize the
information you want displayed on your invoice per job or per client. The changes you make here
do not affect your stock invoice default settings. If you want to make global changes to your stock
invoice print options that apply to all invoices, go to Setup from the main Contacts screen and
then choose the Stock Invoice tab under Settings and Defaults.

Click into the title field to
view a list of options.
Select Edit to make
changes or additions

8006 fotoBiz Pro X (!

Stock Invoice Options
Contacts

Form Title: ‘STOCK PHOTOGRAPHY INVOICE !

Lists and Tracking

Memo Title: ‘DIGITAL DELIVERY MEMO

Stock Invoice
License Title: ‘ USAGE LICENSE
Line items
Description X Include License on Printed Invoice
. X Include Terms on Printed Invoice
AutoBulld License
B < e Toms n Prved Lo You have two
X Include Terms on Printed Memo /
Delivery Memo /lnes fOr a
Manage Products footer
Print Options Footer Messages Subject to Terms and Conditions on Reverse Side message
Payment due within 30 days of invoice date
fotoQuote® Make your
selections here
L(:{I:::I ::m"g! ; ih:ng:sshem“::hang:' the :;e!laulls in Setup or / eave b / an k
: cad Type:  Blank ® Graphic ~ TextOniy
Define what
s : X Print total number of pages on documents
information X Printpage mmber st poge

yO u wa nt X Include signature lines on printed memos

printed on the
Stock Invoice

fotoBiz®

100 = & £ Browse
T

Include currency code in totals
Paid Invoice Message Paid in Full

X Print altenative footer on multi-page documents

1200 23rd Street Ste 202 - New York NY 10019 USA « 212-555-4130 « Fax: 212-555-1200 « rbaker@rub.com

Global Settings Print Options: The Global Settings apply to all stock invoices. The changes you
make here will apply to all stock invoices.
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Export Stock Invoice Data for QuickBooks

Exporting Individual Stock Invoice Data for QuickBooks: You're able to export any individual
stock invoice data for import into QuickBooks. To do this you must be on the invoice record you
wish to export. Select Invoice from the drop-down menu and then click on Export Invoice Data for
Quickbooks. If you export an invoice that has not been paid you’ll be asked if you want to enter
payment and close the invoice.

@& fotoBizX File Edit [ IETTY View Help

. Duplicate Invoice #D [ ()
Delete Invoice 2l
Void Invoice

Stock Invoice Close Invoice

| ay Description Price

Lock %L
No. 1055 1 Underwater Kelp Forest 775.00
Update Client Record Media: Direct to Video/DVD.Footage  Duration: An unlimited time « Market: Wordwide

Job Title  UW kelp forest [
Restore Customer Info

Name Jacqueline

[ arsspwpsmann  Export Invoice Data for Quickbooks

- Export License Reminder
Company Art Unlimited

Address 395 Duthie Rd
City|ST|ZIP Hatfield MA 19220
Country USA
Phone 555-555-6161 Fax 555-555-6262
Email @ mail@inc.com
Taxable [] Taxpayer Status/Group Out of State

Resale #

Job Category
Client’s Job #
Client PO #

TOTALS PAYMENTS

Usage Fees| Total

SubTotal: 775.00 Additional Charges
Print = =

Invoice Tax:
= Grand Total 775.00
=
Total Payments:
Balance Due: $775.00

i Browse Products By Category Other Charges| Total

The first time you export data for QuickBooks, you’ll be asked to set your QuickBooks account
fields. The QuickBooks account field names must match the account names you have set up in
QuickBooks. Once that is complete a file in .iif format for QuickBooks will be placed on your
desktop. Use this file to import your data for this individual invoice into QuickBooks. Refer to your
QuickBooks help manual for instructions on importing .iif files. We strongly recommend you test
this on a backup copy of your QuickBooks Company first.

When you export data to QuickBooks, fotoBiz assumes the invoice has been paid. If you export
an invoice that has not been marked as paid, after the export you'll be asked if you want to pay
the invoice in full and close it out.

Hint: You can also export a grouping of invoice data for QuickBooks as one of the report action
options in Lists and Tracking > Invoices. See page 87 for details.
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Assignment Estimates

Creating an Assignment Estimate: Everything in fotoBiz begins with the client. To create an
assignment estimate, you must either enter the new client or find the existing contact. You can
conduct finds from either Lists and Tracking or Contacts. Once you locate the contact record
select Assignment Estimate from the Create New Document menu at the left.

Jim Burger Notes New Note

Contacts 3/6/2011 You can enter notes about your client here.

Name
Lists and Tracking Title Art Director

Company Rowing Magazine
Address @ 5520 6th Ave

Email Templates

fotoQuote® City | ST|ZIP  Trumbull CT 06611
Country USA
Prospects Phone 555-555-6161 Ln2
Moblle  555-555-6363 Fax 555-555-6262 To select an
Magazines Emall B mail@zine.com hd . g
Web €3 Activif Assignment Estimates Invoices Stock Quotes Submissions & Items Out eXlStlng
Gear @ ity Log g u - )
Taxable Taxpayer Staws/Group [_Outof Sate ] estimate select
Resalo# 10,742 el B b The — the Assignment
Setp 183 11/14/2011 Shoot US 2005 Rowing Nationals Tavoiced Estl'mate tab
Keywords Related Contacts All Contacts
and make your
selection from
Assignment Invoice Jacqueline Northeast tl’]e //Sf
Stock Quote =zl Eeg
Use Formal Salutation: Hello Jim,
Stock Invoice
Pop—— sport water AAA boat boating
Stock Production
Keywords
fotoBiz@) Q, Find Contact New Contact ==
Last Backed up: This Contact is billed in USD Showing Contact 1 of 20 Total Contacts
100 = & £ Browse
Select Assignment

estimate to create
a new estimate

This will open a new assignment estimate that allows you to enter individual line items, a job
description, licensing language and your terms.

Hint: You can duplicate or delete estimates from the Assignment drop-down menu. When you

select duplicate you'll be given the option to assign the estimate to a new customer, an existing
customer or the current customer.
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Adding Line ltems

Adding Line Items: Line items can be added to the assignment estimate by clicking into the line
item fields beginning with Qty or by selecting a product from the Browse Products by Category
button. When you select the Browse Products by Category button a list of products appears at the
left making it easy to select items from your existing products list. If you enter an item that’s not in
your products list, you’ll be prompted to assign it a product type and category. This provides you
with meaningful reporting data.

Select the Browse Products By
Category button to add line items

800 fotoBiz Pro X =

Assignment Estimate

Description
Contacts

No. 187 February 7, 2013 Air Fare
Lists and Tracking Assistant @ Per Day
Job Title  Shoot US 2012 Rowing Nationals Creative Fees Corporate @ Per Day
Assignment Estimate Name Jim Burger Digital - CD Burning, Per CD
Line ltems Title  Art Director
Company Rowing Magazine
B Address 5520 6th Ave
AUDER R Kootz City |ST|ZIP  Trumbull CT 06611
here to add a Toms e [T
Usage fee Production Notes Phone 555-555-6161 Fax 555-555-6262
. anage Products Email & _mail@zine.com
aire eCﬂy from 2 :n:;dm; Taxahle:(‘ TexRate  Taxpayer Status/Group | Taxable
your LT The gavels
fotoQuote —— pp— ~ Theg
> Clonts o 8 indicate whether
pricing cientpos or not you have
research T — @l Browse Products By Category a license
Usage Fees X Usage Fass aro Taxablo associated with
Pri SubTotal: 7.438.00 Annual Reports Corporate « Press Run: 100k to 250k « Image Size: Front Cover the usa ge fee_ A
E,J,:;m 8.75% Tax 650.83 Annual Reports Corporate « Press Run: 100k to 250k + Image Size: 1/2 Page
Create an =t Grand To $8,088.83 green gavel
assignment indicates a
Create :
invoice with a Involce license has been
click of a created, red
button I does not
Bouse .

Click here to create an Advance Invoice.
Language on the Advance Invoice is determined
by the Settings and Defaults you created

Add usage fees here
either from fotoQuote or
your products listing

Usage Fees: These are the fees associated with the usages you are granting for the images you
create. These fees will be listed separately on the estimate. If you do not wish to list them as a
separate line item then leave this section blank. To create a license for the individual usage,
select the red gavel. This will open a dialog box with several drop-down menus from which you
can build your license. If you added a usage fee from fotoQuote some of this information will be
populated automatically.

Hint: If a client makes changes to your job after agreeing to the estimate you can create a
Change Order from the Assignment drop-down menu.
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fotoQuote for Assignments

Using fotoQuote to Add Usage Fees: To add a usage fee from fotoQuote select fotoQuote from

the menu to the left of the assignment estimate you are working on. This opens fotoQuote so you
can conduct your pricing research and add usage fees to your estimate.

Quote Packs

are groups of

uses bundled
together

Once the
category is
chosen, select
the individual—
usage from
this panel

Click the down arrow
to select a category

fotobiz,BroX

Usage Tips and Coach Tabs: In the center of the stock pricing screen you’ll find three tabs:

Annual Reports.Corporate

Select Category | Search

CORPORATE PRINT

Annual Reports.Corporate
Calendars.Corporate.12 Sheet
Calendars.Corporate.Date Book
Desktop Publishing.In-House
Invitation.Corporate

Magazine Corporate External
Magazine Corporate.Internal
Marketing Letter.Corporate
Newsletter Corporate.External
Newsletter Corporate. Internal

Poster.Corporate

Usage Fees | Value Added  Geographic Factors

Current Assignment: Shoot US 2012 Rowing Nationals * Rowing Magazj

UsageTips | Coach | Rights Coach

Annual Reports.Corporate

Annual Reports are yearly financial statements put
out by companies for their stockholders. They can be
anything from a simple plain paper financial statement
to an elaborate six color promotional piece for the
corporation.

If the corporation is using the report as an image
piece as well as a financial statement, they will
choose their pictures very carefully and are usually
willing to pay a respectable price. This is especially
true if you're dealing directly with the corporation
rather than an agency.

Ask about additional uses. Many times annual report
pictures are also used in quarterly reports, trade show
presentations or marketing presentations. Each of
these additional usages should generate additional

% Annual Reports Corporate = Press Run: 100k to 250k - Image Size: Front Cover
% Annual Reports Corporate * Press Run: 100k to 250k « Image Size: 1/2 Page

Geographic: US Only $1,383

usD

Range: $1,037 |— $1,383 —| $2,074

Image Size
1/4 Page
) 1/2 Page
3/4 Page
Full Page
10k to 25k Double Page
25k to 50k Front Cover
50k to 100k Back Cover
) 100k to 250k Wrap Cover
250k to 500k
500k to 1mil
1to 3 mil
3to 5 mil

Update Current Usage ~ Add New Usage to Estimate

290500 & |*
1,383.00 &

The price can

be adjusted
— onceitis

added to the
estimate

Select your
—  usage
criteria here

You can also
add licensing
details here
for the
individual
fees

This section displays a
running tally of the uses
selected for this estimate

To change or revise the criteria for an existing
usage fee, conduct your research and select
this button to change the line item

Usage Tips, Coach and Rights Coach. The Usage Tips provides you with additional information

about the use you've selected along with additional negotiating tips. The Coach tips include

valuable information on pricing and negotiation for a variety of topics like revisions, discounts and

multi-website use. The Rights Coach deals with specific rights requests such as exclusivity,

buyouts and textbook use.
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fotoQuote for Assignments - Continued

Using fotoQuote for Assignment Fee Research: The Assignment Coach is rich with
information about business practices, assignment pricing, creative fees, pricing strategies, and

negotiation tips from nationally successful photographers. Here you'll find help and tips for pricing
many types of assignments.

Select Stock
to return to
the usage

fees
associated
with this
estimate

Information and prices in the Assignment Coach are based on interviews with assignment

Click on Assignment
Estimate to return to
the estimate

worksheet

Select the coach
topic here to see
the details to the

Contacts

Assignment Estimate

100 = g =

fotoQuote®

Stock
Assignments

Quote Packs

Browse

Assignment Coach

Select an Assignment Topic Below

Assignments.Corporate Jobs
Assignments.Corporate.Annual Reports
Assignments.Corporate.Executive Portraits
Assignments.Events

Assignments.Hotels

Assignments.National Advertising
Assignments.Weddings
Business.Copyright

Business.Estimates vs Bids

Business Licensing Is Not Selling
Business.Pricing Overview
Business.Production Insurance
Business.Shooting Sports

Business.Steps to An Assignment
Business.Steps to Licensing Fees
Business.Terms

Business. Working With Assistants

Interview.Editorial Magazines.Japan

Assignments.Corporate.Annual Reports

Corporate Annual Reports

Rates

Between $1,500 - $2,200 per day.

The photographers we talked to charge these rates even if they get less for general corporate work. The
large variation here isn't in the creative fee, but in the different rights that photographers are granting.
Some photographers are shooting for the corporation and basically turning over everything. Not all
photographers are doing that however. See the “Licensing is not Selling” topic in the Assignment Coach.

Some Examples:

New York photographer charged $2,000 per day for annual reports for a two year usage. Al publicity,
press Kit, brochures and web use.

(A current trend in some corporate situations is to grant usage rights similar to those given in fotoQuote's
stock photography Quote Packs. These bundle a group of rights for a specific time. See the Quote Pack
listing In the fotoQuote stock price calculator for examples.)

A Northen California Photographer charged a $5,000 shooting fee for 10 shots in 3 days.

A Minneapolis photographer charged $1,800 per day, regional, and $2,200 plus usage for multi-national
companies. His corporate package lets them use the images in the report in any way they want, but it
doesn'tinclude trade or consumer advertising.

A Washington State photographer charged $2,000 per day.

Several regional photographers charge $1,500 - $1,800 per day.

View Big Coach Window

Click here to
—expand the
coach topic

photographers throughout the US. The way that many assignment photographers use fotoQuote
is to reference the coach material for assignment fees and then use the stock side to determine
their usage. Apply the information here to help you determine what to charge for your time as well
as other things like digital fees.

When you go back to the line items on your estimate you can manually adjust the existing product

or create a new one based on your pricing research. See the section on Managing Products

below for details on how to add and edit products.
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fotoQuote for Assignments - Continued

Quote Packs: You can access the Quote Pack pricing from two places in fotoQuote, from the
menu options in the fotoQuote section of the program, or from the Stock pricing section as one of
the category selections. The chart below helps you see exactly what usages are included in each

Quote Pack.

To view pricing Click on one of the column
and add to headings to sort the data
estimate click here by quote pack type
800 fotoBiz Pro X (=)

Table Tent or Counter Card Print screen, right before you print the Quote.

Contacts Quote Packs " e " Quote Pack Definitions
2 2 2 s 5 = b The new Quote Packs in fotoQuote give you the ability to |~
E——— View Pricing for: 2, & % g 3 § EE bundle different types of icense usages together when
All Marketing Material Pack 2£ 3 E% 2 E 3 § % s E?E&ﬂ:?é.”ﬂ?f -managed image for advertising or
fotoQuote® 2t 2 2EE § 2 £ 528
I= z = £ & & A=2 When you select a Quote Pack option, the description is.
Stock Quote Pack Usages v displayed in the Usage Tip tab at the center of the
P screen. This description is the licensing detail that will be
Click to sort Assignments Corp/Promo Site . . . added to, and printed on your Quote. You cannot edit the
description in the Usage Tip tab, but you can edit the text
by usa g e — Quote Packs In-Store Display or Poster . in the Add to Current Quote screen. The other place you
can edit the Quote Pack’s description is in the Quote to
.

type

Pricing with this type of Quote Pack is a great option for
: ’ clients who ask you for all rights to an image. You can General
Brochure or Direct Mail . . . often convince the client that what they really need is this overview and
——— more affordable option that lets them have an unlimited

CES use of the image, in multiple specific media types, for a definiti f

i limited period of time. You must specify all these ernitions ror
Single Sheet or Postcard ! . € b -

variables, including the industry and territory restrictions,

External Newsletter in the Add to Current Quote screen. each QUOt e

Sales CD/DVD or Video These Quote Packs give your client greater flexibility in Pa Ck
how they wish to use the image(s) they license from you.

Promotional Email . . . They are afforded the freedom and convenience of using
the image in a variety of ways as described in the Quote

Trade Show Panel or Presentation

Annual Report . . Pack, without having to come back to you to renegotiate
§ for every use and at the same time you protect your
External Presentation/Report copyright and control of your images.

Press Kit/Press Release We have selected a few of the more common groupings

Catalog of usages for the Quote Packs. If you need to add more
usages to a Quote Pack, price out that usage in

Prints Ads for a Director fotoQuote, decide on a discounted price, adjust the

Y Quote Pack price, and be sure to add the additional

Event Program usages to your Quote Pack description when you create

100 = & Browse
—

Quote Packs give you the ability to bundle different types of license usages together when
licensing a rights-managed image for advertising or promotional use. Pricing with this type of
Quote Pack is a great option for clients who ask you for all rights to an image. You can often
convince the client what they really need is this more affordable option that lets them have an
unlimited use of the image, in multiple specific media types, for a limited period of time.

These Quote Packs give your client greater flexibility in how they wish to use the image(s) they
license from you. They’re afforded the freedom and convenience of using the image in a variety
of ways as described in the Quote Pack, without having to come back to you to renegotiate for
every use. At the same time you protect your copyright and maintain control of your images.
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Adding a Job Description

Adding a Job Description: You have two description text field options. In this first section you
can include a message to the client that will print out on the assignment estimate. This might
include important information that is not necessarily specific to the job description. When left

blank this section will not print. Use the second larger section to include your description of the
job, project description, service provided, etc.

Select an existing job
description by clicking
on itin the list

800 fotoBiz Pro X =

Job Description
Contacts P Heading  Message to Client: Enter your

Message To Client

Uists and Tracking Sefects Joh Description Templste message to
% A Blank Description the C/’ent

Assignment Estimate * Estimate 1 - Corporate h
Line ltems ere

Description

Heading  This Assignment Estimate is based on the following job description:
AutoBuild License -

Job Description Estimate 1 - Corporate Template

Terms

| am pleased to submit my estimate for the consisting of eight of your Type a new

Production Notes <Location>.

Manage Products 1 always try to make my estimates as detailed as possible, but if you need any explanation or information please J ob
do not hesitate to contact me. Once my estimate is approved, please sign and fax it to me at <Your Fax

Prnt Options Nomoers. description

fotoQuote® The eight pictures must be taken in three consecutive days, maximum. Any delay or extension not being the he re or ed it
responsibility of the photographer will be charged accordingly. If models are needed you will provide them. Final .o

delivery of the eight slides will be within seven working days after the last shooting day. One final tour or walk an existin g

through of the <Location> prior to the shooting date, planning of the shoot and uniimited phone/email

correspondence are included in the fees. one

An advance payment of $3,000 is required prior to the shooting date to cover expenses. The balance is due upon
delivery of the pictures. Styling costs and expenses are not included in the shooting fees.

Included in my estimate are scans and extra expenses for more than four pictures. Please feel free to subtract
them from the total if they're not needed. As I've told you the advantage of myself providing the high-resolution
drum scan is that | wil control and supervise the process. This will insure you the highest quality possible.

Prior o the shooting date, | will come to your <Location> for a walk through to determine the final exact needs of
the assignment. This is very important for the success of the shoot and the quality of the photographs. This visit

will also provide me with the opportunity to meet the people involved in the project, and discuss in detail what will Sa ve th e
take place during the assignment.

new job
fotoBiz® EB[sae e fenpls — description
asa
100= & Browse temp/ate
D

As you create job descriptions that you may use again in the future you can select the Save as
Template button from the lower right to store different types of job descriptions. When you need it
again for a similar job just call up that template by selecting it from the list on the left. Then you’ll
be able to make any needed changes for the conditions of your current job.

To change or edit the Heading title for either text field click on the blue line to bring up a list of

menu options. To add a new Heading select Edit, add your text and then click in the blue line
again to select your new entry.
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Creating a License

Adding Licenses: In this version of fotoBiz you’re able to add licenses to individual usage fees
for the assignment work you do. To add a license for a specific Usage Fee line item select the red
gavel next to the Usage Fee on your assignment estimate. When you select a red gavel you'll be
given the option to create an Image License. If you've added a usage fee directly from fotoQuote
some of these fields are filled out automatically. Use the other fields such as placement, territory,
versions, exclusivity, etc. to further define the license you’re granting.

Fields such as
media, duration
and some criteria
will autornatically

populate if the —|

usage fee was
added from
fotoQuote

Define the
license with

Enter description
of the image(s)
you are licensing

B 00

fotoBiZBroX

Image License

Licensed Item(s)

Media

Duration

Press Run ¥
Image Size v
Placement
Distribution Format
Territory

Release Info
Industry

these
additional
criteria

Versions
Languages
Exclusivity

Restrictions

100 = dp L] Browse

Data Entry Method: Menu Keyboard

| CEO Portrait

Annual Reports.Corporate

[ 1 |Year

[ 100k to 250k
‘ Front Cover

Select your
preferred
data entry

method here

Click on the
letter ‘i’ to learn
— more about the
criteria line
item

Data Entry Method: There are two ways in which you can enter the details of your license. The
Keyboard method allows you to tab and type from field to field. With the Menu option you’ll need
to select the drop-down arrow or click into the field to make your selection.
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Creating a License - Continued

Creating an AutoBuild License: There are two ways to build your license using the
RightsWriter, the AutoBuild or Manual License. This screen shows the AutoBuild License feature.

Deciding what rights to grant with your license is an important part of pricing your images. The

RightsWriter feature helps you build your licensing agreement.

This
information
pulls from your
assignment
estimate

default —

settings.
Select the
refresh button
to reset the
original text

These fields will populate automatically
based on the default settings selecteqd,
they can be edited here

800

This is your license
preview screen based on
the information on the left

fotoBiz X

Contacts

Lists and Tracking

Assignment Estimate
Line tems
Description
AutoBuild License
Terms
Production Notes
Manage Products
Print Options

fotoQuote®

100 = 9 Browse
e

RightsWriter™ License Builder

Licensor| Russell Baker
Licensee| Lillian Valley
End User| Lillian Valley

Credit Line ©Russell Baker, All Rights Reserved

Opening

<<LICENSOR>>, (Licensor) grants to <<LICENSEE>>, (Licensee)
rights to use and Reproduce the items identified in the Invoice, solely
0 the extent explicitly stated in usages listed below for <<END
USER>>. This right may be exercised by subcontractors of Licensee
(including Purchaser) for preparation of the Licensee's Work, provided
that such subcontractors agree to abide by the terms of this
Agreement. Photo credit must read: <<CREDIT LINE>>.

Image Usage Licenses

+

% Portrait Atlanta Business Woman of the Year Vs

X NoRevisions X No Elegtronic Use

Closing

Multiple Insertions

~
(57

This License may not be transferrgd to a third party without the written

cconsent of the copyright holder.

License Type: @ AutoBuild Licehse () Manual License

Apply Changes and Lock License| |  Ignore Changes and Lock License

Heading ~ This Assignment Estimate is based on the follo!

Text
Russell Baker, (Licensor) grants to Lillian Valley, (Licensee) rights to use and Reproduce the items identified in
the Invoice, solely to the extent explicitly stated in usages listed below for Lillian Valley. This right may be
exercised by subcontractors of Licensee (including Purchaser) for preparation of the Licensee’s Work, provided
that such subcontractors agree to abide by the terms of this Agreement. Photo credit must read: @Russell Baker,
Al Rights Reserved.

Portralt Atlanta Business Woman of the Year
Media: Magazine Editorial.Consumer

Press Run: 310 5 mil
Image Size: Cover

From RightsWriter™

Distribution Format: Print

License Duration: 1 Year

Release Information: This image has a signed model release and is available for commercial use.
Versions: In one version only.

Languages: English Only.

NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Internet for any purpose including revisions or electronic editions of printed work without
said written license.

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
revisions must be negotiated with the copyright owner.

“This License may not be transferred to a third party without the written consent of the copyright hoider.

Il Copy License to Clipboard | ¢ Save as Template

Individual line items
with a green gavel
will be listed here

The license
details are
pulled from the
usage fee line
items on the
estimate with a
gavel that is
green

1
Save the new license as
a template to select later
as a Manual License

Merge Fields: The Licensee, End User, Licensor and Credit Line are all merge fields that you can

insert into the Opening or Closing paragraphs. To insert one of these fields, place your cursor

where you want the merge field to appear and click the button adjacent to that item. This
automatically adds the contents of that field to your license.

An AutoBuild license takes the information you've already entered about the image usage and

builds a license for you automatically. If you want to format your license differently or add
additional information you would want to use the ManualBuild license instead.
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Select a
starter
template
from this
panel

Creating a License - Continued

Creating an Manual License: There are two ways to build your license using the RightsWriter,
the AutoBuild or Manual License. This screen shows the Manual License feature. It’s important to
state clearly exactly what rights you are basing the estimate on. Stating your terms of doing
business clearly and consistently is your best defense against the client trying to dictate your

terms for you.

Enter your license duration here.
Use the drop-down menu to
specify, year, month, day, etc.

800

This is your license preview
screen based on the Manual
License selection on the left

fotoBiz X

RightsWriter™ License Builder

Contacts
License Duration
Lists and Tracking Select a License Template

—— Manual License Template
Line items

Description

Manual License

Terms

Production Notes
Manage Products

Print Options

fotoQuote®

License Type: () AutoBuild License @ Manual License

Apply Changes and Lock License  Ignore Changes and Lock License

fotoBiz®

100 = & Browse
—

Heading  This Assignment Estimate is based on the followjng requested usage rights:
Text Manual License Template
[LICENSOR], (Licensor) grants to [LICENSEE], (Licensee) rights to use and Reproduce the items identified in the
Invoice, solely to the extent explicitly stated in usages listed below for [END USER]. This right may be exercised

by subcontractors of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such
subcontractors agree to abide by the terms of this Agreement. Photo credit must read: [CREDIT LINE].

This License may not be transferred to a third party without the written consent of the copyright holder.

NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Internet for any purpose including revisions or electronic editions of printed work without
said written license.

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
revisions must be negotiated with the copyright owner.

MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in the following magazines: [Magazine
AJ,[Magazine B), [Magazine C].

I Copy License to Clipboard | ¢} Save as Template

You cannot print an estimate with a
license that us unlocked. Select one
of these options to lock your license

Changes made

Save the new license as a

a Manual License

A Manual License is used when you want to customize the way the license information is
presented or if you want to use a license template. It’s not possible to track specific image
licenses with a manual license, if you want to do so you must use the AutoBuild license.

Hint: For assignment estimates that are not accepted or expire, you are able to mark them as
inactive by selecting this option from Quote drop-down menu.

template to select later as
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Terms and Conditions

Selecting Terms and Conditions: The default terms and conditions you identified as part of

setting up your templates will automatically be displayed here. You can select a different set of
terms from the list on the left or make edits in the window to the right.

Select an alternate set
of terms and
conditions from the list

Your default set of terms
and conditions will be
displayed here

s |

Contacts

Lists and Tracking

Assignment Estimate
Line ltems
Description
AutoBuild License
Terms
Production Notes
Manage Products
Print Options

fotoQuote®

fotoBiz®

100 = & = Browse
T

Terms and Conclitions

Selecta Terms and Conditions Template

% ASMP Terms and Conditions
% EP - Editorial Photographers
% Stock Quote Terms

Heading  Terms and Conditions:

Text ASMP Terms and Conditions
[1] Definition: *Image(s)” means all visual representations furnished to Client by Photographer, whether captured,
delivered, o stored in photographic, magnetic, optical, electronic, or any other media. Unless otherwise specified
on the front of this document, Photographer may deliver, and Client agrees to accept, Images encoded in an
industry-standard data format that Photographer may select, at a resolution that Photographer determines will be
suitable to the subject matter of each Image and the reproduction technology and uses for which the Image is
licensed. It is Client's responsibliity o verify that the digital data (including color profile, If provided) are suitable
for reproduction of the expected quality and color accuracy, and that all necessary steps are taken to ensure
correct reproduction. If the data are not deemed suitable, Photographer's sole obligation will be to replace or
repair the data, but in no event will Photographer be liable for poor reproduction quality, delays, or consequential
damages. Unless otherwise specifically provided elsewhere in this document, Photographer has no obligation to
retain or archive any of the Images after they have been delivered to Client. Client is responsible for sending an
authorized representative to the assignment or for having an authorized representative review the images
remotely during the assignment. If no review is made during the assignment, Client is obligated to accept
judgment as to the of the Images.

2] Rights: All Images and rights relating to them, including copyright and ownership rights in the media in which
the Images are stored, remain the sole and exclusive property of Photographer. Unless otherwise specifically
provided elsewhere in this document, any grant of rights is limited to a term of one (1) year from the date hereof
and to usage in print (conventional non-electronic and non-digital) media in North America. Unless otherwise
specifically provided elsewhere in this document, no image licensed for use on a cover of a publication may be
used for promotional or advertising purposes without the express permission of Photographer and the payment of
additional fees. No rights are transferred to Client unless and until Photographer has received payment in full.
The parties agree that any usage of any Image without the prior permission of Photographer will be invoiced at
three times Photographer's customary fee for such usage. Client agrees to provide Photographer with three
copies of each published use of each Image not later than 60 days after the date of first publication of each use.
If any Image is being published only in an electronic medium, Client agrees to Provide Photographer with an
electronic tearsheet, such as a PDF facsimile or URL of the published use of each such photograph, within fifteen
(15) days after the date of first publication of each use. Unless otherwise specifically provided elsewhere in this
document, all usage rights are limited to print media, and no digital usages of any kind are permitted. This
prohibition includes any rights or privileges that may be claimed under §201(c) of the Copyright Act of 1976 or
any similar provision of any applicable law. Digital files may contain copyright and other information embedded in
the header of the image file or elsewhere; removing and/or altering such information is strictly prohibited and
constitutes violation of the Copyright Act. All fees and expenses payable under this agreement are required
imespective of whether Client makes actual use of the Images or the licenses to use them. Unless specifically
provided elsewhere in this document, no reprint, or other secondary

usages may be made, and usage rights are granted only for one-time, English language North American editorial

£ Save as Template

Changes made
here will not
affect the
original
template

Any changes made
can be saved as a
new template

The Terms and Conditions included in the program for some of the professional organizations
were the most current at the time fotoBiz was being upgraded. Be sure to check you’re using the
latest version recommended by these respective organizations.

Hint: To add a new set of Terms and Conditions go to Setup > Templates > Terms, select the plus
(+) sign from the top of the terms listing or choose New Template from the File drop-down menu.

56



Production Notes

Production Notes: Include details about the assignment; general notes about the job and
specific information about the shoot location, contact information, shoot date, shoot time, etc.
Because the line items and pricing information from the estimate will not be included, the
Production Notes worksheet can be used as a crew call sheet that can be sent to assistants,
talent and crew.

Add details about the
job beyond the scope
of the job description

Production Notes
Contacts
Job Detalls: Charity Event Photps for Annual Report Shoot Date  2/21/2013 Shoot Time 6pm Due Date
Lists and Tracking
Document annual charity event with group and interactive photos. Location Notes
- B —— Required shots of the President, CEO, VP, charity organizer, and the ‘Annual charity event at the Fess Park Hotel
ignment Estimate donor. Images to be used in annual report 1235 Cabrillo Blvd
Santa Barbara CA 93101 Enter shoot
L .
location
AutoBulld details
e including
Production Notes d H H
irections
Manage Products
Print
fotoQuote®
Contact Notes Billing and Use Notes
Mary Smith PR Director Invoice to be sent directly to accounts payable.
555-123-6666 Attention, John Dooley
Shooting Fee Notes.
Post production fees will depend on how many images client requests
Print the
details of
. — the
fotoBiz® .
assignment
here

100 = dp = Browse
T —

Print the production notes and give them to your crew so everyone is aware of the job details,
shoot date, call times, location, etc.
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Assignment Change Order

Assignment Change Order: The Change Order is a document that is used for changing an
agreed to assignment estimate: usually adding additional expenses and shooting requirements,
and getting the client to agree to pay for those changes. The Change Order doesn’t replace your
original signed estimate, but extends it to include the new changes to the job. To create a change
order select Assignment from the file menu and choose Create Change Order from the drop-

down menu.
Add “Change Order”
to the title of your
new estimate
800 fotoBiz X. )

Assignment Estimate

Contacts
Sel?ct‘ No. 190 March 22, 2013
DeSCf/pt/Oﬂ S JobTitle  Atlanta Business Exec Shoot - Change Order
to include Assignment Estimate Name Lilian Valley Add your
details e new line
aC?)Z‘;”]t tgse AutoBuild License city | Z:T;S: ;LL:nTree - VA 22476 Itﬁ m? ;ho
g A Terms Country USA reriec €
your client is Production Notes Phone _555-555-6161 Fax 5555556262 chang es to
requesting Manage Products Emall & _mail@ials.com the job

Taxable Taxpayer Status/Group [__Out of State

Resale #

Print Options

fotoQuote®
Job Category
Client's Job #
Client PO #

il Browse Products By Category

TOTALS  ADVANCE

Usage Fees
SubTotal:

Print
Estimate Tax:

fu Grand Total
=

Create
Invoice

‘The Estimate is a Change Order for Assignment Estimate # 189
100 = gp £ Browse /)
SO

The original estimate
will be referenced here

Fill out the Change Order with ONLY the changes that you’ll be making. It is a COMPLETELY
NEW Assignment Estimate, based on your original worksheet. You must create a separate
invoice for this Change Order as it’s considered to be a separate document in terms of billing and
payments. Create a new Invoice for each Change Order, and post payments for the Change
Order to that new Invoice or manually add the items to your original job Invoice.

Hint: Because the Change Order is an Assignment Estimate, it can be viewed with all other
Assignment Estimates. Adding “Change Order” to the Job Title will make it easy to distinguish the
change order from the original assignment estimate.
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Managing Products

Managing Products: You can manage your products from three separate places in fotoBiz.
Select the Manage Products menu item from either Stock Quotes, Assignments or Invoices.

When you select New Product from the lower right corner you will be presented with a dialog box

to complete your entry. Complete the description, type and category and indicate whether the
item is taxable or not then select OK.

Sort your product list by Enter the cost you incur for
selecting the ascending the item and the price you
or descending arrow charge in these columns

Contacts

Manage Prgducts

Lists and Tracking Description & Caoouy)

Stock Invoice Air Fare Location « Travel

Assignment Kill Fee Assignment Kill Fee
Line Items
Assistant @ Per Day Assistants » Crew
Black and White Prints 11X14 Film « Processing « Prints 35.00
Black and White Prints 8X10 Film « Processing * Prints 25.00
Car Rental Location « Travel
Creative Fees Advertising @ Per Day Creative Fee 2,000.00
Creative Fees Corporate @ Per Day Creative Fee 1,200.00
Creative Fees Editorial @ Per Day Creative Fee 500.00
Credit Credit

Description
AutoBuild License
Terms

Delivery Memo

Manage Products

IX XX XXXXNXX

Print Options

Digital - Capture Fee/$50 min. Digital Production Expense 1.00
Digital - CD Burning, Per CD Digital Production Expense 30.00
Digital - DVD Burning, Per DVD Digital Production Expense 50.00
Digital - Equipment Charge/Day Digital Production Expense 200.00
Digital - FTP Delivery/per Meg/10 meg min. Digital Production Expense 1.00
Digital - Image Prep, Per Image Digital Production Expense 25.00

Digital - InkJet Contact Sheet Digital Production Expense 35.00
Digital - InkJet reference Prints Digital Production Expense 35.00
Digital - Post Production/Hour Digital Production Fee 200.00
Digital - Production Charge/Day Digital Production Fee 400.00

x
x
x
x
x
x
x
x
x
x
fotoQuote® % Digital - Assistant/Day Digital Production Expense 350.00
x
x
x
x
x
x
x
x
x
x

XXXXNXXNXNXXNXX

2, Changes to products will apply to newly added line items New Product ==
fotoBiz®

100 = &b = Browse
T

Add a new
product here

Entering your cost for each item will provide you with valuable profit and loss reporting
information on your Stock Productions.

Hint: Changes you make to existing products will apply only to newly added line items.
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Print Options

Assignment Estimate Printing Options: The printing options you select under Assignment
Estimate Options are only for the estimate you’re working on. This allows you to customize the
information you want displayed on your estimate per job or per client. The changes you make
here do not affect your Assignment Estimate default settings. If you want to make global changes
to your Assignment Estimate print options that apply to all estimates, go to Setup from the main
Contacts screen and then choose the Assignment Estimate tab under Settings and Defaults.

Click into the title field to
view a list of options.
Select Edit to make
changes or additions

0no fotoBiz X =)

Assignment Estimate Options
Contacts

Form Title | ASSIGNMENT ESTIMATE

Lists and Tracking

X Include license on printed estimate
Assignment Estimate s

X Include terms on printed estimate

Line items X include terms on printed license

Desaription Include License on printed advance invoice YOU h ave two

AutoBuld Liconse Include terms on acvance invoice lines for a
Torms | footer
Production Notes Title Page Footer Subject to terms and conditions on final page
message.

Manage Products || il

Print Optons Make your
foloGuote® Advance Footer | Payment due upon recelt selections here

[ Subject to terms and conditions on final page

or leave blank

Global Settings - Changes here change the defaults in Setup

Def/ne What Letterhead Type: ' Blank @ Graphic Text Only.
. . Print total number of pages on documents
information you Print page number on first page

. X Include signature lines on printed estimates
want printed on— Incude curtency code In fotals
the Ass/'gnment Group detail estimates by product  Type ® Category

H Print alternative footer on multi-page documgnts
Estimate

- 1200 23rd Street Ste 202 + New York NY 10018 USA + 212-555-4130 + Fax: 212-555-1200 » rbaker@rub.com
1010]:17

Showing Estimate 8 of 8 Total Estimates.
100 = & £ Browse
—

Choose how you want the
line items grouped on
your detail assignment
estimate

Global Settings Print Options: The Global Settings apply to all assignment estimates. The
changes you make here will apply to all assignment estimates.
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Assignment Lists and Reporting

Finding Assignment Estimates: Working with your assignment estimates is similar to how you
work with your stock quote lists. Each column has a descending and ascending sort order. To
conduct a search for a specific set of assignments select Find Assignment from the lower right
corner or select Find Assignment from the Assignments drop-down menu.

8006

Click next to each column header to
sort the list ascending or descending

Terry

Divine

Invoiced

fotoBiz X =
Select an
action to Print
< | Assignments ™ Jobs by
TR—— Category or
Contacts Date ‘Company Job Title ¥ First Last Status by Company
[r—— 2/10/2013  Grey Advertising Spring Ad Brochure

21712013 New Times Publishing
2/26/2013 Woman's Way Magazine
2/05/2013  Art Unlimited

Author Portrait Paul Hertz Invoiced
Assignments
Valley Active

Brown Invoiced

Atlanta Business Exec Shoot Lilian
Stock Quotes

Annual Charity Event SPCA Robert
Submissions

Prospects
License Tracking
Image Tracking

Stock Productions
fotoQuote®
Prospects
Magazines
Gear
Forms and Releases

Setup

[Show All] O, Find Assignment

Showing Assignmehts from This Year of 7 Total

This Year Start | 1/01/2013 |E End | 12/31/2013 |&

fotoBiz®

100 = & £ Browse
T ——

Filter your quotes Select Show
by various date All to reset the
ranges found set

Assignment Estimate Reporting: You’re able to print reports of your assignment estimates by
company or by category such as advertising, editorial, corporate, etc. The action you select from
the upper right corner will print the current found set displayed on the screen. You'll then have the
option to print all assignments in that found set or only those invoiced or active.

Assignment Estimate Browsing: When you select an estimate from the displayed list you can

quickly browse through those estimates by selecting View from the menu bar or by using the
Command and arrow keys to indicate the first, last, next or previous estimate.
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Assignment Invoices

Creating an Assignment Invoice: You can create an assignment invoice a couple of ways. If
you've already created an assignment estimate (see page 47 above) you can simply select the
Create Invoice button from the assignment estimate itself. This is the quickest, easiest way to
create an assignment invoice. To create an assignment invoice without having first created an
assignment estimate, select Assignment Invoice from the Create New Document menu at the left.

Contacts
Lists and Tracking
Emall Templates
fotoQuote®
Prospects
Magazines
Gear
Forms and Releases
Setup
Create New Document

Assignment Estimate
Assignment Invoice
Stock Quote
Stock Invoice
Submission

Stock Production

fotoBiz®

Last Backed up:
100 = ¢ ©

Browse
e

Jim Burger

Name
Title
Company
Address @
City | ST| ZIP
Country
Phone
Mobile
Email i
Web €
Taxable
Resale #

Keywords
Art Director
Type

Jacqueline
Referred By

Mr. Jim

Art Director

Rowing Magazine

5520 6th Ave

Trumbull

UsA

555-555-6161 Ln2
555-555-6363 Fax 555-555-6262
mail@zine.com

Taxpayer StawsiGrowp ]

CT 06611

Related Contacts All Contacts
Client

Status

Northeast
Region

Use Formal Salutation: Hello Jim,

sport water AAA boat boating

Keywords

Q, Find Contact

New Contact

3/6/2011 You can enter notes about your client here.

ActivityLog  Assignment Estimates Invoices Stock Quotes

Dv Date Type Job Title

1041 5/10/2012 Stock Invoice New Mexico Stock Request
1040 4/17/2012 Assignment Invoice Shoot Boats for Fun
1037 11/30/2011 Assignment Invoice Shoot US 2010 Rowing Nationals

1035 3/15/2010 Stock Invoice Clouds

New Note =

Submissions & Items Out

Status

Open
Void
Closed

Open

Showing Contact 4 of 19 Total Contacts

/)

Select Assignment
Invoice to create a
new invoice

Hint: Remember that everything in fotoBiz begins with the client. So in order to create a new

To open an existing invoice
for this contact make your
selection from the list

Assignment Invoice you’ll need to first find the client’s record. See page 19 for more information
on conducting finds for contacts.
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Adding Line ltems

Adding Line Items: When you select the Create Invoice button from an existing Assignment
Estimate, any image line items on the estimate will also be on the invoice. Edit or delete line
items from the invoice before printing it. When you select the Browse Products by Category
button a list of products will appear at the left making it easy to select items from your existing
products list. If you enter an item that is not in your products list, you will be prompted to assign it
a product type and category. This provides you with meaningful reporting data.

Select the Browse
Products By Category
button to add line items

800 fotoBiz Pro X | =

Assignment Invoice

Description
Contacts
ative Fees Corporate @ Per Day

istant @ Per Day
tal - CD Bumning, Per CD
Assignment Involce Name Jim e

No. 1052 February 8, 2013
Lists and Tracking
Job Title  GEO Portrait

Title Art Director
Line ltems

Open cere |
fOtOOUOte SUloEURd Eiconse City | ST|ZIP  Trumbull CT 06611
here to add a — =
usage fee Delivery Memo Em::o:v‘e :‘5:‘-;51?‘6;:;"‘ Fax 555-555-6262
directly from e ;ﬂ‘ ) TEER Tavpay SutwGuowp | Toub ] The gavels
your T fesaet indicate whether
fotoQuote ey or not you have
pr/cing Client PO # a license
research TOTALS  PAYMENTS M TErvi Proiics brcovoey associated with
Usage Fees X Usage Fees are Taxable the Usage fee A
P o e AR L — green gavel
Click here to 2 Grand Toa] 3805.16 indicates a
view the View ;::;::Zm;:‘: $3,805.16 license has
original LT ' o been created,
estimate red does not

100 = & = Browse /
—as

| |
Enter payments by Add usage fees here

selecting the either from fotoQuote
Payments tab or your products listing

Usage Fees: These are the fees associated with the usages you are granting for the images you
create. These fees will be listed separately on the invoice. If you do not wish to list them as a
separate line item then leave this section blank. To create a license for the individual usage,
select the red gavel. This will open a dialog box with several drop-down menus from which you
can build your license. If you added a usage fee from fotoQuote some of this information will be
populated automatically.

Hint: Any existing usage fee from fotoQuote can be updated and automatically adjusted by
selecting the Update Current Usage button from the fotoQuote screen.
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fotoQuote for Assignments

Using fotoQuote to Add Usage Fees: To add a usage fee from fotoQuote, select fotoQuote from

the menu to the left of the assignment invoice you're working on. This opens fotoQuote so you
can conduct your pricing research and add usage fees to your invoice.

Click the down arrow to
select a category

8006 fotoBiz Pro X .
The price can
be adjusted
L Geographic: US Only [
Quote Annual Reports.Corporate * g $1,039 F=—— onceitis
Packs are added to the
groups Of e Select Category Search Usage Tips Coach Rights Coach Range: $779 |— $1,039 ——] $1,558 in Voice
uses Stock CORPORATE PRINT Annual Reports.Corporate :Less Run '::‘:i: Size
Assignments Annual Reports.Corporate Annual Reports are yearly financial statements put age
bundled Cote Packe Calendars Corporate. 12 Sheet out by companies for their stockholders. They can be 1k to 2.5k P 112 Page
- = - g anything from a simple plain paper financial statement
tog ether Calendars Corporate.Date Book to an elaborate six color promotional piece for the 28kto Sk 34 Page Select your
° o 5k to 10k Full Page
Defk«fp Publishing.In-House o s v e et e 10K to 25 Double Page = usage
Inmam"'[:mom‘e piece as well as a financial statement, they will P 25k to 50k Front Cover criteria h ere
Magazine Corporate.External choose their pictures very carefully and are usually
Once the Magazine Corporate.ntemal willing to pay a respeciable price. This is especially S0kto 100k Back Cover
. lagazine Corporate.Interal true if you're dealing directly with the corporation 100k to 250k Wrap Cover
category is Marketing Letter.Corporate rather than an agency. 250k to 500k
chosen Hiowwslolior Corporsie. Exiamal Ask about additional uses. Many times annual report 500k to 1mil
’ Newsletter Corporate.Internal e o 1103 mil
select the Poster.Corporate these additional usages should generate additional 3105 mil
individual You can also
usage from T ] oD Update Current Usage ~ Add New Usage to Invoice a dd //C@nSing
this panel Current Invoice: CEO Portrait + Rowing Magazine details here
% Annual Reports Corporate » Press Run: 25k to 50k « Image Size: 1/2 Page 103000 K| fO r the
% Poster Corporate « Press Run: Under 100 « Image Size: 8x10 55000 & Rt
individual
M fees
100 = & £ Browse
e ——

To change or revise the criteria for an existing
usage fee, conduct your research and select
this button to change the line item

This section displays a
running tally of the uses
selected for this invoice

Usage Tips and Coach Tabs: In the center of the stock pricing screen are three tabs: Usage
Tips, Coach and Rights Coach. The Usage Tips will provide you with additional information about
the use you've selected along with additional negotiating tips. The Coach tips include valuable
information on pricing and negotiation for a variety of topics like revisions, discounts and multi-

website use. The Rights coach deals with specific rights requests such as exclusivity, buyouts
and textbook use.

Hint: Quote Packs give you the ability to bundle different types of license usages together when

licensing a rights-managed image for advertising or promotional use. See the Quote Pack section
below for more information.
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fotoQuote for Assignments - Continued

Using fotoQuote for Assignment Fee Research: The Assignment Coach is rich with
information about business practices, assignment pricing, creative fees, pricing strategies, and

negotiation tips from nationally successful photographers. Here you'll find help and tips for pricing
many types of assignments.

Select Stock
to return to
the usage

fees
associated
with this

invoice

Click on Assignment
Invoice to return to the

invoice worksheet

800

Select the coach topic
here to see the details

to the right

fotobiz Bro X

Contacts
Assignment Invoice
fotoQuote®

Stock

Assignments

Quote Packs

100 = & £ Browse
T —

Assignment Coach

Select an Assignment Topic Below

Assignments.Corporate Jobs

Assignments.Corporate. Annual Reports

Assignments.Corporate.Executive Portraits

Assignments.Events
Assignments.Hotels
Assignments.National Advertising
Assignments.Weddings
Business.Copyright
Business.Estimates vs Bids
Business Licensing Is Not Selling
Business.Pricing Overview
Business.Production Insurance
Business.Shooting Sports
Business.Steps to An Assignment
Business.Steps to Licensing Fees
Business.Terms

Business Working With Assistants

Interview.Editorial Magazines.Japan

Assignments.Corporate.Annual Reports

Corporate Annual Reports
Rates

Between $1,500 - 52,200 per day.

The photographers we talked to charge these rates even f they get less for general corporate work. The
large variation here isn't n the creative fee, but n the different rights that photographers are granting.
Some photographers are shooting for the corporation and basically turning over everything. Not all
photographers are doing that however. See the “Licensing is not Selling” topic in the Assignment Coach.
Some Examples:

New York photographer charged 52,000 per day for annual reports for a two year usage. All publicity,
press kit, brochures and web use.

(A current trend in some corporate situations is to grant usage rights similar to those given i fotoQuote's
stock photography Quote Packs. These bundle a group of rights for a specific time. See the Quote Pack
listing in the fotoQuote stock price calculator for examples.)

A Northem California Photographer charged a $5,000 shooting fee for 10 shots in 3 days.

A Minneapolis photographer charged $1,800 per day, regional, and $2,200 plus usage for multi-national
companies. His corporate package lets them use the images in the report in any way they want, but it
doesn'tinclude trade or consumer advertising.

AWashington State photographer charged 52,000 per day.

Several regional photographers charge $1,500 - $1,800 per day.

View Big Coach Window

Click here to
— expand the
coach topic

Information and prices in the Assignment Coach are based on interviews with assignment
photographers throughout the US. The way many assignment photographers use fotoQuote is to
reference the coach material for assignment fees and then use the stock side to determine their
usage. Apply the information here to help you determine what to charge for your time as well as
other things like digital fees.

When you go back to the line items on your invoice you can manually adjust the existing product
or create a new one based on your pricing research. See the section on Managing Products for
details on how to add and edit products.
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fotoQuote for Assignments - Continued

Quote Packs: You can access the Quote Pack pricing from two places in fotoQuote, from the
menu options in the fotoQuote section of the program, or from the Stock pricing section as one of
the category selections. The chart below helps you see exactly what usages are included in each

Quote Pack.

To view pricing Click on one of the column
and add to invoice headings to sort the data
click here by quote pack type

8006 fotoBiz Pro X o

Table Tent or Counter Card Print screen, right before you print the Quote.

Contacts Quote Packs " e " Quote Pack Definitions
2 2 2 s 5 = b The new Quote Packs in fotoQuote give you the ability to |~
E——— View Pricing for: 2, & % g 3 § EE bundle different types of icense usages together when
All Marketing Material Pack 2£ 3 E% 2 E 3 § % s E?E&ﬂ:?é.”ﬂ?f -managed image for advertising or
fotoQuote® 2t 2 2EE § 2 £ 528
I= z = £ & & A=2 When you select a Quote Pack option, the description is.
Stock Quote Pack Usages v displayed in the Usage Tip tab at the center of the
P screen. This description is the licensing detail that will be
Click to sort Assignments Corp/Promo Site . . . added to, and printed on your Quote. You cannot edit the
description in the Usage Tip tab, but you can edit the text
by usa g e — Quote Packs In-Store Display or Poster . in the Add to Current Quote screen. The other place you
can edit the Quote Pack’s description is in the Quote to
.

type

Trade Show Panel or Presentation Pricing with this type of Quote Pack is a great option for
' ' clients who ask you for all rights to an image. You can
Brochure or Direct Mail . . . often convince the client that what they really need is this
; more affordable option that lets them have an unlimited
Electronic Brochure use of the image, in multiple specific media types, for a
limited period of time. You must specify all these
variables, including the industry and territory restrictions,
in the Add to Current Quote screen.

Single Sheet or Postcard
External Newsletter

Sales CD/DVD or Video These Quote Packs give your client greater flexibility in
how they wish to use the image(s) they license from you.
Promotional Email . . . They are afforded the freedom and convenience of using
the image in a variety of ways as described in the Quote
Annual Report . . Pack, without having to come back to you to renegotiate
§ for every use and at the same time you protect your
External Presentation/Report copyright and control of your images.

Press Kit/Press Release We have selected a few of the more common groupings

Catalog of usages for the Quote Packs. If you need to add more
usages to a Quote Pack, price out that usage in

Prints Ads for a Director fotoQuote, decide on a discounted price, adjust the

Y Quote Pack price, and be sure to add the additional

Event Program usages to your Quote Pack description when you create

100 = & Browse
—

Quote Packs give you the ability to bundle different types of license usages together when
licensing a rights-managed image for advertising or promotional use. Pricing with this type of
Quote Pack is a great option for clients who ask you for all rights to an image. You can often

General
overview
and
definitions
for each
Quote Pack

convince the client that what they really need is this more affordable option that lets them have an

unlimited use of the image, in multiple specific media types, for a limited period of time.

These Quote Packs give your client greater flexibility in how they wish to use the image(s) they
license from you. They’re afforded the freedom and convenience of using the image in a variety
of ways as described in the Quote Pack, without having to come back to you to renegotiate for
every use. At the same time you protect your copyright and maintain control of your images.
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Adding a Job Description

Adding a Job Description: You have two description text field options. In this first section you
can include a message to the client that will print out on the assignment invoice. This might
include important information that is not necessarily specific to the job description. When left

blank this section will not print. Use the second larger section to include your description of the
job, project description, service provided, etc.

Select an existing job
description by clicking
on it in the list

800 fotoBiz Pro X =

Job Description Heading | Message to Cllent
Contacts

Message To Client

ot e Selbct a Job Description Template Enter your
% ABlank Description message to

Assignment Estimate % Estimate 1 - Corporate — th /l.en t
Line items e c

Desoription here

Heading  This Assignment Estimate is based on the following job description:
AutoBuild License -

Job Description Estimate 1 - Corporate Template
1 am pleased to submit my estimate for the consisting of eight of your
Production Notes <Location2.

Terms

Manage Products 1 always try to make my estimates as detailed as possible, but if you need any explanation or information please
do not hesitate to contact me. Once my estimate is approved, please sign and fax it to me at <Your Fax Typ e a hew
Print Options Number>.

foloQuote® The eight pictures must be taken in three consecutive days, maximum. Any delay or extension not being the / Ob

responsiility of the photographer will be charged accordingly. If models are needed you will provide them. Final P
delivery of the eight slides will be within seven working days after the last shooting day. One final tour or walk d escrl, ,O tion
through of the <Location> prior to the shooting date, planning of the shoot and unlimited phone/email 1

correspondence are included in the fees. her e or ed l t

An advance payment of $3,000 is required prior to the shooting date to cover expenses. The balance is due upon iot]
delivery of the pictures. Styling costs and expenses are not included in the shooting fees. an existing

Included in my estimate are scans and exira expenses for more than four pictures. Please feel free to subtract one
them from the total i they're not needed. As ['ve told you the advaniage of myself providing the high-resolution
drum scan is that | wil control and supervise the process. This willinsure you the highest quality possible.

Prior to the shooting date, | will come to your <Location> for a walk through to determine the final exact needs of
the assignment. This Is very important for the success of the shoot and the quality of the photographs. This visit
will also provide me with the opportunity to meet the people involved in the project, and discuss in detail what wil
take place during the assignment.

. M save as Template
fotoBiz® -

100 = & Browse
—

Save the new
job description
as a template

As you create job descriptions that you may use again in the future you can select the Save as
Template button from the lower right to store different types of job descriptions. When you need it
again for a similar job just call up that template by selecting it from the list on the left. Then you’ll
be able to make any needed changes for the conditions of your current job.

To change or edit the Heading title for either text field click on the blue line to bring up a list of

menu options. To add a new Heading select Edit, add your text and then click in the blue line
again to select your new entry.
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Creating a License

Adding Licenses: In this version of fotoBiz you’re able to add licenses to individual usage fees
for the assignment work you do. To add a license for a specific Usage Fee line item select the red
gavel next to the Usage Fee on your assignment invoice. When you select a red gavel you will be
given the option to create an Image License. If you've added a usage fee directly from fotoQuote
some of these fields are filled out automatically. Use the other fields such as placement, territory,
versions, exclusivity, etc. to further define the license you are granting.

Fields such as
media, duration
and some criteria
will automatically

populate if the ~— |

usage fee was
added from
fotoQuote

Define the
license with

Enter description
of the image(s)
you are licensing

B 00

fotoBiZBroX

Image License

Licensed Item(s)

Media

Duration

Press Run ¥
Image Size v
Placement
Distribution Format
Territory

Release Info
Industry

these
additional
criteria

Versions
Languages
Exclusivity

Restrictions

100 = dp L] Browse

Data Entry Method: Menu Keyboard

| CEO Portrait

Annual Reports.Corporate

[ 1 |Year

[ 100k to 250k
‘ Front Cover

Select your
preferred
data entry

method here

Click on the
letter ‘i’ to learn
more about the

criteria line

item

Data Entry Method: There are two ways in which you can enter the details of your license. The
Keyboard method allows you to tab and type from field to field. With the Menu option you’ll need
to select the drop-down arrow or click into the field to make your selection.
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Creating a License - Continued

Creating an AutoBuild License: There are two ways to build your license using the
RightsWriter, the AutoBuild or Manual License. This screen shows the AutoBuild License feature.

Deciding what rights to grant with your license is an important part of pricing your images. The

RightsWriter feature helps you build your licensing agreement.

This
information
pulls from your
assignment
estimate
default
settings.
Select the
refresh button
to reset the
original text

These fields will populate automatically
based on the default settings selected,
they can be edited here

800

This is your license preview
screen based on the
information on the left

fotoBiz X

Contacts

Lists and Tracking

Assignment Invoice
Line tems

Description

AutoBuild License
Terms

Delivery Memo
Manage Products

Print Options

fotoQuote®

RightsWriter™ License Builder

Licensor Russell Baker
Licensee Paul Hertz
End User Paul Hertz

Credit Line ©Russell Baker, All Rights Reserved

Opening Paragraph

<<LICENSOR>>, (Licensor) grants to <<LICENSEE>>, (Licensee)
ights to use and Reproduce the items identified in the Invoice, solely

0 the extent explicitly stated in us:

ages listed below for <<END

USER>>. This right may be exercised by subcontractors of Licensee
(including Purchaser) for preparation of the Licensee's Work, provided

that such subcontractors agree to
Agreement. Photo credit must rea

abide by the terms of this
d: <<CREDIT LINE>>.

Image Usage Licenses

% Author Portrait

X NoRevisions X No Elef
Closing

This License may not be transfer
consent of the copyright holder.

+

e

tronic Use Multiple Insertions

~
157

pd to a third party without the written

License Type: ® AutoBuild Lice

Apply Changes and Lock License

se () Manual License

Ignore Changes and Lock License

Heading  The following usage license will be granted upor] payment in full of this invoice:

Text From RightsWriter™

Russell Baker, (Licensor) grants to Paul Hertz, (Licensee) rights to use and Reproduce the items identified in the
Invoice, solely to the extent explicitly stated in usages listed below for Paul Hertz. This right may be exercised by
subcontractors of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such
subcontractors agree to abide by the terms of this Agreement. Photo credit must read: ©Russell Baker, All Rights
Reserved.

Author Portrait
Media: Book.Jacket.Author Portrait
License Duration: 2 Years

License Start Date: 3/1/2013
License End Date: 3/1/2015
Press Run: 50k

Image Size: 1/4 page
Placement: Interior
Distribution Format: Print
Release Information: This image has a signed model release and is available for commercial use.
Versions: In one version only.

Languages: English Only.

NO ELECTRONIC RIGHTS are granted in any form without an express license in writing. These photographs
may not be used on the Internet for any purpose including revisions or electronic editions of printed work without
said written license.

NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said
revisions must be negotiated with the copyright owner.

This License may not be transferred to a third party without the written consent of the copyright holder.

Il Copy License to Clipboard | ¢ Save as Template

The license
details are
pulled from the
usage fee line
items on the
estimate with a
gavel that is
green

100 = & Browse
—

Individual line items
with a green gavel
will be listed here

Save the new license as
a template to select later
as a Manual License

Merge Fields: The Licensee, End User, Licensor and Credit Line are all merge fields that you can
insert into the Opening or Closing paragraphs. To insert one of these fields, place your cursor
where you want the merge field to appear and click the button adjacent to that item. This will
automatically add the contents of that field to your license.

An AutoBuild license takes the information you've already entered about the image usage and
builds a license for you automatically. If you want to format your license differently or add
additional information you would want to use the ManualBuild license instead. The AutoBuild
License is also the only way you can include a thumbnail with a license.
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Creating a License - Continued

Creating an Manual License: There are two ways to build your license using the RightsWriter,
the AutoBuild or Manual License. This screen shows the Manual License feature. It is important to
state clearly exactly what rights you are basing the quote on. Stating your terms of doing
business clearly and consistently is your best defense against the client trying to dictate your
terms for you.

If the invoice was created from This is your license preview
an estimate this information screen based on the Manual
will automatically populate License selection on the left
8eno | fotoBiz X | (=)

RightsWriter™ License Builder

Heading  The following usage license will be granted upor] payment i fullof this invoice:
Contacts

License Start Date |_2/17/2013|T} License End Date __ 2/17/2014|T3| [ X! Manual License Template
T — [LICENSORY, (Licensor) grants o [LICENSEE], (Licensee) rights to use and Reproduce the items identiied in the
) License Duration 1 'Year Invoice, solely to the extent explicitly stated in usages listed below for [END USER). This right may be exercised
by of Licensee (including Purchaser) for preparation of the Licensee's Work, provided that such
Assignment Invoice Select a License Template subcontractors agree to abide by the terms of this Agreement. Photo credit must read: [CREDIT LINE].
. % Manual License Template [ This License may not be transferred to a third party without the written consent of the copyright holder.
Select —— Changes made
Description NO ELECTRONIC RIGHTS are granted in any form without an express license n writing. These photographs .
elect a = may not be used on the Intemet for any purpose including revisions or electronic editions of printed work without here will not
S ta rte r Manual License said written license.
Terms NO PRINTED OR ELECTRONIC REVISIONS are granted with this license. Any additional usage, including said affect the
template Tevisions Must bsnegotated wih e Copyght owner: iy
A Delivery Memo or/g/na/
from this MULTIPLE INSERTIONS: [Six] insertions, with up to [two] insertions each in the following magazines: [Magazine
Manage Products Al IMagazine B), [Magazine C]. temp/ ate
panel Print Options

fotoQuote®

License Type: () AutoBuild License @ Manual License

fotoBiz® Apply Changes and Lock License | ' Ignore Changes and Lock License I Copy License to Clipboard | ¢ Save as Template

100 = & Browse )
T [ [
You cannot print an assignment invoice Save the new license as a
with a license that us unlocked. Select template to select later as
one of these options to lock your license a Manual License

A Manual License is used when you want to customize the way the license information is
presented or if you want to use a license template. It’s not possible to track specific image
licenses with a manual license if you want to do so you must use the AutoBuild license.

Exporting License Reminders: If don’t have license reminders automatically set to export in
Setup > License Reminder, then you can individually export a license reminder for only those
license expiration dates you want to track. To do this select Invoice from the drop-down menu and
click on Export License Reminder.
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Terms and Conditions

Selecting Terms and Conditions: The default terms and conditions you identified as part of

setting up your templates will automatically be displayed here. You can select a different set of
terms from the list on the left or make edits in the window to the right.

Select an alternate set
of terms and
conditions from the list

Your default set of terms
and conditions will be
displayed here

s |

Terms and Conclitions

Heading  Terms and Conditions:

Contacts
Text EP - Editorial Photographers
| This agreement is between [John Doe (" Phologmphel’)] and Client, who retains services of Photographer, as
Contractor to deliver lent. Copyright and all film, prints, media, and digital files
e property of Photographer. The only ngms gramed to the Photographs are those specifically set forth
above under “Rights Granted/Usage License". All other rights are reserved by Photographer. Rights granted may
not be transferred or assigned, in whole or in part, whether voluntary or by operation of law without the express
written consent of Photographer. Client waives all defenses arising under section 107 of the Copyright Act, and
walves all revision and reproduction rights or privileges under section 201 of the Act. This agreement is not a
work made for hire. This agreement shall be govemned under the laws of the place of residence of Photographer.
Client agrees to personal jurisdiction in the state of residence of photographer.

Selecta Terms and Conditions Template
Lists and Tracking

% ASMP Terms and Conditions
% EP - Editorial Photographers
% Stock Quote Terms

Assignment Invoice

Line ltems
Description

AutoBuild License
2. Payment: No rights are granted until payment is received in full. Failure to make timely payment shall be
deemed an act of copyright infringement under the United States Copyright Act. A detalled accounting of fees
and production charges will be provided in the invoice, but uniess specifically stated no vendor receipts will be
provided.

Changes made
here will not
affect the

Terms

Delivery Memo
Manage Products 3. Warrants & Liability: Photographer warrants that Photographs were created by himmer and helshe has

Print Option: authority to license their use to Client. Client will defend Photographer against any and all ciaims, liability,
ons

damages, and costs, including legal fees & expenses, arising out of the creation, use, or misuse of the images. original
Unless delivered to Client by Photographer, no Model o Property release exists. Client shall pay Photographer's g
fotoQuote® costs and expenses (inciuding Photographer's reasonable attomey’s fees and related costs) incurred in
connection with enforcing the terms of this Agreement, including those incurred without commencing a court temp/a te

proceeding.

& Clientis for payment of all expenses incurred up to the time.
Phalogmpher recelves actual notification, plus 50 percent of Photographer's fee. If notice is given less than two
business days prior to the shoot date, Client will pay 100 percent of the fee. Unless otherwise agreed, Client will
pay 100 percent of the fee for Weather Delays on location or 50 percent of the fee f postponement occurs prior
to departure. Client will be charged 100% of fee and expenses for any reshoots required by the client. For
reshoots required by an act of God or fault of third party ciien will pay all additional expenses.

5. (Optional — not necessary for digital delivery) Loss or Damage: In the event of loss or damage of original
transparencies or negatives, Client will reimburse in the amount
value, butin all cases the minimum value per transparency or negative will be $2500.

£} Save as Template

fotoBiz®

100 = & Browse 2

Any changes made
can be saved as a
new template

The Terms and Conditions included in fotoBiz for some of the professional organizations were the
most current at the time fotoBiz was upgraded. Be sure to check you’re using the latest version
recommended by these respective organizations.

Hint: To add a new set of Terms and Conditions go to Setup > Templates > Terms, select the plus
(+) sign from the top of the terms listing or choose New Template from the File drop-down menu.
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Delivery Memo

Delivery Memo: Most delivery memos are now digital and are sent electronically along with your
original invoice or sent separately to the end user, for example the design department. The
invoice can go to the accounting department and the delivery memo can be delivered separately
without all of the financial information that’s included on an invoice.

This information pulls from
your default settings in
Setup. Changes made here

Changes made here
do not affect the main

contact record ;
will not affect the default
8006 fotoBiz Pro X (=)
Delivery Memo C T o
Contacts
is for . may not be copled, televised, digitized o used in
No. 1052 February 8, 2013 any way without (a) express written permission on Photographer’s invoice stating rights licensed and the terms. .
Lists and Tracking thereof and (b) payment of said invoice. The reasonable and stipulated fee for unauthorized use shal be three Click here to
JobTitle CEO Portralt (3x) times Photographer's normal fee for such usage. Client assumes Insurer's liabiity for all photographs.
Assignment Involce Name Jim open a
Trins Title  Art Director B d/alog bOX
Company Rowing Magazine
Deecripton Address 5520 6th Ave File Information C — loenter
AutoBuild License - . . . .
City|ST|ZIP Trumbull cT 06611 Color Setings:
o B Wi Colaen R oo rfle embeced. information
untry  USA
s about your
1
Delivery Memo Prone._555-555-616 Fax 6566556262 S orprint a8 x 10 nchos @ 7200, ’ y
Manage Products Email & mail@zine.com Sharpening: images
ax Rate [__Taxabe ] g
Print Options Taxable )]  TaxRat Taxpayer Status/Group Taxable The image Is sharpened for output.
Resale # )
O Addtional Instructions:
. Job Category | Corporate = These files contain metadata for identifying and tracking purposes. The use of Adobe Photoshop Save For Web
& Devices and other applications or procedures may result in the stripping of metadata. Files without metadata
Client's Job # are at increased risk of unauthorized use. To protect your interests, do not remove or alter the embedded
metadata Select the
Client PO #
For accurate color be sure to preserve the embedded profile when opening the file in Photoshop or any other re f[’e S, h
Delivery Instructions Files image editing program. Due to variances between platforms, browsers and individual monitors that we cannot
accept any responsibility for color or tonality on the web. . b UZ‘fO n to
peivervia: [FP [l [ClosingMessage 2 — revert back
{ip site address = No reproduction rights are granted with this delivery memo. Usage fees for al of our photographs are determined |~
password: photo on a case-by-case basis and must be agreed to by both parties. At that time a reproduction license will be issued to your
on a stock photography invoice, and will be granted upon payment of that invoice.
default
setting

fotoBiz®

100 = & £ Browse
T

Assignment delivery memos are like packing slips that outline what is being delivered. The
delivery memos you create from assignment invoices are different from the delivery memo
submissions you create in that they are tied to a specific job and assignment invoice.

Hint: Your assignment delivery memo will have the same number as your Assignment Invoice as
it is essentially an extension of the assignment invoice.
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Delivery Memo - Continued

Delivery Memo Digital File Information: Selecting the pencil icon on the assignment delivery
memo worksheet will bring up the following screen. From here you’re able to provide details for

the client about the digital files you are delivering.

Digital File Information

The Files are:

X RGB Embedded color profile: |ColorMatch RGB

Choose
additional
information from
these drop-

1 CMYK Embedded color profile: |

[l Grayscale ~Embedded color profile: |
Image Size:

X Sized for print Image size in inches | Is:[ 8 x| 10
[] Sized for screen Image size in pixels is X

Sharpening:
X Images are sharpened for output
Make Additional Instructions:
changes These files contain metadata for identifying and tracking purposes. The use of Adobe Photoshop Save For
here Z‘O Z‘he ‘Web & Devices and other applications or procedures may result in the strlpplng of metadata. Files without
metadata are at increased risk of unauthorized use. To protect your interests, do not remove or alter the
default text embedded metadata,

For accurate color be sure to preserve the profile when opening the file in Pt
image editing program. Due to variances between platforms, and ir
accept any responsibility for color or tonality on the web.

or any other
that we cannot

Cancel Apply Changes

down menus to
refine your
digital file
information

Select the
refresh button
to revert back
to your default

setting

100 = & £ Browse /.

After you fill out the digital file information, select the Apply Changes button to return

to the

delivery memo. To fine tune your digital file information, click into the text box to make your edits.
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Managing Products

Managing Products: You can manage your products from three separate places in fotoBiz.
Select the Manage Products menu item from either Stock Quotes, Assignments or Invoices.

When you select New Product from the lower right corner you’ll be presented with a dialog box to
complete your entry. Complete the description, type and category and indicate whether the item is

taxable or not, then select OK.

Sort your product list by Enter the cost you incur for
selecting the ascending the item and the price you
or descending arrow charge in these columns

Contacts

Manage Prgducts

Lists and Tracking Description & Caoouy)

Stock Invoice Alr Fare Location « Travel
Assignment Kill Fee Assignment Kill Fee

Assistant @ Per Day Assistants » Crew

Black and White Prints 11X14 Film + Processing » Prints 35.00
Black and White Prints 8X10 Film « Processing + Prints 25.00
Car Rental Location « Travel

Creative Fees Advertising @ Per Day Creative Fee 2,000.00
Creative Fees Corporate @ Per Day Creative Fee 1,200.00
Creative Fees Editorial @ Per Day Creative Fee 500.00
Credit Credit

Line Items
Description
AutoBuild License
Terms

Delivery Memo

Manage Products

IX XX XXXXNXX

Print Options

Digital - Capture Fee/$50 min. Digital Production Expense 1.00
Digital - CD Burning, Per CD Digital Production Expense 30.00
Digital - DVD Burning, Per DVD Digital Production Expense 50.00
Digital - Equipment Charge/Day Digital Production Expense 200.00
Digital - FTP Delivery/per Meg/10 meg min. Digital Production Expense 1.00
Digital - Image Prep, Per Image Digital Production Expense 25.00

Digital - InkJet Contact Sheet Digital Production Expense 35.00
Digital - InkJet reference Prints Digital Production Expense 35.00
Digital - Post Production/Hour Digital Production Fee 200.00
Digital - Production Charge/Day Digital Production Fee 400.00

x
x
x
x
x
x
x
x
x
x
fotoQuote® % Digital - Assistant/Day Digital Production Expense 350.00
x
x
x
x
x
x
x
x
x
x

XXXXNXXNXNXXNXX

2, Changes to products will apply to newly added line items New Product ==
fotoBiz®

100 = &b = Browse
T

Add a new
product here

Entering your cost for each item will provide you with valuable profit and loss reporting
information on your Stock Productions.

Hint: Changes you make to existing products will apply only to newly added line items.
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Print Options

Assignment Invoice Printing Options: The printing options you select under Assignment
Invoice Options are only for the invoice you are working on. This allows you to customize the
information you want displayed on your invoice per job or per client. The changes you make here
do not affect your assignment invoice default settings. If you want to make global changes to your
assignment invoice print options that apply to all invoices, go to Setup from the main Contacts
screen and then choose the Assignment Invoice tab under Settings and Defaults.

Click into the title field to
view a list of options.
Select Edit to make
changes or additions

0no fotoBiz X =)

Assignment Invoice Options
Contacts

Form Title: ‘)\SSIGNMENT INVOICE

Lists and Tracking

Memo Title: ‘ DELIVERY MEMO

Assignment Invoice
< License Tite: [USAGE LICENSE

Line ltems

Description X Include license on printed invoice and delivery memo
AutoBuild License X Include terms on printed invoice

e X Include terms on printed license YOU h ave t wo
— Include terms on printed memo lines for a
Manage Producs footer
Title Page Footer Subject to terms and conditions on final page
- Payment due within 30 days of invoice date message.
foloQuote® Make your
selections here

Print Options

Global Settings - Changes here change the defaults in Setup

Define what Letternead Type: Blank @ Graphic. ( Text Only or leave blank
information you Printtotal number of pages on documents
. Print page number on first page
want printed on— X Include signatur ies on printed mermos

Include currency code in totals

the Assi g nment Group detail invoices by product  Type ® Category
/ nvoice Paid Invoice Message Paid in Full :

Print alteative footer on multi-page documents

- 1200 23rd Street Ste 202 + New York NY 1001p USA + 212-555-4130 + Fax: 212-555-1200 * rbaker@rub.com
1010]:17

Showing Invoice 22 of 22 Total Invoices
100 = & £ Browse
—

Choose how you want
the line items grouped
on your detail
assignment invoice

Global Settings Print Options: The Global Settings apply to all assignment invoices. The
changes you make here will apply to all assignment invoices.
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Exporting Invoice Data for QuickBooks

Exporting Individual Assignment Invoice Data for QuickBooks: You're able to export any
individual assignment invoice data for import into QuickBooks. To do this you must be on the
invoice record you wish to export. Select Invoice from the drop-down menu and then click on
Export Invoice Data for Quickbooks.

®& fotoBizX File Edit IIETY View Help
| Duplicate Invoice ®D | o

Delete Invoice ®a
Void Invoice

Assignment Inv @ Ters

Description

View Assignment #188 Creative Fees Editorial @ Per Day
No. 1054

JobTitle | Author Portralt | Lock
Name Paul Update Client Record

Title At Director Restore Customer Info

SR xport Invoice Data for Quickbooks |
Address PO Box 309 Export License Reminder
City | ST |ZIP  Laconia NH 03330
Country USA
Phone 556-555-6161 Fax 555-555-6262
Email @ mail@hing.com

Taxable [ Taxpayer Status/Group

Resale #

Job Category
Client's Job #
Client PO #

roras D il Browse Products By Category

Usage Fees

SubTotal: 1,500.00 Book Jacket Author Portrait « Duration: 2 Years

Print
Invoice Tax:

= Grand Total | 1,500.00
=

Total Payments:

View Balance Due: $1,500.00
Estimate

The first time you export data for QuickBooks, you’ll be asked to set your QuickBooks account
fields. The QuickBooks account field names must match the account names you’ve set up in
QuickBooks. Once that is complete a file in .iif format for QuickBooks will be placed on your
desktop. Use this file to import your data for this individual invoice into QuickBooks. Refer to your
QuickBooks help manual for instructions on importing .iif files. We strongly recommend you test
this on a backup copy of your QuickBooks Company first.

When you export data to QuickBooks, fotoBiz assumes the invoice has been paid. If you export
an invoice that has not been marked as paid after the export you will be asked if you want to pay
the invoice in full and close it out.

Hint: You can also export a grouping of invoice data for QuickBooks as one of the report action
options in Lists and Tracking > Invoices. See page 87 for details.
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Delivery Memos and Submissions

Submissions: Submissions are delivery memos that are created for a specific contact. There are
two types you can create with fotoBiz, General and Delivery. A Delivery Memo would be created
for image submissions and a General Memo can be used to track items out for repair as well as
portfolio submissions.

When your items are
returned, indicate the
quantity here

General Memo Add.y our
=z i - line items
oo No. 164 March 4, 2013 Portfolio of lifestyle health and fitness images = h ere
= Job Title  Lifestyle Health and Fitness Portfolio
Create a
messa ge fo Line toms Title  Director of Photography
/ . t oo Mo Company  International Design
your ciien = e Address PO BOX 246
by C/iCk/ng s City | ST|ZIP Denver CO 80234
Print Options Country USA
here Phone 555-555-6161 Fax 555-555-6262
Email B mail@rary.com
Category
C/ICk on Client's Job #
Client PO #
these tabs to Vemo saus [
include
. — Return Instructions Delivery Instructions
delivery and Show retur nfocn memo,
return Momo | Reuve:
l'nstructl'ons g Return by: April 1,2013

Instructions

1010]:17 = Total Value

100 = & £ Browse /)
T

General Memo: To create a General Memo, find the contact record for whom the memo will be
assigned. From the Create New Document list, select Submission and make your choice of
General.

Hint: The information you include in the Notes section is for your reference only and will not be
printed on the General Memo.
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Submissions - Continued

Delivery Memo: To create a Delivery Memo, find the contact record for whom the memo will be
assigned. From the Create New Document list, select Submission and make your choice of
Delivery. Because delivery memos deal with images, you have the option to include licensing
information as well as terms and conditions.

When your items are
returned, indicate
the quantity here

B 00 fotoBiz X =
. Add your
Delivery Memo L
Descrpton - line items
No. 160 January 12, 2013 = 1 Taos Church - New Mexico Churches ... =
T B 007 e ; here
. JobTitle New Mexico Stock Request kg O 7 o 10 176 S Ot
Add your P S aurger 1 Clouds and sceni sk near Albuaueraue New ..
terms and Tite At Director Fie Name: oo+ 1023  Job 0: 176 - Staus:
d e mages Company Rowing Magazine 1 Clouds and scenic sky near Santa Fe ...
conditions as Mo d Address 5520 6th Ave File Name: E45A2288A2C511D9.jpg « Tracking Code: 1026 + Job ID: 174 » Status: Out
We// as Image — L City |ST|ZIP Trumbull CT 06611
. . Term: Country USA
. /’CenSlng Notes Phone  555-555-6161 Fax 555-555-6262
information S Emal % _mai@zine.com
here Category
Client's Job #
Client PO #
C//Ck on Memo Status [Open
these tabs to — Retum Instructions _ Delivery Instructions ~_ Files
' Show f
lnc/ude 0 N ow image return info on memo.
. Memo Return Via: Federal Express v
deli very and o Retumby:  February 12, 2013
return = Instructions
instructions

Total Value

1010]:17

100 = & £ Browse /)
T

Use delivery memo submissions when the images are not tied to an invoice or stock quote.

Hint: The information you include in the Notes section is for your reference only and will not be
printed on the Delivery Memo.
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Submissions - Continued

Tracking Submissions: To view your submissions, click Lists and Tracking from the menu on the
left and select Submissions. To find a group of submissions click the Find Submission button from
the lower right corner of the Lists and Tracking screen (you can also find submissions from the
individual contact record). After the Find window opens, type your search query into the
appropriate fields and click Search.

Click next to each column header to
sort the list ascending or descending

L Yee) = —
- Select an
action to print
Contacts SU meSSIonS if::tmsﬁi‘:rl‘;slons by Category Submissions
P— by Category,
Due Type Company ¥ Job Title First CO m, p an y or
111212013 21212013 Delivery Rowing Magazine New Mexico Stock Request Jim H Typ e

8/02/2011  8/16/2011 Delivery Rowing Magazine Clouds Jim
12/01/2011 121512011 Delivery Manhattan Publishing New Mexico Church Thomas
30412013 410112013 General International Design Lifestyle Health and Fitness Portfolio Carl
Submissions 9/01/2011  9/15/2011 Delivery City Sights Magazine Editorial about Modern Chinese Children  Carol
Prospects 2/16/2013 313112013 Delivery At Unlimited Review of Historical Church Images Leslie
License Tracking

ssignm

Stock Quotes

Image Tra

Stock Productions

fotoQuote®
Prospects
Magazines
Gear
Forms and Releases

Setup

Custom Date Range Start | 1/01/2011 |E End| 3/052013 |E& [Show All] @ Find Submission

fotoBiz@u Showing Submissions from Custom Date Range of 7 Total
100 = & O Browse.
1
Filter your Select Show
submissions by All to reset the
various date ranges found set

Submission Browsing: When you select a submission from the displayed list you can quickly
browse through those submissions by selecting View from the menu bar or by using the
Command and arrow keys to indicate the first, last, next or previous submission.

Hint: You can also conduct a find of your submissions by selecting Submissions from the file
menu.

79



License Tracking

License Tracking: Anytime you create a license that has an end date, fotoBiz will keep a record

of it for you. With License Tracking you'll be able to easily see at a glance what licenses are

coming due for renewal. In the Setup > License Reminder tab you can also choose to set up an
iCal reminder so that you’re notified when a license is coming due.

Click next to each column header to
sort the list ascending or descending

p— ML r Select an
action to print
— License Tracking Prin Surumary by Company licenses by
TR—— Company or
Gontacs s Ll Dosarbton by Month

1053 21912013  The Hawaii Hiltonian
1056  3/01/2013  Kiummp & Company
1052 2172013  The Hawaii Hiltonian
1052 211712013 The Hawail Hitonian
Submissions 1054 22202013

— Stock Invoice Cloud Image
Stock Invoice Summer Fashions Article
Assignments
Assignment Invoice Female Portrait for Testimonial
Stock Quotes

Male Portrait for Testimonial

Author Portrait

Assignment Invoice
New Times Publishing Assignment Invoice
Prospects
License Tracking
Image Tracking
Stock Productions

fotoQuote® AutoBuild Licenses

Prospects IDV Invoice Date  Company Type Job Title License Expires

1081 2/16/2013
1049 200712013
Gear 1048 2/05/2013  Art Unlimited

1047 20172013 Women's Journal

1046 1/202013  Northeast Life

1043 6/05/2012  Stars and Stripes

1042 6/03/2012  Flagstaff Convention Center

Show Licenses Expiring: Al Start

Assignment Invoice Spring Ad Brochure 2162014
2/07/2014
200512014
o Licenses that
11202014 .

12082012 B T — have expired

6/032013 & [J] will d/S,O/ay in
- Manual Licenses
red

Magazines Grey Advertising
Poltical Protest
Annual Charity Event SPCA

Pro Bono Invoice

New Times Assignment Invoice
Assignment Invoice
Assignment Invoice

Forms and Releases

Stock Invoice May Issue (sunsets)

Stock Invoice State Fair Event Program

Annual Report 2012

Setup
Stock Invoice

& End

fotoBiz®

100 = & £ Browse /)

Filter your licenses by
various date ranges

Select the envelope icon to the right of each license to send an email reminder to your client that
the image(s) is up for renewal. License expiration dates in red have expired and those that are
bold are set to expire in 30 days. Your AutoBuild licenses are in the top section and the Manual
licenses at the bottom.

Hint: If you don’t want to track a license expiration date, uncheck the “Track the license for this
invoice” box on the original license screen. To do this go to the original stock or assignment
invoice and select the license from the menu at the left. The check box will be in the lower right
corner of the RightsWriter.
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Image Sales Tracking

Image Sales Tracking: When you license images on stock invoices, fotoBiz can track the sales
for that image. This gives you meaningful data that tells you what types of images are making you
money. You can also assign the image to a stock production and fotoBiz will track the sales of all
images from that shoot. When an image is licensed on a stock invoice you have the option to
include a thumbnail. In order for fotoBiz to track an image, specific data must be either entered
manually or imported from the metadata of your image. These fields are the image tracking code,
file name or job/stock production ID.

Select _What size Click next to each column
thumbna{/ you would header to sort the list in
like displayed descending order
8eno fotoBiz X | -’

Select Action:

Contacts Image Sa|es Tracklng Print Sales Report
[T— Your earnings

Select Image Thumbnails: ® Medium (. Small (. None Sales History for Tracking Code: 1023

Contacts
=== o - T Aoty per invoice
Invoices H
= - O - 1035  3/15M0 Point of Purchase Display 1,500.00 — will be
Assignments Production CodelJob ID: 175 This License expired on 311512011 ;
Siook Gilclot L0k Selon:1,568.00 1041 510112 Editorial Magazine Article 488.00 di Sp I ay ed

1017 - 3 This License expires on 5/10/2013
Submissions T W 7205 Church - New Mexico Churches ... EreotctiCore o . ol here

Prospects
Total Sales: 1,476.00

License Tracking

1025
Image Tracking Clouds and scenic sky Nevada desert ..
Stock Productions

Total Sales: 1,075.00
fotoQuote®

1028
3 State Fair Moon - ...
Prospects PREETS
Total Sales: 1,022.00

Magazines

1026
- Sl Clouds and scenic sky near Santa Fe ...
Gear

Dec,de by . Total Sales: 599.00 -
Wh’Ch cri terla Forms and Releases Track Sales by: Sortby: Tracking Code  Total Sales ¥
youwant1o — S TS i e
traCk your Filter list by Tracking Code:
images fotoBiz® Al Years | start Total Sales: 1,988.00
100 = & %
| | |
Fine tune your tracking Sort images by Filter your images
by adding specific data fotal sales by various date
such as a tracking code ranges

Click on the image thumbnail for a specific invoice to take you directly to that invoice. From there
you can come back to Image Tracking by selecting that option from the menu at the left of the
invoice screen.

Hint: The sales report you run will display only those images that show on the right side of the
screen. Select your sort parameters first then run your sales report.

81



Stock Productions

Stock Productions: A stock production is like an assignment estimate, except it is for you rather
than your client. The fotoBiz stock production, along with the automatic sales tracking ability in
fotoBiz, makes keeping track of the costs and profits of your stock shoots a breeze. To create a

Stock Production, from the main Contacts screen select Create New Document > Stock
Production.

Add your
production
notes and
view the sales
history here

Print the
worksheet to
take with you
on your shoot

Click here to

print a report

for this stock
production

8600

Enter the details of your
stock production here

fotoBiz X

Contacts
Lists and Tracking

Stock Production

Line ltems
Pre-Production
Post-Production

Sales History

Manage Products

fotoBiz®

100 = & Browse
e

Stock Production

No. 175 August 2, 2011
Production Title
New Mexico Travel

Category
Travel

Production Description

rious New Mexico Shoofing

TOTALS

Total Cost

Sales To Date:

Profit/Loss:

Alr Fare
Car Rental
Hotel Rooms

Qty
1
1
1

il Browse Products By Category

Amount

260.00 <]

260.00
400.00

I
At a glance you’ll be able to Choose line items

see your profit or loss for from your products
each stock production catalog

When you enter a product into your product catalog, you have the option to enter the cost for that
item or service. This cost to you is what will display when you select that item from your products
listing. The difference between a stock production worksheet and an invoice or assignment
estimate is that the stock production enters your actual cost of the items and the other documents
use your sales price for the entries.

Hint: When you add an image to a stock invoice, you'll be able to enter a stock production
number in the Image Information section of that image entry. This is how you connect image
sales to stock productions.
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Stock Productions - Continued

Tracking Stock Productions: Working with your Stock Productions is similar to how you work
with your other lists. Each column has a descending and ascending sort oder. To conduct a
search for a specific set of stock productions, select Find Stock Production from the lower right
corner or select Find Production from the Production drop-down menu.

Click next to each column header to
sort the list ascending or descending

0no fotoBiz X =)

Select an
action to print
e Stock Productions P Productons by Ctogory productions
Lists and Tracking by Ca te gory
o Date Category Production Titie ¥ Total Costs  Total Sales ProfitLoss or by current
[r—— 5/16/2012 Lifestyle State Fair 250.00 1,022.00 772.00 A I/St Sort

8/02/2011 Travel New Mexico Travel 920.00 3,464.00 2,544.00

Assignments
112512013  Lifestyle Health and Fitness, Yoga Studio Shoot 1,900.00 -1,900.00
Stock Quotes

Submissions
Prospects
License Tracking
Image Tracking

Stock Productions

fotoQuote®
Prospects
Magazines
Gear
Forms and Releases

Setup

Show Productions Dated: Custom Date Range Start | 8/01/2011 |[E End | 2/01/2013 |& [Show All Q) Find Stock Production
fotoBiz@) Showing Stock Productions frém Custom Date Range of 4 Total

100 = & £ Browse /)
—

Filter your quotes Select Show
by various date All to reset
ranges the found set

Stock Production Reporting: You're able to print reports of your stock productions by category
such as travel, scenic, lifestyle, etc. You can also print stock productions of a found set. For
example, if you wanted to print all the stock productions for a given year you would conduct a find
of those productions and then select Print Production List by Current Sort from the Select Action
drop-down menu.

Stock Production Browsing: When you select a stock production from the displayed list you can
quickly browse through those productions by selecting View from the menu bar or by using the
Command and arrow keys to indicate the first, last, next or previous stock production.

Hint: You can delete or duplicate any existing stock production by selecting the appropriate action
from the Production drop-down menu.
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Magazine Listing

Magazine Database: Use the information in the Magazine Database to help in your negotiations

with specific magazines. Knowing what the magazine charges for its ads gives you a good idea of
their real budget.

Add information
about the
magazine’s print
circulation, web —
visitors, ad and
leader-board
rates

Import a
screen shot of
the magazine’s —
cover for quick

visual
reference

800

various tabs to add

about the publication

Click through the

additional details

Add a magazine
contact to your
main client
contacts

fotoRiziRepg

Click here to
quickly toggle
between print and
web pricing data

Contacts
Lists and Tracking
fotoQuote®
Prospects
Magazines
Gear
Forms and Releases

Setup

fotoBiz®

100 = & = Browse

Mother Jones

Masthead ~ Notes  Guidelines  Articles  Contract

Title  Mother Jones
Publisher
Address 222 Sutter St., Suite 600
City | ST | ZIP San Francisco
Country

CA 94108

Web €} www.motherjones.com
Category News

Circulation 250563 Print Ad Rate 15765

Web Visitors
Creative Fee  $400

Web Ad Rate

Data is from issue:  April 2010

Contact1 ~ Contact2  Contact3

Name Mark Murmann
Title  Photo Editor
415-665-6637

mark@example.com

Phone
Email &

Mobile

M« » p New Magazine =

Copy to Contacts

Title

% Maximum PC

% Men’s Fitness

% Men's Health

% Men's Journal

% Metropolitan Home

% Midwest Living

% Miwaukee Magazine
% Moffly Media

% Money

% MoneySense

% Monmouth Health & Life
* More

% Mother Earth News

* Mother Jones

% Mothering

% Motor Home

% Mountain Living

x Ms

% MSP Communications
% Multifamily Executive
% Muscle & Fitness

% Muscle & Fitness Hers

% My Business

Rese(lﬂABCDEFGHIJKLMNOPQRSTUVWXY

Category [_Circulation Full Page Ad| Creative Fee

616830
1666245
664359 74040
600622 75100
913827 86450 $500
$500

56220
131360 $150-52000

Local Lifestyle

Business & Finance 1924414 142885 $400-$500

Business & Finance 109000 14500 $1,000 USD incl. exps.
56000 3840 $250
1024166 89500
322729 17500
News 250563 15765
90000 3895

Women's

Lifestyle & Interests

Local Lifestyle 6030
250000

25000 7700
431658 39570
205458 16600
554883 64625 800

z

Add a new
magazine here

|
Click the desired letter

to conduct a quick sort

Disclaimer: Due to the constant flux of magazine rates combined with their longevity, this data is
intended as a guide only. The Creative Fee column data has been collected from dialogs between
EP photographers, probably not from the magazines themselves, and have not been verified. No
one takes responsibility for the information - neither us nor Editorial Photographers.

Hint: It's a good idea when you’re adding your own information to put in a date in the provided
“Data is from issue” field so you can quickly know how current the info is over a period of time.
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Gear

Working with Your Gear: Enter your equipment in this module and fotoBiz will keep record of
your equipment serial numbers, warranties, repair records and much more. Assign your gear to a
camera bag and fotoBiz tells you how much each bag is worth and how much it weighs. You can
also print packing lists to take to the job with you. Select the information icon in the lower right
corner for specific instructions.

Conduct quick
sorts by selecting
each header

Enter the details
of your
equipment here

8600 fotoBiz X O

Leica M6 Camera Body
Select Gear Insurance
Contacts

Make/Model Leica

Serial Number A / Bag

Typel/Category Camera Body [¥] Photorvideo / Model
SerialNo 21717555
Bag/Case M-Bag v Accessory
Warranty Thru 6/6/2013[E Weight

Status @ Current () Sold () Traded Lost

Lists and Tracking | Item Type Make

fotoQuote® Leica 28mm Finder

Accessory Leica 50mm Finder

Prospects

Software ‘Adobe PhotoShop CS6 1234577

Magazines Description:  Black Rangefinder Body Light Meter Pentax Digital Spot Meter 14555555

Lens Leica 50mm 2.8 Elmar Collapsible 15758555

Gear

Lens Leica 35mm Summicron 2.0 16555555

re’?jgg I:eoctifas Forms and Releases ; Camera Body Leica RS 17340555
Setup Camera Body Leica M6 17419555

and pur chase ek FRecord (urohese ISRy Camera Body LeicaR6.2 19075555
h/StOfy from Camera Body Leica M6 21717555
the se ta b S Camera Body Leica M6 21718555

fotoBiz®

100 = & Browse
e

Lens.

Lens.

Lens.

Lens

Lens
Insurer Notified ® Yes (ONo () Don't Insure

9 Print

Q, Find Gear New ltem ==

Leica 135 Tele-Elmar 4.0

Leica 50mm Summicron R 2.0
Leica 28mm R 2.8

Leica 70-210 Vario Elmar f4 Zoom
Leica 90mm Tele-Elmaritt-M 2.8

Clear Tags Tag All Found Items

21889555
31109555
32311555
33318555
34308555

‘Showing Item 10 of 22 Total ltems

/)

The information
button will give
you specific
instructions for
working with
your gear

I
Click here to
conduct a find

Add new
gear here

Insurance Tab: From the Insurance tab you can print insurance schedules for submissions to
your insurance provider or agent. The insurance report you run will display only the equipment
from the found set you’ve selected from the Select Gear tab. The insurance report is
automatically sorted by category to conform to the requirements set forth by companies that work

with professional photography organizations, such as ASMP Prosurance.

Hint: You can import or export gear by selecting this option from the File drop-down menu. You
can also duplicate or delete a piece of equipment from the Gear drop-down menu.
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Forms and Releases

Creating and Editing Forms and Releases: FotoBiz comes with a few standard release forms.
You can edit these to meet your specific needs or create new ones. Also included in the program
are various production forms. These forms are designed to help you gather the right information
when talking to a client about a new stock order, assignment job or video shoot. These are
printouts only and can be used to jot down your notes when speaking with a client.

Click here to add Print out your
a new form form here

Click here to

make a
Select your p— Sorclic st o Adult Model Rlease ) — duplicate of
form from the e Releases & Forms JE— an existing
list. To delete a— 3 i sl s B e et form
: fotoQuote® % Minor Model Release ('Fmogmpmr) mm-r heirs, legal npnammvas e ond “assigns, those for whom Photograph L
form click on % Photographer's Portfoio Release m‘”% mu"n'«";l"mmnu'é'mmwm‘“ﬂmm oy o ’""""’",."‘f;’::.: i par,
the X peg % Property Release pos G eacyan o et

el el ek e (I

 Simplified Adult Release Speciically ncluding but not i mited to print modia
promotion, ar, editorial, advertising, trade, or any Al
istorton of he mages,
o bnh'x size, shape, perspective, context, lel'ﬂmtmd or | hﬂamunﬂ Ia\m ‘consent to the use marvy
published matter in conjunction with such images

ony ight that | may pprove the f products and the
the use y may

be applied.
areyroeses, decharye. ac ame okl hdriees ckopraher, st hes, el o
assigns,
e b Ay any i Ay by v o hy s, ctorion: horatioe,oviial illusion, or
ot rbe

Forms and Releases

Setup

images s pri . as wall as any ‘tham, including
o onaon sy ibal or vioation of any privacy.

| hereby warrant that | am of full age and have tha right to coniract in my own name. | have read the
sbove authorization, release, and agreement,prior o s executon, and | am lly famiar wih iha
and my heirs, legal representatives,

and assigns.

Print Order and Production Forms
Print Name

Sign Name
Print Assignment Order Form

Address
Print Stock Order Form
Withess
Print Stock Production Form

Print Video Assignment Form

fotoBiz® Releases & Forms Letternead @ Blank ( Graphic  Text Only

To print a Choose how you
form select it want your
from this list letterhead to look
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Invoice Tracking and Reports

Invoice Tracking: To access your list of invoices select Invoices from the Lists and Tracking
menu option. Each column has a descending and ascending sort order. To conduct a search for a
specific set of invoices select Find Invoice from the lower right corner or select Find Invoice from
the Invoices drop-down menu.

Click next to each column header to
sort the list ascending or descending

800 fotoBiz X o
Select an
Select Action: aCf/OI’) to
Contacts Invoices Print Detail by Month 2 prin t various
Lists and Tracking types Of
Type Company Job Title ¥ First Last Total
Contacts rep orts
o 2/27/2013  Stock Invoice Art Unlimited UW kelp forest Direct to Video DVD Jacqueline  Johnson 775.00
Assnments 60052012 Stock Invoice Stars and Stripes State Fair Event Program Robert  Thomas 1,022.00
— 2/16/2013 Assignment Invoice  Grey Advertising Spring Ad Brochure Terry Divine 4.217.40
Sk Ghoeea 411712012 Assignment Invoice  Rowing Magazine Shoot Boats for Fun Jim Burger
Submissions 200112013 Assignment Invoice  Women's Journal Pro Bono Invoice Pauine  Barron
Prospects 2/07/2013 Assignment Invoice  New Times Political Protest Sally ‘White
License Tracking 511012012 Stock Invoice Rowing Magazine New Mexico Stock Request Jim Burger
FeeoeiTsoking 112012013 Stock Invoice Northeast Life May Issue (sunsets) Patica  Waren
e 310172013 Stock Invoice Klummp & Company German Vogue - Summer Fashions ~ Susan Klumpp
21772013 Assignment Invoice  The Hawall Hiltonian Customer Testimonial Shots Lucy Brown
fotoQuote® 1/15/2013  Stock Invoice Northeast Life Credit Memo Patricia Warren
6/07/2012 Assignment Invoice  Woman's Way Magazine Credit Memo Lillian Valley
Becs 21192013 Stock Invoice The Hawail Hiltonian Cloud Images for Advertising Poster  Lucy Brown
Magazines 4/02/2012 Assignment Invoice  World Magazine Changing skylines Mary Feldman
2/22/2013 Assignment Invoice  New Times Publishing Author Portrait Paul Hertz
Gear 610312012 Stock Invoice Flagstaff Convention Center  Annual Report 2012 Rebecca  Lopez
2/05/2013 Assignment Invoice  Art Unlimited ‘Annual Charity Event SPCA Robert Brown
Forms and Releases
Setup
Select Show
Show Invoices Dated: | Custom Date Range | Start| 10172012 [E] End| 33172013 | voice Recelvables | Statements - All to reset
H Shwing I from Custom Date Range of 21 Total
foloBIZ® ing Invoices from Custom Date Range of otal the fOUnd
set
100 = & Browse /)
e
| |
Filter your invoices View your receivables
by various date or print statements
ranges from here

Invoice Reporting: You're able to print several different types of sales reports. These include
sales summary by category or company, detail and summary options by month, line item details
and summaries as well as sales tax reports. The action you select from the upper right corner will
print the current found set displayed on the screen. You’ll then have the option to print all invoices
in that found set or only those that are open or closed.

Invoice Browsing: When you select an invoice from the displayed list you can quickly browse
through those invoices by selecting View from the menu bar or by using the Command and arrow
keys to indicate the first, last, next or previous invoice.

Hint: You can also export your invoice data for QuickBooks as one of the report action options.
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Invoice Tracking and Reports - Continued

Exporting Invoice Data to QuickBooks: Exporting to QuickBooks is one of the report actions
you can select from the Invoices Lists and Tracking screen. The first time you export data for
QuickBooks, you'll be asked to set your QuickBooks account fields. The QuickBooks account
field names must match the account names you have set up in QuickBooks. Once that is
complete a file in .iif format for QuickBooks will be placed on your desktop. Use this file to import
your data for this group of invoices into QuickBooks. Refer to your QuickBooks help manual for
instructions on importing .iif files. We strongly recommend you test this on a backup copy of your

QuickBooks company file first.

Set your QuickBooks account fields. The field names must match
the accounts you have set in your QuickBooks file.

Fees
Usage Fees
Expenses
Account

Tax Account

Fees

Usage Fee

Expenses

fotoBiz Receivables

Sales Tax Payable

Tax Agency Board of Equalization
Customer Type Business
- )
C Cancel ) ( OK )
NOLO

A QuickBooks import file named
fotoBiz_Quickbooks_20130303_163015.iif
was created on your desktop.

These fields
must be the
same as
your
QuickBooks
accounts

After you select
OK from the
above screen
the file will be
saved to your
desktop
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Invoice Tracking and Reports - Continued

Receivables: To view your receivables select the Receivables button from the Lists and Tracking
> Invoices screen. This will show a list of all open invoices with the invoice date, invoice total,
payments made and the balance due. Click on one of the invoices in receivables to go directly to

that invoice.

Click next to each column header to
sort the list ascending or descending

| = |

800 foinBiz
Select an
v action to print
. . Se .
Invoices - Receivables rint Reconvables Report _ 4 receivables
6 and Tracking Total Payments Balance  Company Job Title ¥ First Last Or aglng
report

212712013 775.00 775.00 Art Unlimited UW kelp forest Direct to Video DVD  Jacqueline  Johnson
2/16/2013 421740  -1,000.00 3,217.40 Grey Advertising Spring Ad Brochure Terry Divine
2/07/2013 250.00 250.00 New Times Political Protest Sally White
1/2012013 271.25 271.25 Northeast Life May Issue (sunsets) Patricia Warren
3/01/2013 - 609.19 609.19 Kiummp & Company German Vogue - Summer Fashions Susan Klumpp
21712013 3,276.00 3,276.00 The Hawalil Hiitonian Customer Testimonial Shots Lucy Brown
1/15/2013 -500.00 -500.00 Northeast Life Credit Memo Patricia Warren
2/19/2013 519.00 519.00 The Hawalii Hiltonian Cloud Images for Advertising Poster  Lucy

212212013 1,500.00 1,500.00 New Times Publishing Author Portrait Paul

Recelvables

0-30 31-60 91-120 Over 120 Total Due Receivables Statements

10,146.59 -228.75 0.00 0.00 9,917.84

Your receivables aging
is displayed here
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Invoice Tracking and Reports - Continued

Statements: To view and print your statements select the Statements button from the Lists and

Tracking > Invoices screen. This displays every customer who owes you money along with the

total amount they owe you. When you print a statement for a client, the last date printed will
automatically be updated.

Click next to each column header to

sort the list ascending or descending

Contacts

Select the
printer icon
to print a
statement

Lists and Tracking

Contacts

Statements

fotoBiz®

100 = & = Browse

ignments

Invoices - Statements

Balance

$250.00
-$228.75
EUR €462.00
$775.00
$1,500.00
$3,217.40
$3,796.00

6/16/2012
2/28/2013

0-30 31-60 91-120
10,146.59 -228.75 0.00

New Times

Northeast Life
Kiummp & Company
Art Unlimited

New Times Publishing
Grey Advertising

The Hawaii Hiltonian

Over 120 Total Due
0.00 9,917.84

First

sally
Patricia
Susan
Jacqueline
Paul

Terry
Lucy

Invoices Receivables Statements

Clients that you bill in a currency other than your home currency will be sent a statement
reflecting their currency.
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fotoQuote

How to use fotoQuote for Usage Pricing: There are two ways to access the fotoQuote pricing
and negotiating information built into fotoBiz. The first is from the menu listing displayed on the

left. Accessing fotoQuote from here is for reference only. Here you’re able to conduct pricing

research without needing to generate an invoice, stock quote or assignment estimate first. For
detailed information on how to use fotoQuote to add line items to your Stock Quotes, Assignment
Estimates or Invoice, see those individual sections within this manual.

Click the down arrow
to select a category

JDtoRiEpe

Contacts
Lists and Tracking

fotoQuote®

Stock
Assignments

Quote Packs

Once a Options
category is
chosen,
select the —
individual
usage from
this panel Setp

Prospects
Magazines

Gear

Forms and Releases

fotoBiz®

100 = & = Browse
T

Brochure

ADVERTISING PRINT
Ad Slicks

Advertorial. Print Magazine
Advertorial. Print.Newspaper

Art Reference Advertising

Art Rendering Advertising
Bilboard

Brochure

Buckslips

Building Wraps & Ad Banners
Calendars.Promotional. 12 Sheet

Calendars.Promotional.Date Book

Reference Value Added Geographic Factors

Use this screen to research p

UsageTips | Coach | Rights Coach

Brochure

Abrochure is a printed marketing pamphlet or leaflet
used for promotional or advertising purposes.

Brochure usages are still the most common print
usage sold in the stock photography industry. It's
important that you become very familiar with your
brochure price lst.

This is a category that is seeing downward pressure
on prices due to royalty free and other low cost digital
sources of pictures. To try to compete, many picture
sellers are being more flexible on prices for common
generic images such as travel, clouds and sunsets.

To compensate for this loss of income, it's important
'you charge even more for your unique and one of a
kind images. Try to remain firm on your prices for

ites when you don't need to email or print a quote.

Geographic: US Only $375

Press Run

» 1k
1k to 25k
25k to 5k
5k to 10k
10k to 25k
25K to 50k
50k to 100k
100k to 250k
250k to 500k
500k to 1mil
1103 mil
3105 mil

usD

Range: $281|— $375 —]| $562

Image Size
) 1/4 Page

112 Page

3/4 Page

Full Page

Double Page

Front Cover

Spot Cover

Back Cover

‘Wrap Cover

To create a quote that you canfemail or print click Contacts on the Menu Bar at left and add or choose your client. Select Create New Document at the bottom of the Menu Bar and

choose Stock Quote to go to a hew Stock

You can also use fotoQuote to pasily add usages to
worksheets.

Estimates and

Quote Worksheet. Select fotoQuote on that worksheet to directly add items to the Quote.
or Stock Invoices. Just select fotoQuote from the Menu Bar on the appropriate

The middle
range price
— is
displayed
here

Usage Tips and Coach Tabs: In the center of the stock pricing screen are three tabs: Usage

You can adjust the pricing
based on value added or

geographic factors

Tips, Coach and Rights Coach. The Usage Tips will provide you with additional information about
the use you've selected along with additional negotiating tips. The Coach tips include valuable
information on pricing and negotiation for a variety of topics like revisions, discounts and multi-
website use. The Rights Coach deals with specific rights requests such as exclusivity, buyouts
and textbook use.
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Select Stock

fotoQuote - Continued

Using fotoQuote for Assignment Fee Research: The Assignment Coach is rich with
information about business practices, assignment pricing, creative fees, pricing strategies, and

negotiation tips from nationally successful photographers. Here you'll find help and tips for pricing
many types of assignments.

Select the coach
topic here to see the
details to the right

Contacts

Lists and Tracking

fotoQuote®

foreturnto -
the usage e
fees Quote Packs

Prospects

Magazines

Gear

Forms and Releases

Setup

1(10]:17

100 = g = Browse
R

Assignment Coach

Select an Assignment Topic Below
Assignments.Corporate Jobs
Assignments.Corporate.Annual Reports
Assignments.Corporate.Executive Portraits
Assignments.Events
Assignments.Hotels
Assignments.National Advertising
Assignments.Weddings
Business.Copyright
Business.Copyright
Business.Estimates vs Bids
Business Licensing Is Not Selling
Business.Pricing Overview
Business.Production Insurance
Business.Shooting Sports
Business.Steps to An Assignment
Business.Steps to Licensing Fees
Business.Terms

Business.Working With Assistants

Assignments.Corporate.Annual Reports

Corporate Annual Reports
Rates

Between $1,500 - $2,200 per day.

The photographers we talked to charge these rates even if they get less for general corporate work. The
large variation here isn't in the creative fee, but in the different rights that photographers are granting.
Some photographers are shooting for the corporation and basically turning over everything. Not all
photographers are doing that however. See the “Licensing is not Selling” topic in the Assignment Coach.
‘Some Examples:

New York photographer charged $2,000 per day for annual reports for a two year usage. Al publicity,
press Kit, brochures and web use.

(A current trend in some corporate situations is to grant usage rights similar to those given in fotoQuote's
stock photography Quote Packs. These bundle a group of rights for a specific time. See the Quote Pack
listing In the fotoQuote stock price calculator for examples.)

A Northen California Photographer charged a $5,000 shooting fee for 10 shots in 3 days.

A Minneapolis photographer charged $1,800 per day, regional, and $2,200 plus usage for multi-national
companies. His corporate package lets them use the images in the report in any way they want, but it
doesn'tinclude trade or consumer advertising.

A Washington State photographer charged $2,000 per day.

Several regional photographers charge $1,500 - $1,800 per day.

View Big Coach Window

Click here to
— expand the
coach topic

Information and prices in the Assignment Coach are based on interviews with assignment

photographers throughout the US. The way many assignment photographers use fotoQuote is to
reference the coach material for assignment fees and then use the stock side to determine their
usage. Apply the information here to help you determine what to charge for your time as well as
other things like digital fees.
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Click to sort
by usage

type

fotoQuote - Continued

Quote Packs: You can access the Quote Pack pricing from two places in fotoQuote, from the
menu options in the fotoQuote section of the program, or from the Stock pricing section as one of
the category selections. The chart below helps you see exactly what usages are included in each
Quote Pack.

Click on one of the column
headings to sort the data
by quote pack type

To view pricing
and add to
quote click here

Quote Pack Definitions

acks

Quote

Contacts
The new Quote Packs in fotoQuote give you the ability to =

bundle different types of license usages together when
licensing a rights-managed image for advertising or
promotional use.

View Pricing for:

Lists and Tracking
All Advertising Pack

All Advertising &
In-Store Display
Print Advertising
Print Advertising
Material Print &

Marketing
Al Marketing

Material
Promotional

o
]
g
£
2
2 )
fotoQuote® = = 8
3 et = When you select a Quote Pack option, the description is
Quote Pack Usages v displayed in the Usage Tip tab at the center of the
screen. This description is the licensing detail that will be
Assignments Prints Ads for a Directory . . . added to, and printed on your Quote. You cannot edit the
description in the Usage Tip tab, but you can edit the text
Quote Packs Event Program . . . in the Add to Current Quote screen. The other place you Ge[’]e[‘a/
can edit the Quote Pack’s description is in the Quote to .
Options Free Standing Insert . . Print screen, right before you print the Quote. overview and
Prospects Magazine and Newspaper Ads i i T
P g pape fon‘??ﬁi'f;?f type'ov C:‘uolitpatck isa great;)pllon for definitions
. you for all rights to an image. You can
D Web Ads (local, national, etc) often convince the client that what they really need is this fi h
Web Ad popuplunder more affordable option that lets them have an unlimited or eac.
use of the image, in multiple specific media types, for a
Gear limited period of time. You must specify all these Ouofe Pa Ck

Forms and Releases

Setup

fotoBiz®

100 = & Browse
—

Billboard

Transit Ad or Outdoor Poster
Mobile Device

Corp/Promo Site

In-Store Display or Poster

Table Tent or Counter Card

Trade Show Panel or Presentation
Brochure or Direct Mail

Electronic Brochure

Single Sheet or Postcard

variables, including the industry and territory restrictions,
in the Add to Current Quote screen.

These Quote Packs give your client greater flexibility in
how they wish to use the image(s) they license from you
They are afforded the freedom and convenience of using
the image in a variety of ways as described in the Quote
Pack, without having to come back to you to renegotiate
for every use and at the same time you protect your
copyright and control of your images.

We have selected a few of the more common groupings
of usages for the Quote Packs. If you need to add more
usages to a Quote Pack, price out that usage in
fotoQuote, decide on a discounted price, adjust the
Quote Pack price, and be sure to add the additional

usages to your Quote Pack description when you create -

Quote Packs give you the ability to bundle different types of license usages together when
licensing a rights-managed image for advertising or promotional use. Pricing with this type of
Quote Pack is a great option for clients who ask you for all rights to an image. You can often
convince the client that what they really need is this more affordable option that lets them have an
unlimited use of the image, in multiple specific media types, for a limited period of time.

These Quote Packs give your client greater flexibility in how they wish to use the image(s) they
license from you. They’re afforded the freedom and convenience of using the image in a variety
of ways as described in the Quote Pack, without having to come back to you to renegotiate for
every use. At the same time you protect your copyright and maintain control of your images.
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fotoQuote - Continued

fotoQuote Options: From here you'll determine your global settings for fotoQuote. You can also
adjust the pricing on an individual usage. FotoQuote displays an average price for each usage,
and a price range is also calculated for the usage. Normally the price range is from 75% to 150%
of the average price. You can change the percentages that will be used in this range. These
percentages are used for ALL categories, not just the current category.

Download the Modify the number
latest currency for the base price in
exchange rates a category
800 fotoBiz X o
conacts Currency Conversion Category Setup: Brochure
. Click a currency name below to convert the US Dollar amouhts in fotoQuote to The base price for Brochure ( Image Size: 1/4 Page * Press Run: 1k ) is US $375.
Select a Lists and Tracking that currency. Exchange rates change dally, check and updfte the rates often.
ChBDQG
curren Cy f rom fotoQuote® Active Currency Code Symbol USD Efchange Rate
the list to — Au:ranla ::n:m :l;D Rs 0.980076
convert FQ preT— BUZ:M L:V BG; n: Keywords for this Category: Brochure A d d
/ Quote Packs Canada Dollar CAD $ fiyer pamphlet leaflet k eyWor d s t 0
prices to that o‘m s oy |y Keywords are used o help fnd y e it

currency Craire o e e Mmaxe i

Prospects CzechRepublicKoruna  CZK K& easier tO f il nd

Denmark Krone DKK kr H
rm X EuroMember Counvies EUR € this usage
Hong Kong Dollar  HKD $
Gear
DO a qu/ck Forms and Releases

conversion by
selecting from
one of these

preset
currencies

Setup

100 = &b = Browse
——

cans|
cePe| Eure|

==

Overall Price Adjustments

The calculated Price Range of all usages will be between

75% and 150% of the displayed price.

Changing this value willincrease or decrease all of the fotoQuote prices by a fixed percent

Displayed prices are 100% of the base price.

Adjust all of fotoQuote’s base
pricing by a fixed percentage

Adjust the %
for the price
range

Displayed prices are 100% of the suggested fotoQuote prices. You can raise or lower ALL of the
prices in fotoQuote by changing this number. Enter 1.1 (for 110%) to display all prices 10% higher
than the fotoQuote suggested prices. Enter .9 (for 90%) to view all prices 10% lower than
suggested. This does not change the actual prices in fotoQuote, it just adjusts the display of the
suggested price. If you want to permanently change the base price in a selected category, enter
the new price by selecting the Change button. Before you do this make a note of the original
fotoQuote price just in case you want to change it back later. There’s no undo button.

Hint: Select the Show field to display only your list of active currencies.
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