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Submitting a New Request

Published on 01/27/2022

Creating a Request

To begin a new request, select the Requests icon from the global navigation menu. Click Add Request
in the top right-hand corner of the screen.

Requests My Requests

My Requests List. Grouped by Status v  Filter by tags..
Shared With Me
Archived
DRAFT
True Soap ad s a -
SUBMITTED
Sunflower social media ad s a -

2 Dec2

Enter a name for your request and select Create Request.

Create Request x

Request Name *

Sunflower 5ocial Media Ad |

Cancel Create Request

U

Depending on your permissions, you may have multiple request forms to choose from. Each form will
dictate the fields and information required in order to submit your request. Choose the form most
applicable to your request. If you do not see a form as expected, contact your account administrator.

B sunflower Social Media Ad Back to Requests -

Request Overview

Request Form *

Select request form.. v

Select request form...

Internal Marketing Team Form

True Soap Social Media Request
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Once selected, the form will populate. Complete the request form in detail and be sure to fill out any
required fields, denoted with an asterisk.

B sunflower Social Media Ad

Back to Requests -

Request Overview

Request Form *

Internal Marketing Team Form

Asset Type

short video

Specs

1280 x 720, 120 pixels

Content

Sunflower social ad/ truesoa]

Design Direction & Inspiration
Describe how you would like the final asset to look. Use the file attachment below to attach any files that are relevant to the project,

including similar past work or other design inspiration.

Due Date

If your request has the option to select a date, various dates within the calendar may be grey,
indicating they cannot be selected due to required lead times for select requests.

B sunflower Social Media Ad

Due Date x

< December 2020 >

Sun Mon Tue Wed Thu Fri Sat

o look. U

% sspiratior

£ Set Due Date v

If your form has the ability to add attachments to your request, you can drag and drop files from your

computer into the available field. If you would like to browse your computer file menu instead, start by
clicking on the drag and drop field.

To remove or download request attachments, click the actions menu to the right of the relevant file.

Please attach any files that are relevant to this idea
Drag and drop to attach files.

-l

3 Flower_Image.jpg
b
¥

Download File

Delete This File
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Your request data is automatically saved as you fill out the form. Any forms that are not yet submitted
will appear in Draft status.

Requests My Requests Add Request
My Requests List, Grouped by Status v Filter by tags...
Shared With Me
Archived
DRAFT
Sunflower Social Media Ad % A -
True Soap ad & A -
SUBMITTED
Sunflower social media ad & A -

=) Dec2

Click Submit Request to finalize your submission.

B Sunflower Social Media Ad Back to Requests -+

Due Date
21 Mar 11,2021 v

Reviewers

Christy Drucker, Grace

Please attach any files that are relevant to this idea

Drag and drop to attach files.

o
2.7 Flowerimagejpg
fg
Submit Request

Once you have submitted your request, you will see the Request Details, where you can view the
status of the request, modify the request, and collaborate with relevant team members.

Duplicating a Request

Duplicating requests is a great way to cut down on repetitive work if you are requesting similar
deliverables often.

o When a request is duplicated, the properties of the request form are also duplicated, even
if the request form has since been updated. We recommend only duplicating recent
requests, and ensuring that request form changes have not been made prior to
duplicating.

From your requests list view, click the actions menu to the right of the request you would like to
duplicate and select Duplicate.
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COMPLETED

True Soap ad m E ﬂ
>

Duplicat
=] Feb 12, 2021 at 5:00 pm uplicate «
Delete

1-8 of 8 < n > v o pays v

You will be prompted to create a new request name. Select Duplicate Request when complete.

Duplicate Request X

Request Name *

Copy of True Soap ad ‘

Cancel Duplicate Request

Your new request will be located in your Draft section where you can update any information and
submit when ready.

Modifying a Request

You can only modify a request in a status of Draft or Submitted. Once the request is
Accepted, you will no longer be able to edit the request details. However you can still
collaborate with your creative team.

To modify an existing request, select your request name from the My Requests list. From the request
details page, click Modify Request near the bottom of the page.

© 2019 inMotionNow, Inc. - All Rights Reserved



oo, ...
motion

ignite

Requests B sunflower Social Media Ad

My Requests
Request Progress
Shared With Me

Created Submitted Accepted
Archived >——y
Nov 19 Nov 19

Request Details

Asset Type
short video

Specs
1280 % 720, 120 pixels

Content
Sunflower social ad/ truesoap
Design Direction & Inspiration

Complete

Mar 11, 2021

@ Submitted

DETAILS

Members
mber
LT <)

Due Date

2] Due Mar 11,2021

Requester Name
@ emiy sanchez

Request Form
Internal Marketing Team Form

COMMENTS  ACTIVITY

® | wiie s comment

Make any applicable changes to your request and click Done Editing.

B Sunflower Social Media Ad

Request Overview

Request Form

Internal Marketing Team Form

Asset Type

short video

Specs

1280 x 720, 120 pixels

Content

Sunflower social ad truesoap.com/promation

Design Direction & Inspiration

Back to Requests

Any edits made to the request will be captured in the request activity feed

relevant changes.

© 2019 inMotionNow, Inc. - All Rights Reserved
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COMMENTS  ACTIVITY

_Qﬁm_

ﬁ Emily Sanchez changed this request's What is
the call to action for the post? Please provide
any relevant URL(s). to Sunflower promaotional
page, truesoap. com/promaotion

ﬂ Emily Sanchez submitted this request
18 minut

ﬂ Emily Sanchez changed this request's due date
to Jun 22, 2018

0 minutes ago

ﬁ Emily Sanchez created this request Sunflower
Social Media Video

Deleting a Request

Depending on your permissions, you may only have the ability to delete requests in Draft
state.

To permanently delete an existing request, navigate to the My Requests list. Click the action menu to
the right-hand side of the request and select Delete. You can also delete a request from the action
menu found in the top right of the request details page.

Requests My Requests Add Request
My Requests List, Grouped by Status v  Filter by tags...
Shared With Me
Archived
DRAFT
True Soap ad BB ‘
Duplicate
Delete
SUBMITTED
Sunflower social media ad m a -

2) Dec2
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Declined Requests

Request acceptors have the option to decline a request and a reason must be given. If your request is
declined, you will receive an email notification including who declined the request and the reason
provided.

P [ L o
@moﬂgﬂ
Christy Drucker declined your request:

E True Soap ad

Christy Drucker

Please provide the specs for the ad and re-submit

You will also receive an in-app notification.

Motifications x

ﬁ Christy Drucker declined the request True Soapad @

just now

Your declined request will be in the Draft section of your requests, with a badge indicating it was
declined.

Requests My Requests

My Requests ¢ List, Grouped by Status ~  Filter by tags...
Shared With Me

Archived
DRAFT

True Scap ad m- E
Declined

=) Dec31

Click into the request to see the reason your request was declined and edit your request.
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B True Soap ad Back to Requests

Request Declined

Declined by Christy Drucker on November 24th at 12:23 pm

@) christy Drucker

Please provide the specs for the ad and re-submit

Request Overview

Request Form *

Internal Marketing Team Form v

Asset Type

Newspaper ad

Once you have made the appropriate edits, click Submit Request to re-submit.

B True Soap ad Back to Requests

Request Overview

Request Form *

Internal Marketing Team Form v

Asset Type

Newspaper ad

Specs

Half page, 16x52 cm|

Content

Sunflower scent

Design Direction & Inspiration

maodel photography with sunflower field in background

iuhmi{ Request

Request Collaboration

Collaborate with Team Members in the request by commenting, @mentioning, replying, and attaching
files directly in the comment section located in the bottom right of your request.

If you would like to @mention another user, begin by typing the "@" symbol and the first name of the
person you would like to address. A user list will populate as you begin typing and you can click to
select the appropriate user. The user's email address will display while composing the comment, and
once posted, your comment will reflect their full name.

COMMENTS  ACTIVITY

{ ‘ @grd|

a Grace Deng
grace@truesoap.com
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COMMENTS  ACTIVITY

‘ Write a comment...

‘ Paul Morad

Grace Deng can you create a
few design concepts for the
creative team to review?

just now  Reply

You can reply to any comment by clicking the Reply link below the posted message. This will
automatically @mention the user who posted the original comment.

COMMENTS  ACTIVITY

‘ Write a comment...

‘ Paul Morad

Grace Deng can you create a
few design concepts for the
creative team to review?

6 minutes ago E%:sf_

8 @[paul@truesoap.com]
Absolutely! Should |
include the marketing
team as wellq

Files can be attached to any comment by clicking the attachment icon in the bottom right corner of the
comment window.

COMMENTS  ACTIVITY

»

See attached for updated Iogol

@ Cancel m ‘

You can select to browse your local files or insert a link to attach. Multiple files can be added to a
comment by selecting multiple files at once or clicking the attachments icon to continue adding.
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Browse Files %

comn  Link to Attachment

b | )
Cancel m ‘

Remove an attachment by selecting the trash icon to the right of the attachment.

COMMENTS  ACTIVITY

03

See attached for updated logo.

SO - -

4
:;‘l.*‘
e U

»
[ s ]

Ch

truesoap-
TRUE,

soap  logo.png

@ Cancel m

Clicking on the posted attachment will give a preview of the file and an option to download. Files can
also be downloaded directly from the comment by clicking the download icon.
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COMMENTS  ACTIVITY

)

Add a comment...

i .
: ', Christy Drucker
Jan 05, 2022 at 10:20 am

See attached for updated logo.

i .
TRUE i7ig! Download File &

_bap M

REPLY

Accessing a Deliverable from a Completed Request

Once you have been notified that that your request is complete, you can access the deliverable from
the request details page in the OVERVIEW tab.

Requests B Sunflower Social Media Ad

@ Completed

My Requests OVERVIEW  SUBMISSION DETAILS

Request Complete

Shared With Me

Archived

Completed by Christy Drucker on November 13th at 9:06
pm

Deliverables

E truesoap ad.png

added Nov 19, 2020 at 8:59 pm

Download File 28

DETAILS.

Members

260

Due Date
=) Due Mar 11, 2021

Requester Name
@ emiy sanchez

Request Form
Internal Marketing Team Form

COMMENTS  ACTIVITY

® | wete > comment

Select the download icon to download the deliverable files.
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