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Logging In
Using your computer’s web browser, navigate to the Trademarx Artwork Approvals
software at http://usaf.trademarxonline.com/. Once the page has loaded, you will be
presented with the login screen.

Enter your e-mail address and password in their respective fields and click the “Login”
button.
If you are using a public or shared computer, it is recommended that you do not check the
“Keep me signed in” box.
If this is your first time using the Trademarx System, you will be prompted with the EndUser License Agreement (EULA), which must be accepted to proceed.
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In the event that you forget your password, you can initiate the retrieval process by
clicking on the “Forgot your password?” link. Enter your e-mail address in the text field
and click the “Submit” button. You will be returned to the login page. In a short while,
you will receive an e-mail containing instructions detailing the rest of the password
retrieval process.
If you do NOT receive a password, then the email you supplied is not active in
Trademarx.

Submitting a New Design
After logging in, you will be presented with the Submission Center.

The Submission Center allows you to submit new designs or videos (to include radio
spots) as well as sort, search, and flag your existing designs and projects.
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To submit a new design, click on the “Submit a New Design” button for images, or
“Submit a New Video” for video submissions.

Load the file to be submitted.
For designs, you must submit a .pdf, .jpg, or .png file type so that the image can be
displayed in the Virtual Markup Tool (VMT). There is currently a limit of one file per
submission. Multi-page .pdf files may be submitted. There are no limitations to the file
size (larger files may take longer to load). Please follow the FAQ at the end of this
document for a description of the “Best Practices” for creating .pdf files to be used by the
system.
 Click the “Browse” button to access your computer’s file structure.
 Select the file.
 Later, when you click “Submit,” the file will be loaded to the website.
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Contact Information
Please note, initially the contact information
fields will be blank. After you have completed
this information for the first submission, upon
successive visits, the information in the contact
fields will be automatically loaded with the
information provided from the most recent
submission. Please check this section each time to
ensure that the contact information remains
current.
To complete your contact information, please
enter:
 Your name (required)
 Address including city, state, zip, and country
(required)
 Phone (required) and fax
 A valid e-mail address (required)
 Any additional e-mail addresses (separated by
a comma) that should receive copies of system
e-mails such as notifications about a change of
the status of the submission or comments
posted by the Licensor.
Design Information
Please enter or select an existing project name for your
submission(s). A “project” is a logical grouping of
submissions.
If this is a new project:
 Click the “Create a New Project” link beneath the
“Project” drop-down menu.
 The drop-down menu will transform into a text box.
 Enter the new project name into the textbox.
If this is an existing project:
 The project name will appear in the “Project”
dropdown.
 Select the project name from the list.
If you have the option to submit different types of submissions, you will see the
Submission Type dropdown. If you see this dropdown, select the appropriate submission
type (note: the complete submission form will not be available until you select a
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submission type). If there are multiple routing options for this submission type, please be
sure to select the appropriate routing.
Complete the required design information:
 The name of the design (required).
 An internal design number (required). This is a place to record your own design
number. If you don’t have your own design number, you can enter any text you’d like.
(The ID # on the submission center screen is an auto-assigned number)
 A brief description of the design (required).
(Optional) Select a template:
Many of your submissions may have the same submission details. If you have saved
submission details previously as a template, this information can be loaded automatically
by selecting the template. To do this:
 Click the “Load from Template” drop-down menu to select an existing template. (Note:
There will not be any templates to select until you have saved a design as a template.
There is a checkbox at the bottom of the screen which you can check in order to save
the design details for use as a template for future submissions.)
 Click the “Manage templates” link to view the Template Manager and edit or delete
templates.
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Submission Details
Please contact your Licensor directly for questions about their submission form. Below
you will see the details of the submission form.
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Submitting the approval request
When you have completed entering all of the necessary design information, click the
“Submit” button. You will be taken to the VMT, where you can review your new
submission. Please make sure the design is rendered properly in the VMT. If you cannot
see the design, please review the FAQ at the end of this document for a description of the
“Best Practices” for creating files to be used by the system.

Or, if you will be submitting additional designs for the same project, click the “Submit
and New” button when finished. Your approval request will be submitted and a new
design submission will load with all of the same submission information. Then, you will
need to browse for the correct file and change the design name, design number and
design description.
Saving a Template
If you anticipate that many future submissions will share the same submission details,
you may save the information as a template by checking the “Save this design as a
template?” checkbox. This template will then be accessible in the “Load from Template”
dropdown in the Design Info section for future submissions.
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Managing Your Projects/Designs
If you have selected to group designs by project, the Submission Grid grants you a brief
overview of your projects and their statuses. Clicking on a project name will expand it to
list all designs under the selected project.

A design may be designated as Pending
Resubmit , or Rejected .

, Approved

, Approved with Changes

,

You are able to arrange the projects within the Submission Grid by several criteria
(Project Name, Licensee, Due Date, and Created At), using the “Sort By” drop-down
menu.
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You can also choose to display submissions independent of their projects by un-checking
the “Group Designs By Project” checkbox. This allows you to sort all your designs
regardless of the project they’re in. You can also quickly see the status of your designs
without having to expand any projects.

Using the Search Box, design names and descriptions can be searched for specific text, or
for a specific status or submission type. Once you have designated your search criteria,
clicking the blue circle with the white arrow will begin the search, and the submission
grid will be filtered to match your criteria. The advanced search will allow you to search
all design submission fields.

You are also able to flag and then filter designs that may be important to you.

A project or design may be flagged by clicking on the checkbox to the right of the
respective row in the submission grid followed by the “Flag Selected” button.
Alternatively, you can simply click the white flag outline, located to the left of a design.
Clicking on the “Flagged” filter button will only show flagged designs in the submission
grid.
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Viewing Submission Details
Clicking on a design will bring you to the Virtual Mark-up Tool (VMT). The VMT
allows you to view your design submission, view sticky notes placed on your design, and
post, review, or reply to any comments made concerning your submission.
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Users can interact with the design by dragging it around in the VMT, or by using the
VMT Controls to zoom in or out, center the design, or rotate the design.

The revision drop-down menu allows you to select from all submitted iterations of the
design – the VMT will update comments and sticky notes according to the selected
revision. The first iteration of the design is referred to as, “Version 1.” All subsequent
submissions will be referred to as, “Revision N,” where N is the number of times the
design has been submitted.

If the design contains multiple pages, you will be able to access them
via the page thumbnails on the left of the VMT or by using the paging
buttons in the bottom left and right hand corners of the VMT.

A small yellow note next to the page thumbnail indicates that the
design has at least one sticky note applied to it.

To post or reply to a comment, enter your message in the “Post a new comment” text
field and click the “Post External Comment” button.
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Printing the Design Details
To print the submission details, in the Design Information box, select “Print.” This will
direct you to open or save the .pdf of the design details for the submission. The .pdf will
include the status history of the submission, the comment history of the submission and
each page of the submission with any posted sticky notes.

Resubmitting a Design
A design can be resubmitted directly from the original design. If your design has been
designated Resubmit , clicking on the design will bring you to the VMT. At the top of
the screen, you will be given the option to resubmit this design and to download the
original submission:

The VMT maintains the original submission and any subsequent revisions. Designs
within a project are processed independently. Therefore, if one design requires
resubmission, other designs within the project may not need to be resubmitted.

Cancelling a Design
You are able to cancel a design submission until the Licensor has reviewed it. Above the
image, the VMT will display “Delete This Design” button.

After it has been reviewed, you must contact the Licensor directly and request that the
design be cancelled.
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Changing Your Password
You may change your password by clicking on the “Dashboard” button at the top of the
screen then the “Welcome (Licensee)” link. Click the “Settings” link in the drop-down
menu then the “Change Password” link on the bottom left of the screen. Simply enter
your old password, your new password and password confirmation then click “Update”.

Logging Out
After you have finished with the submission center, it is recommended that you log out of
your session. The log out button is located in the “Welcome (Licensee)” link in the upper
right hand corner of the website. Click on the link to access the options menu.

Clicking on “Logout” will sign you out of the Trademarx Design Approvals system and
return you to the login screen.
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FAQ: Trademarx Artwork Approvals Site
What is the address for the site?
http://usaf.trademarxonline.com
Does it matter which browser I use?
No, Trademarx works across a variety of commonly used browsers such as Internet
Explorer, Firefox, and Safari.
How do I prepare my files for upload?
Follow these guidelines when creating and preparing a file for upload:
• Resolution of 72-200 DPI
• Decrease the resolution of embedded images to 100-150dpi
• Use an RGB color space
• Outline all fonts. To outline fonts in Illustrator, right click the text and select
“Create Outlines.”
• Save to an older format/make compatible with Acrobat 5 (PDF 1.4)
• Simplify any complex vector graphics/gradients
• Flatten into a single rasterized image. To flatten an image in Adobe Photoshop or
Adobe Illustrator, go to the “Layer” menu and select “Flatten Image.”
If these guidelines are not followed, the file may not display or may not provide enough
image quality to view the details of the design. NOTE: Licensees must confirm designs
are rendered accurately in the “Virtual Markup Tool” so the licensor can view them
properly. Don’t submit a design that doesn’t render. If you have difficulty uploading a
file please contact Trademarx or your Licensor.
After saving a file to a jpeg, pdf or png file, please open it and view to check that the
image is displaying correctly.
What types of files will display?
JPEG, PDF & PNG
I have a file that is not a JPEG, PDF, or PNG. What do I do?
Convert your file to a JPEG, PNG, or PDF before loading the file. If this is not possible,
there are a number of ways to convert your file to a JPEG, PDF, or PNG. If you are using
Adobe Illustrator or Photoshop, navigate to the “File” context menu and select “Save
As…” Select PDF from the “Save as type” drop-down menu. Click the “Save” button.
You will be prompted with the Adobe PDF Options dialogue. Select “Acrobat 5 (PDF
1.4)” from the compatibility drop-down menu. Click “Save PDF.”
Additionally, if you do not have access to Adobe Illustrator, Adobe Photoshop, or any
other image manipulation software, you can register at the Adobe Convert to PDF
website for free: http://www.adobe.com/acom/createpdf/

16 of 17

Trademarx Artwork Approvals User Guide – Licensee
Are there size limitations on files submitted?
There are no limitations on the size of a file submitted. However, the larger the file the
longer it will take to upload for submission.
Can I submit a multi-page PDF?
Yes, multi-page PDF files may be submitted.
I forgot my password. What do I do?
Click on the “Forgot your username or password?” link at the login page. You will be
directed to enter your assigned e-mail address (username). A link to reset your password
will be sent to that e-mail address.
I forgot my username. What do I do?
Your username is the e-mail address where you receive communication from the
Trademarx system. If you do not know where this is received, please contact your
Licensor.
My username and password is not working. What do I do?
Please check that your username and password have been entered correctly. The
password is case sensitive so you should check that “Caps Lock” is not on. If your log-in
information is still not working, click on the “Forgot your user name or password?” link
at the login page. You will be directed to enter your assigned e-mail address (username).
A new password will be sent to that e-mail address. If you do not receive the e-mail, or
the new password does not provide access, please contact your Trademarx or your
Licensor.
My e-mail address has changed. What do I do?
Please contact your Licensor with your name, company name, and old e-mail address
along with your new e-mail address.
How long before I get a response to my submission?
Submissions will continue to be reviewed within the response times specified in your
licensing agreement with you Licensor.
This FAQ has not answered my questions, who do I contact?
For process related questions and questions related to your licensing agreement, please
contact you Licensor.
For system related questions or issues please contact Trademarx:
support@trademarxonline.com.
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