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Welcome to Artlook

This brief guide will take you through the steps necessary to install Artlook
on your computer and prepare you to start using the system. Please follow

the instructions carefully to ensure a successful installation—if you need RTLOOK
further assistance while installing you will find our contact details on the ™
back page of the guide. SOFTWARE

The Artlook Licence

The installation program will install a complete copy of Artlook together with the Sitebuilder web
site creation tools. The installed version will run in “Unlicensed” or evaluation mode until you have
purchased a full activation key for the system. Virtually all of the features of the program are
available to you whilst running in Unlicensed mode but you can only create 5 database records and
all printing functions have been disabled. Additionally all web site related functions are disabled.

The Artlook licence also controls the Sitebuilder tools—these are fully available when running
Artlook as an evaluation version but you will not be able to use the site upload functions of the
program and since items within the Artlook database cannot be marked for inclusion on your web
site the “Gallery” section of Sitebuilder does not operate in evaluation mode.

If you have already purchased a licence this will be sent to you by email. Entering the licence key will
“unlock” Artlook and allow the software to run with no database restrictions and, depending on the
licence type, will also fully enable the Sitebuilder web page upload functions. If you decide to
purchase a licence after you have run the software in the evaluation mode you can enter your
licence at any time and start enjoying the many benefits which Artlook can bring.

We hope you enjoy using Artlook. If you have any questions during the installation or once you start
using the system our support team are always on hand to provide assistance.

Installing the software

The Artlook installation program is made up of a single file called

. . g Hook_setup,
“Artlook Setup”. You will have received the file either as a download s

from our web site or on a CD.
If you downloaded the file:

The download file is in a ZIP format. When you click on the link with which you were provided you
will be asked whether you wish to open t he file or save it to disk. You must choose “Save to disk”.
Make a careful note of where you saved the file and once the download is complete use My
Computer or Explorer to locate the zip file. Windows XP users can simply click on the Zip to access
the “artlook_setup.exe” program. Double click on this to start the installation. Windows 2000 users
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should first extract the contents of the zip file using uncompression software such as Winzip or
PKzip.

If you received a CD:

Use My Computer or Explorer to open your CD drive folder. Find the artlook_setup.exe file and
double click to start the installation.

Important note:

If you are installing Artlook on a computer which is accessed by various users each with their own
login name please ensure (a) that you are the only user currently logged in and (b) your user account
has full administrator privileges.

As with any installation please ensure that you close all other Windows before proceeding.

If your computer is set up to use a software firewall system (such as Norton Internet Security,
Mcafee etc.), the first time you run Artlook you will receive a warning message. Since the Artlook
database has been designed so that it can, if required, be used across a network of computers a
firewall detects this and provides various setting options. To avoid receiving the message in future
you should choose to “allow” access for the program.

The installation routine step by step

Once you have clicked on artlook_setup

| 15 Setup - Artlook =& . . . .
the installation process will begin. You can
Welcome to the Artlook Sety . .
Wizard & cancel at any time by choosing the
This wll inatall ook, 2 T [For Ariss] on your compte, a ppropriate Option.

it pou close all othes apphcahions Beloie

Chick Mot b0 contie, or Cancel 1o el Sehap

The first screen welcomes you to the
installation program.

Chses | [ concel |

You can progress through the installation by clicking the Next button.

We strongly recommend that you accept the default settings whenever they are displayed.
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Select Setup Language
FDI Select the language bo use durng the nstallstan

You will subsequently be presented with
the Firebird Public Licence screen as shown
on the right. Please click “I accept the
agreement” to enable the Next button.

Throughout the Firebird portion of the
installation you will see various pre-
configured settings. It is vital that these
settings are not changed. In each case
simply click the Next button to proceed
through the installation.

i'ﬂjhtup - Furebird Database Server 1.5

On some screens you will be required to make a
selection before the Next button is enabled.
Specifically, these relate to the installation of the
Firebird database system. This additional application
is used by Artlook. When you see an option asking
you to select your language, choose as appropriate
and click OK. The Firebird installation will then begin.

Licenie Agiesment
Plsane resd Fe bolosang mportant méomstion befoes conbrung

Pl raad Fe kodowng Latnse Agimsterd o wi ceapl D i of he
agraenenit befoie condireing waih e Folalianon

INTERBASE FLIBLIC LICENSE -
Vermon 10

|t Disbrifions

101 'Tomneras U™ mean detibudon o offesass msking the Coversd Code
|-_\.'-I-5hn-lo # Fad ity

|11, Tontribuser” raans sach ey thaf csates of conisbides |0 the clalon of
Mot ation:

1.2 Confnbuion Yemion™ means the combnabion of the Onginal Code, ot

Mo stion: used by & Contvbutor. ared the Modficstbons mads by thet paibods
Corfriafio

13 Towsind Code” mamsa §a Oiigral Code of Modlicabions o e conbeation |¥

0| proepd the ageerent
1% | go mot accapt the ageemel

The final screen of the Installation is shown below:

Click on Finish to exit the installation

'rg':‘rl'h‘tup - Artloak

Completing the Artlook Setup
Wizard

Semtup hag: Brished ralaling Astiook on pous compuar. The
avphc ation may be lynched by sekcting the irgtalisd icor:

Lk Firteh bo el Setun

" 'ﬂ-xk_.‘ E-‘l_s"u

& program.

You will see that two new desktop icons
: have been created—one for Artlook and
one for Sitebuilder.

Please be sure to read the next section of this guide before starting Artlook for the first time.
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Starting Artlook for the first time

Artlook can be started by clicking on the desktop icon or by choosing: Start | (All)
Fd Programs | Artlook | Artlook.

Artlook

When you run the program you will be presented with the

Version Information screen. Until such time as your copy of Artlook Software
Artlook has been registered and you have entered the UNLICENSED VERSION
Licence Activation Key, this screen will continue to appear

whenever you load the program and at various points during

your use of the program.

by Agesans w e ere 5 8
ming your Arsioow. boanoe

Copyright ARTLOOK SOFTWARE LIMITED

Click Close on the Version Information screen.

If you are running Artlook for the first time on this computer Close

the first thing you should do is enter your personal details.

This is important for various reasons. The name you enter will be used as the “registered name” for
the system and as such all stock records which you create will automatically display your name as
the “artist” or creator of the piece. The contact details you provide will also be displayed on many of
the reports within the system.

You may also want to look at the many other Setup options available through the Tools |
Preferences section.

B Aok - Yo Beciie Once Artlook has loaded the first

File Edi Verw Tosh Actiors  Halp

screen that you will see is the Contact
O i A N fim ¥ —Ii - [ [ Miconsaces = y

[+ Cacentacts list .
| & &7 tevenmabary u
| g:'v.s'xr,x sacket Artiogk: Softwere Lid
[ 0 Bt e To set up your own record locate the
L Tl dusang Py
W5 omonnea i ve entry which currently displays “Your
& 4§ Socouwes Fhone: [-+44) 01508 567388 ” )
name here” and double click on the
Tom Brawn o &

name. This opens the full contact
record enabling you to enter your own details.

In the Full Name field delete “Your name here” and

HE t2BY ¢+ {GR

i type your own name. In the File As field click on the
Core data | Detals | Artist data | Transactions | Other activity |

drop down arrow and choose the option which

Full name [Tom Brown g displays your full name (eg “Firstname Surname”) in
File a5 [Tom Brown x] place of the default which is “Surname, Firstname”.
Job | pasibon |
Organisatian | = You can now move on to complete other parts of the

| record such as your address, email address and

Principal contact
|Artist

telephone number—but remember that you can
always come back to this record and make changes whenever you wish. If you are entering your
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telephone number be sure to begin by clicking on the large black arrow to the left of the number
field and choose a telephone “type” before entering a number.

When ready click on the Save and Close button as shown in the screen shot or click on File | Save
and Close.

You now need to Restart Artlook. From the menu at the top left of the screen click on File | Restart.
Artlook will restart and you are now ready to start using the system. Once the program has re-
started click on Inventory from the shortcut panel on the left to display the example stock records -
you will see that your name now displays as the artist.

Please take a few moments to review the Getting to Know the System section of this guide, or click
on Help on the main Artlook menu and open the Simple Tutorial.

Getting to know the system

When first installed Artlook contains some sample contact and stock records to enable you to get a
feel for the system. Take some time to explore the various areas of the program and remember that
access to the full Help system can be gained at any time by clicking on Help from the main menu or
hitting F1. In particular you should look at the Simple Tutorial section to learn the basics about using
the system

You can clear the sample data within the system at any time by clicking on Tools | Other Tools |
Database | Clear Data. If you simply wish to set the system back to its originally installed state, close
the program and use Explorer or My Computer to locate the Artlook folder on your local hard drive.
Now re-install using the Artlook Setup program. If you are doing this you should answer No when
prompted to install the Firebird database.

What follows are some basic steps—in all cases these are covered in far greater detail within the
Help system.

Navigation
- F=9 Contacts Artlook is split into distinct areas (Contacts, Inventory etc.).
(=1 Interested work under £100 Each main area is accessed by clicking once on an item in the
=1 Mewsletter list .
5. %] tventory Shortcut Panel on the left of the screen. If you see a + sign to
%] Ceramics the left of an item you can click this to see further options.
%] Consigned out edition items™
-Q Editions™
7| Individual edition items™
Q Paintings .
by askiat For both Contacts and Inventory the records displayed are
"
- {4 Events governed by the Filter View at the top of the screen. Click on
e :
11 (i, Mall Galleries Sommer 2005 the drop down arrow in this box to display the options
+]- &gz Web page groupings . .
%Imﬂmet inventory available. To ensure that you are always seeing all records
+ Presentations make sure that you select the blank entry or the “All” option
+ =3 Accounts

at the top of the list.
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Adding a new contact record

Artlook provides you with a superb contact management system which automatically links item
purchases to the relevant client record. The system links to your word processing and email software
enabling you to generate letters and messages with ease and records each communication on the
client record.

Take some time to look at the contact record for Artlook Software as an example.

To create a new contact record, ensure that

Teleph |'F L1 Privnary? . .
i ﬂ:ﬁc [+ 0508 %6758 g * you have first clicked on Contacts from the
Office  w |+ 01908 56733 O
Fax w |(++ 01908 566930 % - shortcut panel on the left. Right click anywhere

on the main display area (where contact
names are displayed) and choose New Contact. A blank Contact record is displayed. In the Full Name
enter the name of your contact including their title (Mr, Mrs) if relevant. If you want to add
telephone numbers click on the + sign to the right of the telephone field and enter the new number.
You must give the number a “type” (Home, Office etc.) - do this by choosing from the drop down list
to the left of the number field.

To finish, click on the Save and Close button on the menu panel. Your new record is now displayed.
To delete the record Right Click on it from within the main display and choose Delete.

Adding a new stock record

The Help system will provide you with all the details you need to understand the many and various
options available to you when creating stock records for your work. Artlook can provide very
sophisticated and detailed stock management features—but it can also work very simply. The
following steps will show you how to create a simple stock record. Before beginning make sure that
you have an image (in JPEG or Bitmap format) which you can attach to your new stock record. For
this simple example ensure that the image is not more than 1200 pixels wide and 800 pixels high.

To create a new stock record, ensure that you have first clicked on Inventory from the shortcut panel
on the left. Right click anywhere on the main display area (where Inventory items are displayed) and
choose New Item. A blank stock record screen is displayed.

At first the range of options on this screen (and the additional screens accessed by the tabs) may
seem daunting, but in fact you need to enter very little information to success-fully set up a basic
record.

Start by clicking in the Title field (1). Enter a title

for your item. Now move down to the Stock Type field (2). Every item must have a basic type—what
you use is entirely up to you and you can customise the list of types in the Preferences section (F10)
of the program. A number of standard types are included. Click on the drop down arrow and pick
one from the list.

As soon as you have completed these first two steps you will see that the “Save and Close” button at
the top of the form is now enabled (before now it was greyed out). You could click this now and your
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new stock record will have been created, but for the purposes of this exercise we will add some
more information.

Il B T - Tom S e Click in the List Price field (3) and

s Edt Naw Do Aciom Heip
HEE tRBY & b Wirmexe delete the £0.00 entry. Type a

-;::mm-,,,,.WWMM:;..a.m-mmg.o.w.:-w; P price for this item. Click in the

il [ = Medium field (4). Artlook has a

:Et: =] huge list of possible media for you

Caramic =

e — > 3}»*7'1"' = ..;::.,;; to choo.se from.—YOU can

P customise the list in the
Preferences | Master Lists | Stock
Settings | Medium section (F10).

13 For now choose a particular

Piopd o AcaTied T LA

medium by clicking on an entry in

St plae Rt = the list.
AefEq Aef 23 Apf 21 Rt i 1%/rs
I I I B [0 v heght . . .
e In the Dimensions fields (5) enter

a value for the Height and the
Width. As you do so Artlook creates an “As text” field for the overall dimensions to display on
reports and catalogues. This field can be further edited if required.

The final step is to attach an image of the

o [ 5 RS o = & o P i item. Click on Load (6) from the image area
Hame Diste aken Tage Siae .

on the right of the form. This opens the

|| &t py
& BonurtdSindhamgn
& Crickeibatchlljpg
il Gzdimches g

explorer window to enable you to locate the
folder where your image is stored. If you have

o Lightringérd C heirest Tre ing

Dk Ty G : many images files in the folder left click once
Fim arsa e v g O r -3 . .
P tbee:- [P T o T e | on a file name to see a preview.

Double left click on the file or click Open and the image will appear attached to your record.

With everything in place you can now click on the “Save and Close” button and your new stock item
is displayed within the Inventory.

To edit the details of the new record simply double click on it from within the Inventory screen. To
delete the new record, right click on it and choose Delete.

Right click on your new item and choose Print to see just some of the report formats available.

Making a sale

Generating invoices, keeping records of client purchases, monitoring your sales over time—all of
these are handled automatically for you by Artlook. To see how simple the process is, start a sale by
right clicking on an available item from within your Inventory and choose Sell. This initiates the
“sales wizard”.
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First you need to select the customer to whom you are making the sale. Click in the Name field and
select a record—for instance Artlook Software Ltd. As soon as you have done this the Next button at

laweraony and Ao sz

T | Selected Hum 1}

Dt o bace poiek [0 iy

Salrarrsen | ]

Cshamss
ol Crearte rew corrr

Harss . ook SaPeare LE =
Ik [ pord e -
BORERE e SHatd

Vg K

ks

W 3
TN | ke A -
N g ey

i
i

B0 00

Tids aposd sda vikie £80.00
Tody esat o
et nadal EBE.08
T amat .00
Biassd belal £BR.08
i | 5 k
Mk | WP | X carced |

Atk Solfte e L1

the bottom of the screen is enabled. Click it
now to move to the second screen.

On this screen we can decide the final sales
price of the item. Let us assume we will be
offering a discount. Click in the Agreed Price
field and enter a new value (right click on
this field to find a handy Discount
Calculator). Now click the Apply button.
Over on the right of the screen you will see
that there are different values in the “List”
and “Agreed” columns. The final price is also
shown in the summary at the bottom of the
form.

Click on the Next button at the bottom of
the form to go to the final screen. On this

screen you can add any extras to the sale (shipping, framing etc.) but for this example we will simply
proceed to the invoice. At the bottom of the form remove the tick from the “Proceed to settlement
option” but leave the tick against “Issue paperwork”. Now click Finish.

Artlook will automatically generate a sales invoice and display it in the Report Previewer screen. If

you are running an unlicensed evaluation version the Print option is disabled so simply click Close.

You will now be back in the main Inventory display. Make sure your view is either unfiltered or you

have chosen “Sold” from the filter box and you will see your stock item with a red dot against it.
Double click the item and click on the details tab and you will see you customer recorded as the

purchaser. If you now go back to the Contact record for your Customer and look under Transactions

you will see the details of the sale.
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Using Sitebuilder

Artlook Sitebuilder is a unique web site creation and management tool developed specifically for
anyone working in the visual arts. Although a separate self—contained program, Sitebuilder links in to
the inventory database you build within Artlook to enable you to manage the publication of your
work on your own web site.

(& Artlook Sitefuilder fpe=n|(=

Eile Action Help
Upload options Generdl options| | Header and meru opliers Layout options Paps conlerit Dala Cannechion |

Title of site:  Tom Brown |

Background colou [ HFFFFFF w|| Imager i image width (ks S0 4
Fort Sert hd Compeesiion kvet 75 4]
Fomt coiour [ #000000 = Baoider an pallery mages [
Fortt size 10 '.|
£ [Gaey scale pnags whan haverng [~
Fort colours for bnks -
Homal I 4000000 bl Colousd berds on images when hovarig T
Visited T HO00000 :l
Galkory page [cisplay of knms)
Dk st bot il e Moews window j Inchuds "Bl woik! oplion = Allow piinkng v
Columnz  Twao ™| Initisi group to displey Al ek 2
Dasplay bype: Teut and image - Mak dems pai page 10 ¢|
ltem sfechon mers based o
1% Weh g proupirgs I Slock hypas
Graup meru font ook [l 200000 = | Acirve foct colour for MENUS [l #000000 j
Eallery fort 3y Galeiy detalt; lond soe B ol Geoup meru lork siz= B hd
Il lifhe fond sza B | Pt Page nevigation menu fanl =ze B le

Emarl addvesss for emal inks [& Seaich engine dsia

@ Save al safting:

Sitebuilder is normally installed automatically with Artlook and will appear as an additional icon on
your desktop, or by clicking on Start | (All) Programs |Artlook | Sitebuilder. Click the icon or the
program file link to start the program.

If you are running Artlook as an unlicensed, evaluation version you can still use many of the features
of Sitebuilder, although not the Gallery page creation tools or the uploader functions. Sitebuilder has
its own complete Help system which contains all the information required to begin creating your
own web pages. If you already have a web site you can still use Sitebuilder to manage just the
Gallery pages of your own site. Visit the Artlook Software web site (www.artlooksoftware.com) or
contact us for further information.
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ARTLOOK SOFTWARE LIMITED

100 Milford Avenue
Stony Stratford
Milton Keynes
MK11 1HE

United Kingdom RT LO O K
L

Tel: (+44) 01908 567398

Fax: (+44) 01908 566930
SOFTWAIRE

Email:

General enquiries — info@artlooksoftware.com
Support enquiries — support@artlooksoftware.com

Web:

www.artlooksoftware.com
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