damantra,.

User Manual

The complete guide to running your shop —
from first quote to cash in the bank.

For print, DTF, embroidery, signage & custom-merch teams



Welcome to damantra

damantra is the operations hub for your shop. It keeps every job — and every conversation
about that job — in one place, from the moment a customer asks for a quote to the moment the
finished work ships out the door. This manual walks you through that whole journey in the
order you'll actually live it.

You don’t need to read it cover to cover. Each section is a self-contained task. Skim the contents,
find what you're doing right now, and follow the numbered steps. Every step describes exactly
what to click and what happens when you do.

HOW TO READ THE GATES

Some steps depend on your role or your plan. Wherever that matters, a small marker
appears:

% Any signed-in team member can do this.

@ Owner or admin only.
@ Available to members who hold a job role — Manager, Accounts, or Production.
== Depends on your subscription plan.

€ Your customer does this from their portal — no account needed.

Contents

1. Getsetup
2. Add vour first customer

3. Quote to win the job

4. First order & artwork sign-off
5. Get paid

6. Run production

7. Fulfil & invoice

8. Customer communication

9. Money: invoices & reminders

10. See how the shop is doing

Putting it all together
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1. Get set up

Goal: go from a brand-new account to a live workspace ready to take real work.

CREATE YOUR ACCOUNT

1. From the damantra landing page, choose Start free trial. This opens the sign-up screen.

damantra

Create your workspace

Sign up

Sign up with Google

1. Start your free trial — sign up with email, magic link, or Google
® Compiling

Sign-up screen

email /password, magic link, or Google
S S

2. Sign up whichever way suits you — email and password, a magic link sent to your inbox,
or your Google account.
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damantra

Check your email

poudel1214+demo-o

Open email app

C Ralld email

& Backtosignin

2. Verify your email — click the link we just sent you

Email verification screen

3. If asked to confirm your email, check your inbox. A Resend verification link is on the sign-in
screen if it doesn’t arrive.

GOOD TO KNOW

Your trial is a full-access, 14-day run with no card required — switched on automatically
the moment you sign up.

BUILD YOUR WORKSPACE

1. Complete the short profile step — your name and a username.

2. Give your workspace a name (your business). Save, and you land on your Dashboard.
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damantra.

STEP 1 OF |

Set up your workspace

A few details about you and your business, then you're ready to send

your first quote. Everythin

Yo

Username *

demo_|

Full name (optional)

Demo Owner

Business name *
Demo Print Co

This appears on the quotes and invaices y

v Add VAT details — optionai
@ Chusge VAT on invoices

VAT number (optional) VAT rate (%) (optional)

GB123456789 20

3. Complete onboarding — one form: username, business name, optional VAT

Workspace creation — name your organisation

3. The dashboard’s Getting started card shows three activation steps: add a customer, create
a quote, create an order.

Vot e Conl =03 Tl 1 ey Chiogme W pler. o Ko ol e Cliowst'a e
&  Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Fnishsetup | X
damantra. ERIDAY. 12 JUNE 2026
Today 7days 30 days year Q Search orders. a + New quote -

Good evening, Demo.

Demo Print Co ~ OWNER

Dema Print Co
D

© You'rc on top of everyl

| % Dashboard

WORKFLOW

e eTED
2, Customers 03 0%

Welcome, Demo. Three quick steps to go live.

Finish these to unlock the full dashboard. Each step links straight to the form — your progress saves automatically as you go.

B Quotes
@ Orders

B3 Production ».  Add your first customer B Create your first quote 9 Create your first order

o need a ¢ before you can quote or invoice anyonc sal. Accepted quotes roll forward into Cay sid job and drives the production workflow

B Invoices

@ Shipments

INSIGHTS
14 Reports

You're all caught up
@

ders at risk. Everythi

LIBRARY

M Catalog
SUPPORT % Production pipeline
[ Feedback

® Awaiting Atwork ® Frod

jorkspace is live — the dashboard's Getting started card .

L Notifications

0 \ 0 0

Dashboard — Getting started card
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CONFIGURE YOUR BUSINESS DETAILS

Open Settings — Organization (_! owner /admin)

- Business basics — name, address, phone, website, VAT number.

- VAT — switch on and set your rate. It flows into every quote and invoice automatically.

- Branding = — logo and brand colour for documents and emails. (Lpgrade card shown if

not included in your plan.)

- Stripe — connect for card payments. Toggle on/off or disconnect at any time.

Back to app

Organization
i C Manage your workspace details and billing configuration
ACCOUNT
Gh Demo Print Co » Own. 1 0 Jun 2026
2 Profile \cixe urders
WORKSPACE
5 Business Detail .

&) Organization it 7 Edit

Contact info, address, and registration details
2, Team

CONTACT EMATL CONTACT PHONE
& Billing -

WEBSITE COMPANY REG. NUMBER

S

£ Notifications

VAT NUMBER

BUSINESS ADDRESS

Custom branding

Your accent colour and sender name on the customer portal. emails and tracking pages

Brand eolour

Leave empty to use the default damantra copper.

Email sender name

5. Settings > Organization — business details, VAT, branding, Stripe

Customer emails arrive from Demo Print Co via damantra. Sending stays on damantra's infrastructure

ettings — Organization — business details, VAT, branding, Stripe

INVITE YOUR TEAM

Open Settings > Team (_@ owrer /admin)

1.
2.

Invite colleagues by email; set their role — owner, admin, or member.

Assign an operational job role — Manager, Accounts, or Production — to unlock role-
specific actions like sending quotes, confirming payments, or advancing jobs.

Optionally enable permission policies = to restrict financial actions or stage changes to
specific roles.
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— Back o app

Team

s access to Demo Print C
B Demo Print Co Manage who has access to Demo Print Co.

ACCOUNT
Members

2 Profile 1 of | seats used

SEORKCRER EX Demo Owner (you) = O
DO No job role

Joined 12 Jun 2026
@ Organization
&, Team

Member limit reached
& Billing

Your plan includes 1 seats (members + pending invites). Upgrade to add more. Upgrade plar

4 Notifications

Advanced permissions

Restrict what members can do based on their operational role. Owners and admins are never restricted

[ ] Restriet financials to finance staff

Invoice the invoice export become visible only to owners, admins, and members with the

Accoun ger role

[7] Restrict production stage changes
Moving orders between workflow stages is limited to owners, admins, and members with the Production or

Manager role.

Save permissions

Demo Owner 6. Settings - Team — job roles and permission policies (seats are plan-capped; invites
poudel1214+demo-ownerdg need an upgrade)

Sign out

Settings — Team — job roles and permission policies

ON JOB ROLES

“Job role” assigns a person to a set of responsibilities, not to a specific order. There is no
per-order “assign to teammate” step — the board is shared and anyone with the right role
can advance any job.

[Z] VIDEO Sign-up — workspace — org settings — invite a teammate. End on a clean, set-up dashboard.
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2. Add your first customer

Goal: create a contact you can quote, order, and invoice against.

1. Go to Customers = New ( [y any member).

Your free trial ends in 14 days. Choose & plan 0 keep full acecss. Choose a plan —

& Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetp | X

dﬂ]’l‘l-’l{l'{'ﬂ o «— Customers
New customer
Add a contact you can quote, invoice, and run production erders against.
88 Dashboard 1 Customer Details Customer Portal Benefits
Once added, this customer
WORKFLOW Customer Name * Contact Name

ink — no

ount requis

| 2 Customers

Prime Print Co or § <.g.John § @ Reccive and review quotes
B Quotes
e Email Phone ~ Approve artwork
[ief (B billing@company.com +44 7700 000000 - Track production progress
£ Production ~ View and download invoices

~ Advanced Options
Bl b ~ Track shipments
@ Shipments

2 Order Defaults

NsiGHTS

New Orders Start At
1 Reports

Awaiting Artwork (default — top of workflow) -

LIPBEAEY Determines where future o jour work{low
M@ Catalog
T 3 Billing Address
[ Feedback

Company name Contact name
L0 Notifications s "

et Optional 1. Customers - New d a contact you can quote, order and invoice .

Address line |

Collanse B

New customer form

2. Enter their details — business name, contact person, email, phone, notes.
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Your free trial ends in 14 days. C plan 10 keep full access.  Chonse a plan —»
Finish setting up Demao Print Co — add your logo, business details, and VAT so quotes and invoices look Fnishsewp | X
damanira.  Customers
S New customer
Add a contact you can quote, invoice, and run production orders aga
88 Dashboard P Contomer Dok Customer Portal Benefits
Once added, this customer gets a secure
WORKFLOW Customer Name * Contact Name T e
| Customers Northgate Sports Club Sam Rivers aganve ool Teview pares
B Receive and review

B Quotes Ermail Phone ~  Approve artwork

[ e poudel 121 4+demo-customer@gmail com +44 7700 900145 « Track production progress

[ Production « View and download invoices

~ Advanced Options
@ Invaices « Track shipments
Notes
o Shipments
Repeat club-kit customer — navyfwhite, embroidered left chest.
INSIGHTS .
L Reporis
nat visible to your customer.
LIBRARY
Catalog 2 Order Defaults
RO New Orders Start At
[ Feedback T ;
Awaiting Artwork (default — top of workflow) v
o Notifications ctermines where future o i
bl Detenxincs ehees fuins 2. Enter the customer's name, contact, email and phone .
Collanse B P L

Filling in customer details

3. Set the default entry stage — where their orders begin. A new customer starts at the top; a
trusted repeat customer can skip straight past artwork review.

Your free trial cnds in 14 days. Choase a plan to kecp full sccess. Choase a plan —
£ Finish sefting up Demo Print Co — add your logo, business details, and VAT sa quotes and invoices look right Finshsewp | X
dmﬂaﬂ‘ra- « Customers
New customer
o
Add a contact you can quote. invoice. and run production orders against
s ibosn] P Customes Decally Customer Portal Benefits
Once added, this customer asecure
WORKFLOW Customer Name * Contact Name pottal link — no account required.
Customers - . :
| Northgate Sports Club Sam Rivers S
B Quotes
B Quo Email Phone ~ Approve artwork
(i 2] poudel1214+demo-customer@gmail com +44 7700 900145 ~ Track production progress
£ Production ~ View and download invoices

~ Advanced Options

B Invoices Track shipments
Notes
C Shipments
Repeat club-kit customer — navyfwhite, embroidered left chest.
INSIGHTS

14 Reports

Internal notes

ot visible to your customer.
LIBRARY

M Catalog 2 Order Defaults

SUPPORT

New Orders Start At

[J Feedback

Awaiting Artwork (default — top of workflow)

L Notifications Determincs where future orders cni

3. Set the default entry stage — where this customer's orders start

Collanse B B G

Choosing the default entry stage
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4. Save. You land on the customer record — full history, recent activity, and their personal

portal link.

Your free trial ends in 14 days. Choose a plan to keep full access.  Chaase a plan —+

) Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right

damanira.

Dema Frini Co &
D NS

88 Dashboard

TOTAL ORDERS

WORKFLOW 0

| 2 Customers L)

B Quotes

@ Orders ORDERS
{9 Production

[# Invaices

(b Shipments

INSIGHTS

L Reports

LIBRARY

O Catalog INvoICES
SUPPORT

D Feedback

£ Notifications

Collanse B

Customer record after saving

SHORTCUT

Northgate Sports Club

poudel 12 14+demo-customer@gmail.com  © +44 T700 900145

OUTSTANDING OTAL INVOICED

New order
No orders yet
Once you create an order for this customer it will appear here.
New order
New

No invoices yet

4. Save — land on the customer record with portal token and history

New invoice

Finish sewp | X

OPEN QUOTES

DETAILS & Edit

CUSTOMER

Northgate Sports Club

CONTACT

Sam Rivers

EMAIL
poudel 1214+demo-customer@gmail. com

PHONE
+44 7700 900145

NOTES

Repeat club-kit customer — navy/white,

embroidered left chest.

DEFAULT ORDER ENTRY STAGE
Awaiting Artwork (default)

You can quick-create a customer inline while building a quote or order — no need to come

here first.

{2 VIDEO Show the default-entry-stage choice — it’s the repeat-customer shortcut that saves clicks later.

10
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3. Quote to win the job

Goal: send a priced proposal and have the customer accept it.

1. Go to Quotes = New and pick the customer. ( (g any member)

Your free trial ends in 14 days. Choose & plan 0 keep full acecss. Choose a plan —

£ Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finishsetwp |~ X
damantra. s
S New quote
3
Send a customer a priced proposal. When they accept. the lines roll forward into an invoice and an order without re-typing.
Requircd: customer. Add linc items on the next screen
08 Dashboard Ciistoities
Northgate Sports Club. v

WORKFLOW

2, Customers
Gt v Hide details

[fefoxe Expiry date foptional)
fo] (O 15/07/2026 &
£ Production AP e iy et T e i s me e
Bl Invoices Nates foptional)
@ Shipments Club kit — navy/white, embroidered left chest. Net 14 days
NsiGHTS
1 Reports
Create quote
LIBRARY
@ Catalog
surPORT

[0 Feedback

s hikct o 1. Quotes - New — pick the customer, set an expiry .

Collanse B

New quote — pick the customer, set an expiry

2. Add line items — type them, or use the catalog picker to drop in reusable products. Totals
update live; VAT applied automatically if enabled.

11
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Your free trial ends in 14 days. Choose a plan 10 keep full access.  Choose a plan —

) Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look ri Finishsetwp | X

damantra.

- Quates

Do Priot o QT-0002 e

Created 12/06/2026

95 Dashboard ® Drait Once you're happy with the details, send it to your customer for review.

WORKFLOW

5 DETAILS
2, Customers

Customer
| £ Quotes
Northgate Sports Club. v
@ Orders

1 Production » Mor detals

B Invoices

LINE ITEMS Add
Byl Description Quy Unit price Amaunt

INSIGHTS

i Reports Premium embroidered polo — left-chest logo. ¢ 25 £ 18 £450.00 Save
LIBRARY Delete

M Ca

Add line item
SUPPORT

[0 Feedback

From ca

Pick a product.
£ Notifications

Description 2. Add line items — drop in a catalog product, or type one .

Setup & digitising (one-off)

Collapse B

Adding line items from the catalog

3. Set shipping, discount, and an expiry date for auto follow-up.

LINE ITEMS +Add
damantra.
Description Qy Unit price Amount
Demo Print Co
Premium embroidercd polo — left-chest logo. « 25 £ 18 £450.00 Save
Delete
93 Dashboard
WORKFLOW Setup & digitising (one-off) 1 £ 25 £25.00 Save
2. Customers
Delete
| & Quotes
LAy Add line ftem
{4 Production
@ Invoices From caf Pick a product. -
o Shipments Description oy
Description 1 £ 0 Add

INSIGHTS

1 Reports

Subtotal £47500

LEHRAKY Discount +Add

@ Cal Shipping +Add
VAT (20%) £95.00

SUPPORT

D Feedback ('“.“m i)

O Notifications Sendquote  poudel 1214+demo-custo ail com

Collapse B SHIPPING
S8 Demo Domer i 3. Totals calculate live — subtotal, VAT and grand total .
i dema_print

Quote totals with shipping and VAT

4. Choose Send quote @ — emails the customer a portal link, or gives you a link to copy.

12
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Demo Print Co

98 Dashboard
WORKFLOW
2, Customers
| @ Quotes
& Orders
(2 Production
@ lavoices
v Shipments

INSIGHTS

1 Reports

LIBRARY

@ Catalog
SUPFORT

(D Feedback

4 Notifications

Collapse

D Demo Owner

Quote ready to send

VERTICAL SPECS

SHIPPING

SHIPPING

No address on file

LINE ITEMS

Description Qty

Premium embroidercd polo — left-chest logo. ¢ 25

Delete

Setup & digitising tone-off) 1

Delete

+ Add line item

Subtotal
Discount
Shipping

VAT (20%)

G ranslal

EMAIL

Unit price

User Manual

Amount
£450.00 Save
£25.00 Save

£475.00
+Add
+Add

£95.00

£570.00

EENINIEET RN IMERNEN 4. Send quote — emails the customer their portal link .

Last sent 6/12/2026, 9:00:38 PM

Thread colours, stitch counts, materials, size runs — enter these in line-item descriptions
and order notes. There is no separate structured spec field.

WHAT THE CUSTOMER SEES

€ The customer opens their magic-link portal — no account, no password. They Accept,
request changes, or decline.

13
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£570.00

iting your response

£450.00

Customer portal — quote acceptance

On acceptance the quote converts to an order automatically — customer, line items, and totals
carry across.

VIDEO Build a quote from the catalog — send — accept in the portal on a phone.

14
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4. First order & artwork sign-off

Goal: capture the job and get the artwork formally approved.

1. Open an order (converted from a quote, or via Orders = New). ( iy )

Your free trial ends in 14 days. Choose & plan 0 keep full acecss. Choose a plan —

& Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetp | X

damantra. Orders / ORD-0001

e ORD-0001 = ssosroon

Premium embroidered polo — lefi-chest logo, customer calours.

9, Nonhgate Sports Club © QT0002 | DUE DATE | [ + Set due date @ Files [ Messages
85 Dashboard
B tvoice
WORKFLOW
2, Customers
® NEXT ACTION
B Quotes Waiting on customer artwork

| @ Orders The customer hasn't uploaded artwork yet. You ean upload a proof yourself. or send them a nudge

f Production

Go to antwork & files Message customer

[ Invoices
G Shipments
INSIGHTS PRODUCTION STAGE
L Reports
LIBRARY Anifing

Artwork
0 Catalog
SUPPORT ® Awaiting Artwork

Waiting for the customer to upload source artwork - in this stage since 12 Jun 2026

[J Feedback

£ Notifications 1. Open the order — details, files, conversation, stage stepper .

@ ARTWORK & FILES PAYMENT

Collanse

Order workspace — details, files, thread, stage stepper

2. The order workspace holds everything: details, files, the conversation thread, and the stage
stepper.

3. Drag in the artwork. For revisions, upload a new version rather than replacing — full
history is kept.

15



damantra User Manual

Your free trial ends in 14 days. ¢

hoase a plan —+

) Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetup | X

damanira. Orders / ORD-0001

ORD-0001 - v

Premium embroidered polo — left-chest logo, customer calours.

gatc Sports Club 2 QT-0002 Dl ATE | [ + Set due date @ Files D

88 Dashboard

WORKFLOW

2. Customers

B Quotes & Artwork is ready for review

NEXT ACTION

| @ Orders A proof is out with the customer. Approve it to move ahead. or request changes
{9 Production
& Approve artwork Reguest changes
[# Invoices
o Shipments
INSIGHTS PRODUCTION STAGE

Design
Review

® Design Review

< Back to Awaiting Artwork

Intemal review of artwork nding proof - in 2 Jun 2026

£ Notifications

2. Upload artworl kept as versioned proofs, never ove

Collanse

Uploading artwork

4. Choose Send as proof — marks the active proof, moves the order to Design Review, and
emails the customer.

Your frec trial ends in 14 days. Choose & plan 1o keep full access. Choose a plan —

& Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetp | X

damantra. Orders / ORD-0001

e ORD-0001 = oesereve

o : -
Premium embroidered polo — lefi-chest logo, customer calours.

S, Northgate Sports Club S QT:0002 | DUE DATE | £ + Set due date @ Files D Messages

g3 Dashboard
& Invoice

WORKFLOW

2, Customers

rﬂj NEXT ACTION
B Quoe: = Artwork is ready for review
| © Orders A proof is out with the customer. Approve it to move ahead, or request changes

Productios
9 Production & Approve artwork Request char

B Invoices

@ Shipments

INSIGHTS PRODUCTION STAGE

14 Reports

®
4

LIBRARY

M Catalog

SUPPORT
Design Review
O Feedback O e < Back (o Awsiting Artwork
Internal 2 2 26
s hikct o 3. Send as proof — moves to Design Review and emails the customer .
Collanse B

Proof sent — order moves to Design Review

5. @ The customer approves (timestamped sign-off) or requests changes from their portal.

16
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ogo. Customer Colours

£570.00

Customer portal — artwork approval screen

APPROVAL CAN'T BE GAMED

Uploading a new file after approval automatically re-opens review. The sign-off always
refers to what was actually approved.

You can also approve on the customer’s behalf — advance the stage to Artwork Approved, and
damantra records who approved it.

17
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Your free trial ends in 14 days. Chonse a plan to keep full access. Chaase a plan —

£ Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right

damanira.

Demo Print Co

® 1 needs attention

g5 Dashboard
ATTENTION

& Awaiting payment
WORKFLOW

2, Customers

B Quotes
| © Orders

& Production

@ Invoices

b Shipments
INSIGHTS

1 Reports
LIBRARY

@ Catalog

SUPPORT

M Collanse

Orders / ORD-0001

ORD-0001 - o

Premium embroidered polo — left-chest logo, customer colours.

& Northgate Sports Club | (@ Q0002 | DUE DATE | [5) +Setdue date | | @ Files

B tovoice

NEXT ACTION

Awaiting payment

D Messages

The customer has approved the artwork. Production will begin automatically once payment is received

PRODUCTION STAGE

—@® ® @

Awaiting Design Artwork Awaiting
Antwark Review Approved Payment
12 Jun - 21:02 2Jun- 2110

@ Awaiting Payment

Waiting for the customer to complete payment before production begins - in this stage since 12 Jun 2026

@ ARTWORK & FILES

Stage advanced to Artwork Approved — timestamped record

User Manual

Finish setup | X

< Back to Atwork Approved

PAYMENT .

VIDEO Upload — send proof — customer approves — watch the stage advance and the record appear.

Page 18
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5. Get paid

Goal: confirm payment so production can begin.

THE PRODUCTION GATE

This is a hard rule enforced by the system: an order cannot move into Production until
both artwork is approved and payment is confirmed. There are two ways to confirm:

OPTION A — CUSTOMER PAYS BY CARD

€ From their portal, the customer pays via Stripe checkout before production starts. Payment
reconciles automatically and the order advances.

Payment Required

£570.00

o — Left-Che urs 2. £450 00

£25.00

£570.00

1. Card rail — the customer pays by card in their portal (Stripe Connect)

Customer portal — Stripe checkout

OPTION B — RECORD AN OFFLINE PAYMENT

@ Open the order and choose Confirm payment. Pick the method — bank transfer, cash,
cheque, or other — add a reference, and confirm. Same outcome as card.

19
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Confirm payment received

Record an offfine payment (bank tr h. cheque) for this order. Customers

ng online don't need this — Stripe confirms automatic

Amount due

Payment method

Bank transfer

Payment ref {optional)

BACS ref 88321 [ ]

Confirming marks this order as paid and moves it into production, This

cannot be undone.

Cancel | Confirm payment

2. Offline rail — Confirm payment: bank transfer, cash or cheque

Confirm payment panel — offline rail

Either way, a receipt goes to the customer and the order moves to Production.

Your free trial ends in 14 days. plan to keep full access. Chaase a plan —
a setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finishsewp | X
damantra. Orders | ORD-00D1
- * Production :
e i o ORD-0001 i
= Operstie Premium embroidered polo — lefi-chest logo, customer colours.
2, Nol Sports Club S Q0002 | DUE DATE | 5 + Sel @ Files

88 Dashboard

Tl
WORKFLOW
2, Customers
NEXT ACTION
& Quokes (2

In production

| © Orders Payment has been received successfully — production can now begin. Move the order to packing once it is finished.
{9 Production N

@ Mark as packing

{# Invoices

o Shipments

INSIGHTS PRODUCTION STAGE
L Reports
L4 L J L4 @ @
— Avaiting Artwork Awaiting Production
L Revicw e Payment

M Catalog 1 10 an - 21:10 12

SUPPORT
@ Production
O Feedback

Hem is actively being produced - in this stage sinee 12 Jun 2026

£ Notifications

3. Confirm — payment recorded, order moves into Production, receipt emailed .

Collanse %B

Order advanced to Production

Page 20
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ON PAYMENTS

Payment is recorded as paid in full or not yet paid. There is no partial-payment or deposit-
then-balance step — confirming payment is one action that opens the production gate.

{31 viDEO Show both rails — portal card payment, then the offline Confirm payment panel.

Page 21
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6. Run production

User Manual

Goal: move work across the floor on one shared board.

1. Open Production — the kanban board. ( (s )

Your free trial ends in 14 days. Choose & plan 0 keep full aceess

& Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right

damantra.

Production

Active pipeline - 1 orders in progress
Dema Print Co
D

) & Deign v " & Aatworle A ) & Awstiy Prycst
35 Dashboard
WORKFLOW
% Customers
B Quotes
© Onders
| & Production
@ Tovoices
@ Shipments

INSIGHTS

14 Reports

LIBRARY

M Catalog

SUPPORT

[0 Feedback

SRR 1. Production — one shared board, cards grouped across the 8 stages

Collanse B

Production kanban board — all 8 stages

2. Jobs span eight stages:

Finishsetwp | X

+ New order

® Production

Premium embroidered polo — left-chest
logo. customer colours

Northgate Sponts Club ORD-000

— Packing

Awaiting Artwork — Design Review — Artwork Approved — Awaiting Payment —

Production — Packing — Ready to Ship — Shipped

3. Advance a job to the next stage. @ (Stage changes can be restricted to Production/Manager

roles in settings.)

22
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Your free trial ends in 14 days. Choose a plan to keep full access.  Chaase a plan —+

£ Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finish setup | X
damantra. .
Production + New order
Active pipeline - 1 orders in progress
Demo Print Co
il ® Anwork Approved i ® Awaiting Payment i ® Production . ® Packing

g8 Dashboard
Premium embroidered pola — left-chest

: logo. customer colours.
WORKFLOW
Northgatc Sports Club ORD-00!

2. Customers
B Quotes ccass U
@ Orders
| B Production
[# Invoices
o Shipments
INSIGHTS
W Reports
LIBRARY

M Catalog

SUPPORT
O Feedback

£ Notifications

2. Advance a card to

next stage

ction - Packing .

Collanse B

Advancing a job to the next stage

4. Ajob at Awaiting Payment links back to the order to confirm payment before moving on.

Your free trial ends in 14 days. Chouse a plan 1o keep full access. Choose a plan —
Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finishsewp X
damantra. Orders | ORD-00D1
PE— ORD-0001 < s oo
] ; .
Premium embroidered polo — left-chest logo, customer colours.
& Northgate Sports Club B QT-0002 | DUE DATE | [ +Set due date @ Files [ Messages
88 Dashboard
(3] Lo
WORKFLOW
2, Customers
o NEXT ACTION
B Quotes Ready to ship
| @ Orders Production is done. Add tracking details and dispatch the order to the customer.
{9 Production Ship Onder —

B Invoices
@ Shipments

PRODUCTION STAGE
INSIGHTS

L Reports & < .
Packing Ready to
LIBRARY ship

SUPPORT

® Ready to Ship

eedback

ion complete

= i 3. Packing > Ready to Ship — the job is staged for d

o .

Collanse B ol S . BavarmNT

Awaiting Payment card — link to confirm payment

FROM THE ORDER ITSELF

- Add internal notes — team-only.
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- Reply to the customer — they get an email with a portal link.

- Bulk-advance orders from the Orders list.

Your free trial ends in 14 days. Choose u plan 10 keep full access

& Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetp | X

damantra. Orders © ORD-0001

e ORD-0001 = w0

Premium embroidered polo — lefi-chest logo, customer calours.

2 Nonhgate Sports Club D QT-0002 DUE DATE 6 + Set due date @ Files O Me:
25 Dashboard
& Invoice

WORKFLOW
2 Customers

ED NEXT ACTION
B Quotes Ready to ship

| @ Orders Production is done. Add tracking details and dispatch the order to the customer.

fo Production Ship Order—
B Tnvoices
@ Shipments

PRODUCTION STAGE
NsiGHTS
0 Reports - - -

Amaliing i Pack Ready t
T Payment Ship
@ Catalog
EUERVRS ® Ready to Ship
[ Feedback Production complete — ready to dispatch - i this stage since 12 Jun 2026
L0 Notifications . -
et 4. From the order — internal notes (team-only), replies, and bulk-advance .
Collanse B B ammeiane e wer me . BavarE T

Order thread — internal notes and customer replies

Due dates and priority flags surface overdue or at-risk work; bottlenecks show on the
dashboard funnel.

{2 viDEO Drag Production — Packing — Ready to Ship; show it refreshing on a second screen.
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7. Fulfil & invoice

Goal: ship the job — invoice raised automatically.

1. On the order, choose Ship order. Enter carrier, tracking number, URL, and estimated
delivery. (&)

Ship Order
All fields are optional — you can ship without tracking details and update them

Courier
Royal Mail

Tracking Number

RMS40127733GB ®

Estimated Delivery Date

19/06/2026

Internal Notes (optional)

Dispatch notes for your records — not shown to customer

Cancel | Ship Order

1. Ship order — carrier, tracking number and estimated delivery

Ship order panel — carrier, tracking number, estimated delivery

2. Shipping triggers three things at once:
- Creates the shipment record (visible under Shipments).
- Raises the invoice automatically — VAT applied.

- Updates the customer’s portal and the public tracking page.

Page 25
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) Finish setting up Demo Print Co

damanira.

Demo Print Co

88 Dashboard

WORKFLOW

2. Customers

B

| & Orders
{9 Production
[# Invoices
o Shipments
INSIGHTS

1 Reports

LIBRARY

SUPPORT

[D Feedback

£ Notifications

Collanse B

Your free trial ends in 14 days. Cho

add your logo, business details, and VAT so quotes and invoices look

or ORD-0001

ORD-0001

Premium embroidered polo — left-chest logo, customer calours.

S, Northgate Sports Club S Q002 | DUE DATL
) tovoice
i NEXTACTION

B2 Order shipped

This order is complete and on its way to the customer.

View shipment —

12 Jun 2026

2. Shipping creates the shipment and aut

Auto-raised invoice and shipment record

3. Share the public tracking page — no customer login needed.

) Finish setting up Demo Print Co

damanira.

Demao Print Co

88 Dashboard

WORKFLOW

2, Customers

B Qu

@ Orders
[ Production
@ Invoices

| o Shipments
INSIGHTS

L Reports

LIBRARY

SUPPORT
Feedback

L. Notifications

Your free trial ends in 14 days. Cho

add your logo, business details, and VAT so quotes and invoices look right

Shipments

ORDER

Premium embroidered polo — lefi-chest logo. customer colours.

he shipment record

Public tracking page — no login required

[ + Set due date

@ Files

a plan to keep full access.  Chaos

CUSTOMER

Northgate Sports Club

carrier, tracking and statu:

4. When delivered, choose Mark delivered.

26

e a plan to keep full ccess. € a plan —+

Production

ises the invoice (VAT applied)

CARRIER

Royal Mail

in Shipments

TRACKING

840127733GB

SHIPPED

12 Jun 2026

User Manual

Finish setup | X

Shipped

Shipped

Finishsewp | X

+ New shipment

STATUS

® Delivered
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Your free trial ends in 14 days. Choose a plan to keep full access.  Chaase a plan —+

) Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetup | X

damanira.

< Shipments

e Premium embroidered polo — left-chest logo, Sistes

.0 customer colours.
ORD-0001 - Northgatc Sports Club
93 Dashboard
SHIPMENT LIFECYCLE Delivered
WORKFLOW
P = @ e e
2. Customers
Dispatched In trans Delivered
B Quotes
@ Orders
Carries 4
& Production sk Roashi
B Invoices Tracking number RMS40127733GB
| o Shipments
Track shipment Track shipment —
INSIGHTS
st delive 202
(i i Est. delivery 19 June 2026
LIBRARY Shipped 12 June 2026 at 21:37
@ Catalog
Delivered 12 June 2026 at 21:39

SUPPORT

O Feedback
§ Delete shipmeni
= e 4. When it lands — Mark deliverad on the shipm .

Shipment marked as delivered

| {Z] VIDEO Record shipment + tracking — show the auto-created invoice and the public tracking link.
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8. Customer communication

Goal: keep every conversation attached to the job.

- Per-order thread (& — post replies to the customer (emailed with a portal link) or internal
notes (team-only).

- Customer replies &) — raise an action-required notification automatically.

damantra. @ ARTWORK & FILES 1 PAYMENT
Demo Print Co 4 PROOFS & MOCKUPS | ® Paid ® Puid
Sent 1 ustomer for sign-of Invoice INV-0001 - generated automatically
£570.00
98 Dashboard [~
View invoice —
Upload proof or mockup — click to brows
WORKFLOW
wages, PDF, AT, EPS, PSD, ZIP — max 20 MB
2, Customers
LINE ITEMS
B Quotes
sample-artwork png
I @ Orders ; . Premium embroidered polo — left-chest ... £450.00
w Act 25 % £18.00
(9 Production 8 KE
10 Uplosded by Dema Owaer Setup & digitising (one-off) £2500
B Invoices * £25.00
<) Approved for Productio
— @ Approved for Production o
Subtota £475.01
£95 .00
INSIGHTS
il Repets MEsAAGES G roTaz £570.00
LIBRARY .
No messages yet. Start the conversation belo:
i i s DETAILS P Edit details
WM Catalog
SUPPORT SEND MESSAGE TO CUSTOMER EUSTOMER TR
S X . Narthgate Sports Club Normal
3 Feedback Thanks for approving — your polos are on the 6-head ' We'll share tracking on dispatch. Send
: DUE DATE CREATED
£ Notifications
Not set 12 Jun 2026

Collapse

ACTIVITY
) Demo Chwner 1. Per-order thread — reply to the customer (emailed) or add an internal note

Order thread — customer reply and internal note

- Notification bell — top-bar count and flyout listing what needs you.
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1l share tracking or

Notification bell — action-required flyout

- Notifications centre — Unread / All / Activity tabs. Mark read, open, archive, or clear.

Notifications () Mark all read X

Message from Northgate Sports Club — ORD-0001  just now

Pert su! Could you add a second box for the away kit?

.

Order ORD-0001 delivered 23m ago
Pre

nbroidered polo — left-chest logo, customer colours.

View all notifications — .

Notifications centre — Unread tab
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Your free trial ends in 14 days. Chonse a plan to keep full access. Chaase a plan —

& Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finish setup | X
damantra. . .
Notifications @ Makaliresd

1 item requiring attention
Demo Print Co e
D

® @ needs attention

Action Required | Unread 1 Activity  Archive
88 Dashboard
®  ORDOGI O Action required just now
ATTENTION
) Message from Northgate Sports Club — ORD-0001  Needs ustion .

= DIES mpes momiting pepl AL Pecfect. thank you! Could you add a second box for the away kit?

WORKFLOW Order ORD-000! delivered o

2. Customers @ Anwork approved — ORD-000

B

Quotes [y Quote QT-0002 accepied

Orders

F Q@

Mark read  Archive en Order —
Production ark read  Archi Open Order

Invoices

=

e

Shipments

INSIGHTS

1 Reports

LIBRARY

@ Catalog

SUPPORT .

Collanse B

Customer portal messages view

PRIVACY

Members without financial access don’t see money-related notifications.

VIDEO Customer sends a portal message — bell lights up — open and reply from the order thread.
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9. Money: invoices & reminders

Goal: track what’s owed and chase it automatically.

1. Open Invoices — filter by draft / sent / overdue / paid / void. 9 (1 idden from members
without financial access.)

Your free trial ends in 14 days. Chonse a plan to keep full access. Choase a plan —+
) Finish setting up Demo Print Co — add your logo, business details. and VAT so quotes and invoices look right Finishsetwp | X
damanira. .
Invoices New invoice
1 total
Demo Print Co
D
o I nce
OQUTSTANDING OVERDUE PAID THIS MONTH DRAFT PIPELINE
% Dashbourd £0 - £570.00 —
none pending all current collected none
ATTENTION
® Messages awaiting reply 1 -
WORKFLOW
All Draft Sent Faid Void 4 Export CSV
2 Customers
B Quotes
INVOICE | CUSTOMER STATUS DUE / STATE 1 AMOUNT ACTION
@ Orders
5 Producton INV-0001
Northgate Sports Club o Puid Paid £570.00 ine. VAT Receipt —
| @ tnvoices QT
@ Shipments
INSIGHTS
W Reports
LIBRARY
@ Catalog
ELRTURL 1. Invoices — filter by status: draft, sent, overdue, paid, void .

Collanse B

Invoices list — filter by status

2. Open an invoice to edit line items @ or setits status @ . Clean print view available.
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Finish setting up Demo Print Co — add your logo, business det

damanira.

- Invoices

Dema Frini Co INV-0001 o

® | needs attention Created 12 Jun 2026 - Northg,

88 Dashboard INVOICE LIFECYCLE

ATT!

NTION

® Messages awaiting reply 1

WORKFLOW

2, Customers ® Paid £570.00 inc

B Quotes Reopen as sent
@ Orders

(3 Production

DETAILS
| & mvoices Customer
@ Shipments Northgate Sports Club.

+ Add new cust

INSIGHTS

1 Reports Invoice number
INV-0001
LIBRARY
WM Catalog Status
Paid
SUPFORT

Draft is internal-only. Sent sha
De date (antional)

Collanse "B

Invoice detail — edit and status controls

3. Overdue invoices surface on the dashboard and trigger automated reminders

tunable cadence.

+ Back 10 app

U Demo Print Co
ACCOUNT
2 Profile

WORKSPACE
@ Organization
2 Team

& Billing

Notifications

Dashboard — overdue invoice flagged

Your free trial ends in 14 days. ¢

and VAT so quotes and invoices look

plan to keep full access.  Choose a plan —+

Receipt /*

Paid

Paid

2. Open an invoice — line items, status, and a print view

Notifications

Choose which order updates email your customers. We keep it calm by default.

Customer emails

Only the moments worth interrupting an inbox. Other prog

stays on the portal

Payment required

Email the customer when an order is waiting on payment before work can begin

Order shipped

Email the customer when an order ships, including tracking when available

Ready for collection
Email the customer when an order is completed and ready to collect. Best for pickup or collection businesses
off by default.

Every stage change is always recorded on the customer's portal timeline . These settings only control which ch:

email

Save nofification settings

Automation

Tune how the system chases payments and unanswered quotes for you

‘Overdue invoice reminders

. . ) - every 7
How often you're re-notified about an overdue. unpaid invoice. y

4. Export invoices, quotes, or orders to CSV at any time.
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Your free trial ends in 14 days. Ch

plan to keep full access.  Choose a plan —+

£) Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right.

damantra. .
Invoices

1 total
Demo Print Co

® @ needs attention

OUTSTANDING

85 Dashboard £0

OVERDUE PAID THIS MONTH

— £570.00

DRAFT PIPELINE

User Manual

Finish setup | X

New invoice

none pending callected non
ATTENTION
® Messages awaiting reply 1 o
WORKFLOW

All Draft Sent Faid Void n E‘CSV
2, Customers
B Quotes

INVOICE | CUSTOMER STATUS | DUE / STATE 1 AMOUNT ACTION
@ Orders
& Production voal

Northgate Sports Club o Faid Paid £570.00 ine. VAT Receipt —

| @ tnvoices

@ Shipments

INSIGHTS

1 Reports

LIBRARY
@ Catalog
SUPFORT

Collanse "B

CSV export — invoices, quotes, or orders

| [l VIDEO Filter to Overdue — mark paid — show the reminder cadence in Settings.

4. Export invoices, quotes and orders to CSV
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10. See how the shop is doing

User Manual

Goal: read the health of the business at a glance.

DASHBOARD

« The Dashboard is always on:

- KPI strip — revenue (period selector), active jobs, financial and order health.

- Priority Center — severity-ranked queue: overdue, awaiting approval, ready to ship.

- Production funnel with bottleneck flags, plus a live activity feed.

G  Finish setting up Demo Print Co

damantra.

Dema Print Co

o 1 needs attention

| = Dashboard

ATTENTION

& Messages awaiting reply 1

WORKFLOW
2, Customers
B Quotes
& Orders
& Production
B Invoices
G Shipments
INSIGHTS

I Reports

LIBRARY

M Catalog

SUPPORT

Collanse

Dashboard — KPI strip, Priority Center, production funnel

Your free trial ends in 14 days. Choose & plan 0 keep full aceess

add your logo. business details. and VAT so quotes and invoices look right

FRIDAY, 12 JUNE 2026

Todsy Tdays  30days 1 yeur
Good evening, Demo.
Demo Print Co  OWNER
@ You're on il
 litem needs attention
2 Custom ges. payment claims, or revision requests are waiting
% Production pipcline
® Awaiting Artwork. ® Design Review ® Anwork Approved ® Awaiting Payment
EARLIEST DUE
No active orders
When orders are in production they'll appear here. sorted by due date.
1. Dashboard — KPI strip, revenue period selector, Priority Center
REVENUE
L2770 Na active jobs TR

Q Search orders..

® Production

0

All settled

Revenue and financial cards are hidden from members without financial access.

REPORTS

== Reports (requires advanced-reports entitlement + financial access):

- Monthly revenue over 12 months.

- Quote funnel — win rate and view rate over 90 days.

- Average cycle time, on-time dispatch %, top customers.
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Your free trinl ends in 14 days. Chonse a plan to keep full aceess. Choase a plan —+

£ Finish setting up Demo Print Co — add your logo, business details, and VAT so quotes and invoices look right Finishsetup | X

damanira.

Reports

i Revenue, quote conversion and production performance.

e Last 12 months - quotes/production lust 90 days

e REVENUE (12 M) QUOTE WIN RATE AVG. CYCLE TIME ON-TIME DISPATCH

£570 100% 0d 100%

(EETENHEH paid invoices Lof 1sent onder to dispateh 1 shipped

® Messages awaiting reply 1

RIURE ELOA MONTHLY REVENUE

&, Customers

B Quotes

@ Orders

2 Production

@ Invoices e

b Shipments
QUOTE FUNNEL - 50 DAYS TOP CUSTOMERS - 12 MONTHS

INSIGHTS

| e sent I Northgate Sports Club £570 1 inv

Viewed 1 100%

LIBRARY

@ Catalog Accepted 1 100%

Fhr Declined 5 - ! 5

L 2. Reports — monthly revenue, quote win-rate, cycle time, on-time dispatch
Expired -

T Collanse *B

Reports — revenue, quote funnel, cycle time

Without the entitlement this page shows an upgrade card.

[3] viDEO Tour the Priority Center, then open Reports for win-rate and cycle-time.
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Putting it all together

The ten sections above follow one continuous story — the path every job takes through your
shop:

Get set up — add a customer — quote & accept — order & sign-off — get paid — production
board — ship & invoice - communicate — invoices & reminders — analytics.

That’s quote-to-cash, end to end. Work through it once with a real job and the whole system
clicks into place.

Need a hand? Send feedback from inside the app — we read every message.
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