Insite — Uploading Files

1. Login using you Username and Password.
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2. Double click on required job to access the page area, you can also us the status menu to

filter your job lists.

Welcome tiln mac

Welcome to Kgdak InSite 5.0

Jobs

|pload print job files and collaboratively proof pages.

[tatus | All Active v

1Job Search Jo
Name Creation Date = Pages Requiring Approval Pages Awaiting Correction
V 12345 scotistest o pages 11/20/2008 8:25:02 PM 0 0
3. With the Summary tab selected click on Upload Files.
P
N\
0 12345_5(:01.151:951! e j Summary \[) Pages W Downloads W History 1
N\ AN J/
Created: 11/20/2008 8:25:02 PM Smart Review Preview
Status: Adtive
Type: Fre-Freduction ~
v mmary ¥ Info Sheet [ Create )
Edit Properties Mo pages have been added for this job.

Manage Access There is no Info Sheet for this job.

¥ Signatures

¥ Hotes -
There are no signatures for this job.

Add Note |

Mo notes have been added for this job.

¥ Reviewers

There are no reviews outstanding for this job.

¥ File Transfer

Mo uploads are in progress for this job.
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4. From this dialogue box you choose your files and make comments relative to this

specific job if required.

f Upload Files - Windows Internet Explorer

£ | httpyfinsite, eclipsecolourprint, co.ukiSite/Pages/ AppletiUploadJob, aspx?CustId=D0807 1 CFEE72CF48902F 54234798868 ¥

Upload Files

‘Upload Name: |Batch 1

»
Hotes

|_In the upload Name field you can
name your files relative to this job.

\15 pages A4 4 colour with 2 pages to follow,

Process With: Refine CMYK

——

/M Last Modified Date Size | Path
GuideCover_CAR v2.pdf Tue Mow 18 15:37:56 G,,, 1217904 Ci\Documents and Settingsiscoty, ..
FROMTCover_GranCanaria.pdf FriMow 07 13:49:50 GM... 1430515 C:\Documents and Settingsiscoly...

\

T
2 filefs) 2.5 MB Cancel QD

You can write notes if required.

These buttons takes you to your
location where your files are stored and
deletes files from the list which are not
required for uploading.

L. Once you have selected you files they
appear in the lower window.

Done / € Internst H100% v

5. Once you are happy with your selection click the
process.

ﬂ: Upload - Windows Internet Explorer

£ | httpiffinsite, eclipsecolourprint, co.ukfSite/Pages/Applet FilaTransfer Job, aspx?CUstId=D0207 1CFEE72C ¥

Upload

Uploading to: 12345_scottstest Cancel 1
o 13% |
File: GuideCover_CAR w2 pdf

Uploaded: 0 of1 Files { 160.0 KB of 1.16 MB )
Time reraining: 0 secs Transter rate: 0 KB/sec

|

Done e Internet H100% -

Upload button to start the upload
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6. Once your pages have been uploaded and ‘refined’ by Eclipse you will note the

‘Approved Requested’ comment to show your file is ready for you to view and
Approve/Reject.

3 12345_scottstest

Show pages matching the criteria
below.

Status

| a1 Pages |
Reviewer

[l |
Signature
[l |
Page Groups

Mew Edit Delete

All

Unfiled

|/ Summary J Pages r Downloads \H} History \|
[ UploadFiles.. | [ SmartReview | 7 Pages Select All Selectlone Fages Selected: 0
nEm Sart By: Mame v e~ 0O O Collapse
7 N\ .| 7 RequestApproval
Cover_Europe&ltaly.p1.pdf 1
| P Y.p1.p Approval Requested @ Approve
s 1 @ Lest Medified: 11/25/2008 7:50:45 PM

File Size: 2215625

12345_scottstest\System\SubPagas\
Cover_Europeditsly p1.pdf

Path:\\HW11031\ArsxiVelume_hw11021_JJobs\

FRONTCover_GranCanaria.p1.pdf

aaiis | ® Last Medified: 11/25/2008 £:00:20 FM
i

] Fil= Size: 2450750

e
. Path:WHW1 1031 \ArsxiVolume_hw11031_Juobs\
12345_scottstest\System\SubFages\
l
select

FRONTCaver_GranCanaria.p1,pdf

Approval Requested

X" Reject

W) Clear Reviews
Add To Group
Remove From Group

Download Proof
Download HiRes

Download JPEG

W& & &

Report

7. All Approvals, Rejects or annotated comments to pages are automatically emailed by
the software to the designated Customer Service Representative so communication

between customer and Eclipse is constant.



