
INTRODUCTION
This is a visual guide to help you better understand and navigate our project management 
system. We’ve provided step-by-step instruction to help you get better aquainted with 
our interactive project managent system. The following are a list of key areas with a brief 
description of the functionality for each tool. Please take a moment and explore each 
specific area within the system.

System log-in: 
You will be given a unique log-in ID to access the Agent Five Design Project Vault. Visit 
www.agentfivedesign.com and enter your user name and password to gain access. 
Our system is an interactive web based software which allows you to log-in from any 
computer with an internet connection. See also: 7. My Information

Project Vault Tools:

Dashboard Invoices My Information

Calendar Project Requests  Click on these for details:

Projects Items to Review
      

      Dashboard
After sucessfully logging into the Project Vault you will be directed to a landing page, 
this is your Dashboard. Here you will see the main navigation tools listed above along 
with other items specific to your company or project. Some specific items can be 
accesed from more than one location and will not be visible on your Dashboard until 
activated by our staff. Items include> review items, invoices, active projects, and notes.
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      Calendar
There are two types of calendars in the project vault. The first is the main calendar 
icon which shows events relative to your involvement with multiple display options. The 
second calendar is located within a specific project. See also: 3. Projects

      Projects
The projects area is the most indepth area of the project vault. After clicking on the 
Projects icon you’ll be shown a list view of your projects. (You can also click directly into 
an active project from the Dashboard > Active Projects list). Click on a project in the list 
and you will be directed to the “projects dashboard”. Once inside the Project Dashboard 
you will see 7 submenu items positioned horizontally accross the top. Each submenu item 
listed below:
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>Projects: Dashboard
Similar to the main dashboard described in item 1, this is also an overview page. The 
difference is that it is an overview of project specific information. Here again, some 
items will not be visible on your project dashboard until activated by our staff. Items 
include: creative brief, project notes, and project specifications. 

>Projects: Time Line
This shows the project time line in a linear fashion broken down into phases and tasks. 
Time lines are a visual guide of the project schedule. 

>Projects: Calendar
This calendar shows the project schedule via a monthly calendar layout. Here you will 
also see any project related meetings that are scheduled.

>Projects: Assigned Tasks
Visit this area often as it changes while your project is “in-production”. Each project is 
comprised of a number of phases and tasks. Based on the designated project time line, 
the tasks are shown in a list view. The staff member assigned to a task is required to 
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enter in their progress to allow all parties to monitor the status. The progress of a task is 
measured in percentages, if a task has not been started the percentage would be 0%,  a 
completed task would be 100%.

>Projects: Files
With any project, there is always content that you will need to compiled and deliver 
to our staff. Regardless if it’s pictures, text, or just an idea that was sketched out and 
scanned, use this area to upload the files. NOTE: because we work with many clients 
on this system, we have limited space on our servers, so if you have “numerous” hi 
res photos or videos that you need to provide, we ask that you provide us a CD/DVD 
or access to an FTP site (or both). Please notify us if you have a need to upload size 
sensitive files and we will make arrangements.

Along with uploading client files, this area is also used to download any files that 
are posted by our staff. This is often a great solution for secure transfer of sensitive 
material.

>Projects: Diary
This tool is crucial for sucessful project related communications and we request that 
it be used for all communications of this type. Each diary note is automatically time 
stamped for accurate documentation of all dialogue. After you type the diary note you 
can check who you wish to send the diary note to and also send a copy to your email 
for the record. After you save the diary note, the selected staff members will be given a 
notice (with the note attached) in their email application.
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>Digital Art Reviews (DAR):
Our project management system significantly streamlines the proofing and approval 
process. When your projects artwork is ready for review our staff will post a (DAR) 
which automatically sends a notification to your email. Once you receive the notice log 
into the system, review the artwork, and complete the review. An approval status is 
required, there is also an optional comments box both of which will be sent directly to 
our staff when the review is completed. Project milestones and final project sign-off are 
also presented to you throught the DAR interface. New DAR’s located: Items For Review

       Invoices
Any invoices that you are responsible for will be located here in list view. Click into any 
invoice for detailed information and download/printing options. Active invoices are also 
visible on your main Dashboard. See also: 1. Dashboard

       Project Requests
Complete a project request form and pro-actively initiate the opening of a new project. 
After completing the form our staff will automatically be notified to initiate the next 
step. Everything can be literally processed through the vault starting from the project 
request, to the estimate proposal and approval, to the execution, and then the invoicing. 
This eliminates duplicate information processing thus reducing any chances of 
miscommunication.
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      Items to Review
This area displays a list for all review items posted by our staff. Click on any specific item 
posted and you will be taken to the details  for that item. Each review item listed below.
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      My Information
Your personal contact information is stored in this area, please keep your information 
current.

>Estimates:
Similar to a digital art review, you will receive email notification when an estimate has 
been post by our staff for your review. Estimate can be approved or rejected with a 
detailed area for posting comments.

>Digital Art Reviews (DAR):
All new DAR’s will be visible in this location until completed. Once approved they will 
be moved to within the #3. Projects > Digital Art Review area and only visible within the 
specific project.


