Welcome to Taxidermy Direct®

Table of Contents

2

3

1.1

Register for a 30 day Free Trial ................................................................................................... 3

1.2

Activating your Taxidermy Direct® account. ............................................................................... 5

Navigation ........................................................................................................................................... 7
2.1

Home Settings ............................................................................................................................. 8

2.2

Searching..................................................................................................................................... 8

2.3

Sorting Columns .......................................................................................................................... 9

2.4

Page Views .................................................................................................................................. 9

2.5

Filtering Columns ...................................................................................................................... 10

2.6

Grouping Data ........................................................................................................................... 10

2.7

Export Your Data ....................................................................................................................... 12

Studio Setup ...................................................................................................................................... 13
3.1

Studio Address .......................................................................................................................... 13

3.2

Logo .......................................................................................................................................... 14

3.3

System Default Settings ............................................................................................................ 14

3.4

Microsite ................................................................................................................................... 15

3.5

User Management .................................................................................................................... 16

3.5.1

Assigning Roles .................................................................................................................. 18

3.5.2

Send a Confirmation Email ................................................................................................ 19

3.6

4

5

6

Profile Settings .......................................................................................................................... 20

3.6.1

Changing your password ................................................................................................... 20

3.6.2

Update your profile ........................................................................................................... 21

Client Management .......................................................................................................................... 22
4.1

Details ....................................................................................................................................... 22

4.2

Orders ....................................................................................................................................... 23

Order Management .......................................................................................................................... 23
5.1

Quick Create Order ................................................................................................................... 23

5.2

Order List .................................................................................................................................. 24

5.3

Client List................................................................................................................................... 24

5.3.1

Create New Order ............................................................................................................. 25

5.3.2

Documents ........................................................................................................................ 25

Job Management .............................................................................................................................. 27

6.1

7

Add New Job ............................................................................................................................. 28

6.1.1

Job Details ......................................................................................................................... 29

6.1.2

Job Workflow .................................................................................................................... 30

6.1.3

Job Gallery ......................................................................................................................... 30

Invoicing............................................................................................................................................ 31
7.1

Apply a Payment ....................................................................................................................... 31

7.2

Enter a Billable Line ................................................................................................................... 31

7.3

Edit an existing line ................................................................................................................... 32

8

Supplier Management ...................................................................................................................... 33

9

Expense Management ...................................................................................................................... 36

10

Cash Flow Management ................................................................................................................ 37

10.1

Creating New Accounts ............................................................................................................. 37

10.2

Managing Existing Accounts...................................................................................................... 37

10.3

Track your Mileage .................................................................................................................... 38

11

Workflow Management ................................................................................................................ 39

12

Species – Pose – Actions ............................................................................................................... 41

12.1

Groups....................................................................................................................................... 42

12.2

Species ...................................................................................................................................... 43

12.2.1

Group ................................................................................................................................ 44

12.2.2

Requirement(s) ................................................................................................................. 44

12.3

Poses ......................................................................................................................................... 45

12.3.1

Materials ........................................................................................................................... 45

12.3.2

Action(s) ............................................................................................................................ 47

12.3.3

Requirement(s) ................................................................................................................. 48

12.3.4

Species .............................................................................................................................. 49

12.4

Action ........................................................................................................................................ 49

12.5

Requirements ............................................................................................................................ 50

13
13.1
14

Pricing ........................................................................................................................................... 51
Add a Price Record .................................................................................................................... 51
Dashboards ................................................................................................................................... 52

Getting Started

1.1 Register for a 30 day Free Trial
Use any browser and navigate to www.taxidermy-direct.com
Click on the FREE TRIAL button.

This will launch a short survey for you to fill out. Enter your First and Last Name and your email
address. The email address will be used as your unique username in the Taxidermy Direct® system.

The other questions are optional, but your answers are appreciated. When done, click the ‘Submit’
button.

An email will be sent to info@taxidermy-direct.com and to your email address.

The email contains the information that you submitted via the Free Trial sign-up.

1.2 Activating your Taxidermy Direct® account.
Once your account has been setup you will receive another email with instructions on how to
activate your account.

Clicking the link to activate your account will re-directed you to the Taxidermy Direct® system
where you’ll be asked to set your password. Enter your email address, select and confirm a new
password, and click the ‘Submit’ button. Passwords must be a combination of letters, numbers,
and at least one special character (non-letter or number). It must also be at least 8 characters in
length.

Once you have set your password you will be able to log in by clicking on the ‘click here to log in’
link. You can also navigate to www.taxidery.direct in the browser of your choice. Don’t forget to
bookmark us!

Enter your email address and password, then click ‘Log in’.

2 Navigation
Taxidermy Direct® is very simple to use. When logging in you will be presented with your dashboard
that will have application buttons to choose from. Alternatively, there is an Applications menu in the
title bar that will contain the same options.

2.1 Home Settings
You can easily return to your Home screen, or dashboard, by clicking on your logo in the upper left-hand
title bar. Alternatively, you can select ‘Home’ from the ‘Applications’ menu.

2.2 Searching
Search fields have two settings – Contains or Starts With. When you start typing in a search field the
system will start to return matches that fit the search criteria. You can narrow the list down by typing
more.

To remove the search filter click on the Blue X.

2.3 Sorting Columns
Most columns on list screens can be filtered and sorted. To sort a column ascending, click on the
column header once. An upward pointing arrow will display next to the column name. To sort
descending click the column header again. The arrow will point downward, indicating the rows will be
sorted in descending order.

2.4 Page Views
Some screens will have more than one page of information. The system will return 25 records per page.
To view the next page, simply scroll down to the last record and it will advance to the next page. If you
want to skip ahead to a specific page you can select it from the controls at the bottom of the view.

2.5 Filtering Columns
Each column has a ‘filter’ icon located on the right-hand side. Click the filter icon to change the criteria
on which to search for information. Click the ‘Filter’ button to search, click the ‘Clear’ button to remove
the filter.

2.6 Grouping Data
The system is flexible enough to allow you to group your data in the way that makes the most sense to
you. There is a ‘heading’ just below the Export buttons that states – ‘Drag a column header and drop it
here to group by that column’.

To sort by Client, then by Order simply drag the ‘Account’ header column to the designated area and
drop it in. Then do the same for the ‘Order’ header column. These groupings can be sorted ascending
or descending by clicking on the appropriate grouping button. To remove the groupings click on the X
on the grouping button.

2.7 Export Your Data
Your data is your data. Most screens have an ‘Export to Excel’ or an ‘Export to PDF’ button. We invite
you to export your data to suit your needs.

3 Studio Setup
Every studio will need to setup some default items. These items will be used on reports, or in
calculations to help you with pricing. To access these settings click on your Studio name in the title bar,
or select ‘Studio Setup’ from the Admin menu.

3.1 Studio Address
Enter your physical or mailing address. This will print on various forms and your Invoice.

3.2 Logo
Your logo will be displayed in the Title bar of Taxidermy Direct®. It will also be used on various reports,
as well as your Invoice.

3.3 System Default Settings
There are several default setup fields that are used to help you reach your financial goals. Use our
settings as a guide only. You will need to adjust them to suit your specific needs.
Default Tax Rate – Set your state’s sales tax rate. This will calculate the correct sales tax on each
invoice.
Down Payment Percentage – Set your required down payment percentage. This will calculate the
correct down payment to collect at the time of order.
Default Bill Rate – Set your default Shop Rate. This will be used to guide you through pricing
calculations.
Expected Profit Margin – Set your default Profit Margin. This will be used to guide you through pricing
calculations.
Estimated Return Date – Enter your default turn-around time in days.

Invoice Footer Content – The information saved in this free-form text box will display on the invoices
that you print (hardcopy or electronically).
Invoice Terms and Conditions - The information saved in this free-form text box will display on the
invoices that you print (hardcopy or electronically).

3.4 Microsite
Taxidermy Direct® creates a one-page, configurable, marketing website. To create your custom vanity
url enter the name of your studio in the ‘Microsite Domain Name’ field. The naming convention used
for the vanity url appends ‘taxidermy.direct’ to whatever you enter in this field. For example, by
entering headsortales in this field you will have a website address of headsortales.taxidermy.direct that

you can put on your business card or other marketing material. There is a specific section on how to
build your website.

3.5 User Management
To add more users to your system, or to manage existing users, click on ‘User Management’ in the
‘Admin’ menu.

To create a new user click on ‘Create User’. Enter the email address of the new user. The email address
will be this person’s unique login and username. Click ‘Register’.

You will need to click on the ‘Create User Profile’ to finish entering user details.

Fill in all appropriate fields and click ‘Update’ when finished. The Hourly Wage and Est. Weekly Hrs will
be used in calculations and guide you towards your financial goals.

3.5.1 Assigning Roles
Click on the ‘User’ hyperlink to assign Role based permissions. Available roles include ShopOwner,
ShopManager, and ShopTaxidermist.

Select the desired role(s) from the drop-down list and select ‘Add Role’.

When finished click the X in the upper right-hand corner of the dialog box.

3.5.2 Send a Confirmation Email
When creating a new user account, that person will receive an email with instructions on how to
activate their account. It is the same process as described above in the Getting Started section.

If this email went into the user’s spam folder, or they deleted it before activating their account, you can
manually re-send the invitation email by clicking on the email address hyperlink in ‘User Management’.

Click on ‘Send Confirmation Email’ to re-send the email to this user.

Deactivate a User
To deactivate a user click on the Role hyperlink (ShopManager, User)

Click on ‘Deactivate User’ to shut the account off.

3.6 Profile Settings
To access, and change, your user profile settings, click on your email address in the upper right-hand
title bar. (Hello jjennings.m@gmail.com)

3.6.1 Changing your password
To change your password click on the [Change your password] link. Enter your Current password, enter
your new password, and enter your new password again to confirm it. Click the ‘Change Password’
button when done. Hover your mouse over the blue question mark to see what the password
requirements are.

3.6.2 Update your profile
To update your profile click on the [Update your Profile] link. Enter any changes and click on the
‘Update’ button when done. There are two fields at the user profile level that are used throughout the
system for productivity and financial goals reporting – Hourly Wage and Estimated Weekly Hours. This
information is only visible to the Shop Owner or the specific User.

4 Client Management
To enter new Clients click on ‘Clients / Suppliers’ in the ‘Applications’ menu. Click on ‘New Client’.

4.1 Details
Enter as much detail information that you have. Click ‘Save’ when done.

4.2 Orders
Click on the ‘Orders’ link to create a new order or manage existing orders.

5 Order Management
There are three ways to create an order. You can either create a new order from Quick Create Order,
the Orders list or create a new order from the Client list.

5.1 Quick Create Order
Select ‘Quick Create Order’ from the ‘Applications’ menu. Find the Client you want and enter the Order
Number. The system will suggest the next available order number for you, but you can over-ride the
order number if necessary. Click ‘Save’ when done.

5.2 Order List
Select ‘Order Management’ from the ‘Applications’ menu. Click on the ‘Create New Order’ button.

5.3 Client List
Select ‘Clients / Suppliers’ from the Applications menu. Find the client that you want to create an order
for and open their record.

Click on the ‘Orders’ tab and then on the ‘Create New Order’ button.

5.3.1 Create New Order
Start typing the Client’s name in the Account field. The smart logic will return choices based on what
you are typing. Select the appropriate Client from the list. The Order Number field is a required field
and will ‘suggest’ the next available number in the system to use. You also have the option to over-ride
this number if you are entering an order from your paperwork. Click ‘Save’ when done.

5.3.2 Documents
The system allows you to upload images and documents to each order. This may be useful if you take a
picture of the hunter’s license or have other documentation provided to you. Click on the ‘Documents’
tab and then on ‘Upload File’ to browse your local file system. Once you find the file you would like to
attach click the ‘Open’ button in the Windows dialog box.

To delete a file that you have attached click on the ‘Red Trash Can’ icon.

6 Job Management
An Order can have an unlimited number of Jobs. Once the Order has been created you can begin to
create Jobs by clicking on the ‘New Job’ tab.

6.1 Add New Job
Select a Species from the drop-down box, select a Pose from the drop-down box, select an Action from
the drop-down box, and select a Workflow (optional) from the drop-down box. Click the ‘Save Job’
button when done.

6.1.1 Job Details
The Job will be saved sequentially. In this case, Job 4 was created. The system’s logic also added the
necessary measurements that you’ll need to record.

6.1.2 Job Workflow
The system’s logic also added the pre-configured Workflow you can use to record the amount of time on
each step, or for the entire Job.

6.1.3 Job Gallery
The system allows you to attach reference files to each Job. These files may be pictures or documents.

7 Invoicing
The invoice is built from the Jobs on the Order. It also has the flexibility to add Invoice Lines that are not
derived from a Job. To access the Invoice you will need to navigate to the Client’s Job and then click on
the ‘Invoice’ tab.

7.1 Apply a Payment
Click on the ‘Apply a Payment’ button to record a payment. Enter the date of the transaction and the
amount collected. Click on the ‘Save’ button when done.

7.2 Enter a Billable Line
If you need to add a new Billable Line to your invoice click on the ‘Add New Line Item’ button, enter the
Description, Qty, and Unit Price. Click ‘Update’ when done.

7.3 Edit an existing line
Click on the ‘Edit’ button for the line you wish to edit. Make necessary changes, then click ‘Update’
when done.

8 Supplier Management
To enter new Suppliers click on ‘Clients / Suppliers’ in the ‘Applications’ menu. Click on ‘New Supplier’.
Most taxidermy suppliers have already been entered for you.

Enter the appropriate information and click ‘Save’ when done.

To add contacts click on the business hyperlink to open the record.

Click on the ‘Contacts’ tab and then on ‘Add new record’.

Enter the appropriate information and click ‘Save’ when done.

9 Expense Management

10 Cash Flow Management
The Cash Flow screen is used to track all of your bank accounts. Each account balance, along with your
total cash position will be displayed on your Dashboard. To access your bank accounts click on ‘Cash
Flow Management’ from the ‘Applications’ menu.

10.1 Creating New Accounts
To create a new Bank Account click on ‘Add new record’. Enter the Name of the Bank Account (Don’t
include your Bank Numbers), a description of the account and the Beginning Balance of the account.
Select the type of account from the ‘CFA Type’ drop-down box and mark the account as Active. Click the
‘Update’ button when done.

10.2 Managing Existing Accounts
To enter bank transactions against a Bank Account, click on the Bank Account Name hyperlink to view
the details. To add a new transaction click on the ‘Transactions’ tab, then on ‘Add new transaction’.

Enter a Description of the transaction, whether it is a Deposit or a Credit, the amount of the transaction,
the transaction date, and a Category (optional). Click ‘Update’ when done.

10.3 Track your Mileage
With a little creativity you can also setup an Account to track your mileage. This will be very handy
come tax time.

At the end of the year you’ll need to create an offsetting transaction to ‘zero out’ your balance for next
year’s tracking. In this example you would create a credit transaction on 12/31/2016 for 1,080.

11 Workflow Management
Workflows are template based processes used to complete a Job. These are flexible, and customizable,
to follow your own specific process. Each workflow is selectable at the Job level and will guide you
through the steps to mount the particular Species-Pose-Action on the Job. Each step will have an option
for you to enter the amount of time it took to complete.

To add a new Workflow click on the ‘Add new record’ button, enter the Workflow name, and click the
‘Update’ button. Once the Workflow has been created you can configure the steps.

To configure a Workflow, or edit an existing Workflow, click on the ‘Step(s)’ hyperlink for the row you
want to edit.

To add a new Step to the Workflow click the ‘Add new record’ button, enter the step Name, the
Sequence number that the step should be performed, and your estimated time to complete the step (in
minutes). Click the ‘Update’ button when done.

To edit an existing step click on the ‘Edit’ button for the step in question and change the step name,
sequence number of the step, or the estimated time to complete. Click the ‘Update’ button when done.

12 Species – Pose – Actions
The Species – Pose – Action relationship is very important throughout Taxidermy Direct®. Every Species
will be linked to a Pose. This Species – Pose pairing will determine what measurements show up on the
Job, what Actions are available for you to choose on the Job, and the Materials that will show up on your
suggested Order Form. While we have identified and upload hundreds of Species – Pose – Action
combinations we haven’t gotten them all. Therefore, we created an interface for you to manage these
combinations too. We also created the Job interface so you can add new combinations on the fly.

12.1 Groups
Groups are created for reporting purposes. To add / edit a species group click on ‘Species Group’ from
the ‘Applications’ menu.

To add a new Group click on ‘Add new record’ and enter the Group name. Click ‘Update’ when done.

To edit an existing Group click on ‘Edit’ and change the Group name. Click ‘Update’ when done.

12.2 Species
Approximately 350 species have been uploaded. You can add / edit this species list. To do so, click on
‘Species’ in the ‘Applications’ menu. To edit an existing species click on ‘Edit’ on the appropriate species
row.

To add a new species click on ‘Add new record’ and enter the Common Name. This name will display in
drop-down boxes when creating a Job. Select a Group from the drop-down box. Click on ‘Update’ when
done.

To edit an existing Species click on the ‘Edit’ button and edit the Common Name or select a different
Group. Click ‘Update’ when done.

12.2.1 Group
Groups are created for reporting purposes and are assigned at the Species level.

To edit an existing Group click on the ‘Edit’ button and select a new Group from the drop-down box.
Click ‘Update’ when done.

12.2.2 Requirement(s)
You can attach Job level Requirements to each Species. Usually these Requirements will be the
measurements that you need to take prior to ordering materials, but they can include other Job level
requirements that you need to collect during intake.

12.3 Poses
Poses are created for a variety of reasons. Each pose can have a pre-defined materials list applied to it.
Actions will also be listed on your order list. The Requirements column gives you flexibility to add items
to your job based on the Species-Pose relationship. Most often, these Requirements will consist of
Measurements, and will also display on your order list. The Species column will consist of every species
that can be mounted in this Pose.

To add a new Pose click on ‘Add new record’ and enter the name of the Pose. Click ‘Update’ when done.

To edit an existing Pose click on ‘Edit’ and change the name of the Pose. Click ‘Update’ when done.

12.3.1 Materials
The materials will be for Direct Materials only and will assist you in creating an order list based on Jobs.

To add or remove materials click on the ‘Add/Edit/Remove Material(s)’ hyperlink. To add a material
select a material from the drop-down box and click ‘Add Material’. Edit the Quantity and Units of
Materials to order. To remove a material select ‘Delete’. When finished, click the X in the upper righthand corner of the dialogue box.

12.3.2 Action(s)
Actions will list the various actions (forms) available from various suppliers for this Pose.

To add an Action, click on the ‘Add/Remove Action(s)’ hyperlink. Select an Action from the drop-down
box and click ‘Add Action(s)’. To remove an Action click on the ‘Delete’ button for the appropriate
Action. When finished, click the X in the upper right-hand corner of the dialogue box.

12.3.3 Requirement(s)
You can attach Job level Requirements to each Pose. Usually these Requirements will be the
measurements that you need to take prior to ordering materials, but they can include other Job level
requirements that you need to collect during intake.

To add a Requirement click on the ‘Add/Remove Requirement(s)’ hyperlink. Select the Requirement
from the drop-down box and click the ‘Add Requirement(s)’ button. To remove a Requirement click on
the ‘Delete’ button for the appropriate Requirement. When finished, click the X in the upper right-hand
corner of the dialogue box.

12.3.4 Species
Species are linked to a Pose. All Species that exist in the Species list will be available here.
Approximately 350 species have been uploaded.

12.4 Action
Actions are the many forms that can be purchased from various suppliers. This list is not exhaustive so
you may need to add additional Actions. To add / edit / remove and Action click on ‘Actions’ from the
‘Applications’ menu.

To add an Action click on the ‘Add new record’ button, enter the Action name and a Description is you
like. Click the ‘Update’ button when done.

To edit an Action click on the ‘Edit’ button, change the Action name, or add a Description if you like.
Click the ‘Update’ button when done.

12.5 Requirements
You can create Job level Requirements. These Requirements will be based on the Species-Pose
combination selected during intake. Usually these Requirements will be the measurements that you
need to take prior to ordering materials, but they can include other Job level requirements that you
need to collect during intake, such as CITES information.

To add a Requirement click on the ‘Add new record’ button and enter the name of the Requirement. If
it is a measurement click the ‘Is Measurement’ checkbox and enter the units the measurement must be
taken in. Click the ‘Update’ button when done.

To edit an existing Requirement click on the ‘Edit’ button on the appropriate row. Change the name of
the Requirement, verify if it is a measurement, and change the Units if necessary. Click the ‘Update’
button when done.

13 Pricing
Pricing is set at the Pose-Species level. This flexibility allows you set different prices for different Species
within the same Pose. For Example, a whitetail deer shoulder mount can be a different price than an elk
shoulder mount. These prices are used on the Invoice as they relate to each Job on the OrderTo create a
pricing record click on ‘Poses’ from the ‘Applications’ menu.

13.1 Add a Price Record
Click on the Species ‘Add/Edit/Remove Species’ hyperlink for the Pose you want to add a price to. This
brings up a window listing all of the Species for this Pose. Find the Species you want to add/edit a price
record for and click the ‘Edit’ button.

Enter your desired price and click on the ‘Update’ button.

14 Dashboards
Shop Owner dashboard. This is a work in progress. Elements of the dashboard will include links to
often used Applications, widgets to report on certain aspects of the business, financial data, and news
and alerts. We anticipate having these elements configurable so you can determine what does, or does
not, show on your dashboard.

Shop Taxidermist dashboard. When an employee logs into the system the will be presented with open
Jobs and Jobs waiting to be started.
When Jobs are started they will be moved into the Work in Progress and an email will automatically be
sent to the client informing them that their order has been started. This will give them some time, and
fore-warning, to come up with the final payment required to collect their trophy.
When a job is completed it will be removed from the Work in Progress and an email will automatically
be sent to the client informing them that their trophy is completed and final payment is due.

