EVM

Eastern Virginia Medical School

Using the Function Point Client Portal

Logging on

Go to the following URL- https://evms.functionpoint.com
You will see the log in box shown below

fp.

9 Company EVMS
Username First Last
Password
FORGOT PASSWORD SUBMIT

Log in info (this is case sensitive):

o Company: EVMS

o Username: your first and last name. This is your official name of record
(not a nickname or preferred name). Typed just like it would normally
be with capital first letters and a space in between (ex. Joe Sample)

o Password: your first initial and last name (no spaces and all lowercase).


http:URL-https://evms.functionpoint.com

Active Work page

This is the first page you will see after logging on.

|y 0 Alerts welcome All Development  log out

EVMS

Eastern Virginia Medical School

Active Work Files Discussion Admin

[V Active Work Active Work

N Cavish Golf Tournam...

N Graduation 2014 Project: Cavish Golf Tournament 2014

N MLK Breakfast 2014

N Scholarship Dinner ... 140468 Cavish Downtowner Ad Open Jan 17 2014

140442 Update EVMS ...

140150  Cavish letterhead Awaiting feedback Jan 17 2014
140149  Cavish in-kind donation form In revision Jan 17 2014

Project: Graduation 2014

140412 Update Military Commissioning program In Production Apr 30 2014

From this page you will see all of the open jobs that you are listed as a contact for, what their production status
is, and the due date for each job.



Job Details

Click on any of the jobs in the active work section to view additional details.

Active Work Files Discussion Admin

& Active Work Job Details
1005 New job sample

1004 Poster Test
1003 Postcard TEST JobName Postcard TEST

1002 Event HTML i... | JobNumber 1003 JobDate  Dec 09 2013

Company Name DEVELOPMENT

Status  In Production JobType Postcard
Client PO

Description

¥ Links

Source +  Link Description Created By Date Created

of 0 »> »1 No records

¥ Notes Add

E Kelley Jackson | Dec 092013 1:18 PM File Comment
Donor quote

Need a donor quote for the copy by January 17.

N 1 Comments

4 Files

m

@ D CAncer_white_paper.pdf | Dec 11 2013 | 136 KB | Kelley Jackson a

¥ Reports

Job Request PDF - Job Request 5

Schedule PDF

Notes- Any questions or comments can be communicated in this section. When you add or comment on an
existing note, an alert is sent to the account executive for that particular job. If someone from MarComm posts a
note, you will be sent an email. Files can also be added to notes.

Files- Both MarComm and your department can upload files to this section. Some examples of the uses of this
section are to send proofs, photo options, copy for review, etc. Once again when you add or comment on an
existing note, an alert is sent to the account executive for that particular job. If someone from MarComm
uploads a file, you will be sent an email.

Job request report- This PDF is a copy of the request that you submitted to start the job.



Submitting a new job request

Step 1: Navigate to the requests page

EVMS

Eastern Virginia Medical School

N O Alerts welcome

Requests Active Work

Discussion

¥ Active Work Active Work

N Cavish Golf Tournam...

N Graduation 2014 Project: Cavish Golf Tournament 2014

N MLK Breakfast 2014

N Scholarship Dinner ... 140468 Cavish Downtowner Ad

140442 Update EVMS ...

140150 Cavish letterhead Awaiting fee
140149 Cavish in-kind donation form Inre

Step 2: Begin to fill in the request details. Anything marked with a red asterisk is a required field.

* The request name is the name of your job (i.e. Dr. X bio card), not your name.

N 0 Alerts welcome All Development  log out

Eastern Virginia Medical School

Requests Active Work Files Discussion Admin
Create a new request Create A New Request
N View draft requests
View requests/SOWs Start > Eillin the
ill in
- appropriate
Request Name * Delivery Date LAJ information to
* request work you
Job Request Type Q Budget would like to
Job Request Type Ofice = Marketing and Communi § * receive an SOW
description * for.
Account  Nancy Chapman Q
4 Executive Once an SOW has
been created you
Company Name DEVELOPMENT * Key Contact  *All Development Q * will be able view
o and approve or
Description decline it in the
approval area.
7
* required fields

Save As Draft




Step 3: Select job request type

Selecting the job request type will customize the questions that you will be asked on the following pages. The
questions will be tailored to the type of job you are requesting. Clicking on the magnifying glass will show you
all of the job type options. If you do not see a value that applies to your job, select “MarComm Project Request”
to get the most comprehensive form available.

Please Choose A Value

MarComm Project Request
HTML email
Direct Mail Request

Copy Writing

URL redirect

Plasma Screen

Signage

Print only

Social Media request

Printed materials (non-mailing)

Step 4: Selecting your account executive.
This field will automatically default to the account executive assigned to your department/program.
*Some accounts are shared between multiple account executives. If this is the case, please just select

Kelley Jackson and I will reassign it to the appropriate person.

Step 5: Select “Save and next” to move on to the job specific questions.



* required fields

Save As Draft Save & Next

Step 6: Answer the job request questions as completely as possible. Anything marked with a red asterisk is

required.

Step 7: At any point you can “save as draft” and exit the form. Your request will not be submitted to
Mar/Comm but will be available for you to complete at a later date. To return to a draft request, select “view

draft requests” under the Requests page.

Eastern Virginia Medical School

Requests Active Work

N 0 Alerts

Create a new request Create A New Request

View draft requests
View requests/SOWs Start

welcome All Development

Discussion

Company Name

Description

This form should only be
used when requested a
reprint of a pre-existing

inh I amie adi

DEVELOPMENT

* required fields

> Questions Summary

1t

RequestName  Print job Delivery Date 95|
Job Reguest Type  Print only Budget

office  Marketing and
Communications

*
Account  Nancy Chapman Q
Executive
*
Key Contact  *A|| Development Q
7

Fill in the
appropriate
information to
request work you
would like to
receive an SOW
for

Once an SOW has
been created you
will be able view
and approve or
decline it in the
approval area

Select the name of the request in order to view the details and continue editing.

log out




Eastern Virginia Medical School

Requests

Create a new request

¥ View draft requests

Active Work

Open Requests

Step 8: Once you have completed answering all of the necessary questions, select “Save and Next.” You will

Print on job SEE
Video
- Not
Print
Print Not Submitted
View requests/SOWs Not Submited
Not Submitted

N O Alerts

welcome All Development  log out

Discussion

+  Name Date' Actions

Print on job 9 Submit To Nancy Chapman X t

Video 9 Submit To Nancy Chapma X

Print @ Submit To Nancy Chapman X Delete
qs To Nancy Chapman X

have the opportunity to review your form before submitting to Mar/Comm.

Step 9: If all of the details are filled out correctly, you can then click “Submit Request.”

Sow

Status  Not Submitted
Description
Finished job due date?
Dec 20 2013
Whatis the priority level for this job?
C

What do you need printed?

Please attach print-ready file here

Is this for an event?

No

Event name if applicable

Event date if applicable

Quantity to be printed?

100

Biling information

Save & Previous

Office  Marketing and

DEEIT CIEdtEy you
will be able view
and approve or
decline it in the
approval area

Communications

Submit Request

An alert will be sent to the noted account executive and the traffic manager. If they have any questions before
an official job is opened, they will let you know. You will be alerted once your request has been turned into a

job, at which point it will then show up on your “Active Work” page.



Job Request form descriptions

Bio Card: Use this form when you are requesting a new bio card or an update to an existing bio card

Copywriting- Use this form when you need something written that is not associated with a design job. (i.e.
speeches, press releases, letters, etc)

CVENT request- Most departments will NOT need to use this form. CVENT is a software program that some
departments pay to use. Please use this request when requesting banners to be designed for the CVENT website.

Direct Mail request- Use this form when requesting a job for which marketing will be helping design, as well
as, coordinate mailing services. (ex. Postcards, newsletters, invitations). NOTE: If you want something printed,
but plan to handle to mailing yourself, please use the “Printed materials (non-mailing)” request form.

HTML request- An HTML request is used when you would like MarComm to create an email for you that
includes graphics or needs to have RSVP functionality.

MarComm Project Request- This is the most comprehensive form that asks all of the basic questions needed
to submit a job to Marketing and Communications. If you are not sure what category your job falls into or if
your job does not match any of the other options, use this form.

Plasma Screen- Please use this form when requesting the creation and posting of new plasma screens to be
viewed on campus. NOTE: PowerPoint templates are available for you to download so that you can create the
plasma screen yourself before submitting a request. There is a field to upload your completed PowerPoint file
within this form.

Print only- This form should only be used when requesting a reprint of a pre-existing job that we produced in
the past. If any edits or revisions need to be made before printing, please use the "Printed materials (non-
mailing)" form.

Printed materials (non mailing)- Please use this form for printed collateral items (i.e. postcards, brochures,
booklets, etc) that will not require any mail service coordination from Marketing and Communications.

Short URL/ Webpage redirect- Use this form when you need help from Web Technologies to redirect a
webpage or create a shortened web address for a specific page.

Signage- Use this form when requesting any type of signage such as posters, displays, or banners.

Social Media request- If you have a suggestion of something that you think should be posted to one of our
social media outlets, you can submit that here. NOTE: Account executives reserve the right review all requests
and determine whether or not social media is the appropriate venue for your communication.






Accessibility Report





		Filename: 

		Using the Function Point Client Portal-AccessiblePDF.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



