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UPLOAD AND IMPOSED APPROVAL

URL: https:/insite.cjkgroup.com

UPLOAD AND IMPOSED APPROVAL

“Upload and Imposed Approval” is a one-time upload into InSite in which the CSR moves the job to
prepress. Once imposed, the assigned user(s) receive an Approval Request notification from InSite to
log in and review the final imposed trapped files, and approve the pages for print.

THE STEPS

® Your account manager will create an acro/issue folder in InSite ahead of schedule

NOTE fyou wish to get a notification email when the job  EEEEEIEEE

is created, check your email subscriptions under PR

Dinstsiy Evert Notteatan

your user name in the upper right corner once
logged into InSite.

® When the client is ready to upload files, if multiple
PDFs, they must be named to fall sequentially.

Examples: 001_covers.pdf

002_FM.pdf L]
003_text.pdf EE“:
004_BM.pdf S ks
OR o o

001_covers.pdf
002_Text.pdf

We ask ads and blanks be in place when uploaded.

With this workflow there is only ONE upload at this stage. DO NOT MARK THE PAGES AT THIS STAGE.

The account manager is notified of the file upload and sends the job to Preflight to be reviewed. If any
files are incorrect at this stage, the client will correct the files and upload the misc pages named with
_REV.pdf in the name.

Example: p12_REV.pdf or ppi12-25_REV.pdf

Once the job passes Preflight, it will move to Imposition.

After imposition is completed, the Image operator will log into InSite and send a Request Approval to the
users assigned to this task.

The client users will log in and review/approve the pages. If there are corrections that need to be done,
they upload the corrections with _CX.pdf in the name.

Example: Coverl_CX.pdf or pp300_CX.pdf

NOTE SsPA does not require any pages be marked Rejected, just upload the CX PDFs and that is
efficient for the AM to know the correction pages.

® Prepress will put the CX files in place and another Request Approval is sent out.

Once all pages are approved, the account manager sends the job to Press
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The DISTRIBUTION FILES section is used to upload any
mail lists pertaining to the order

Multiple files can be added at one time, if needed.
® Click Upload Distribution under DISTRIBUTION

® (same instruction as Support Files) Use Select File to
path to your files. Select and Open. Or drag and drop
them into the window

® Click Upload and Done

If other addresses need to be added that are not in
the mailing list:

Click Add Address
Type the address in the appropriate blue boxes

® Click the box at the bottom if you wish to add this

address to your Address Book for future orders.
Click OK

If addresses have already been added to your Address
Book:

JOURNAL INITIAL PRINT Continue Cancel Order

Save Order

JournalTitle lssueType  lssueMonth lssus Year

Click Select Address
Click the box to the left of the name
Click OK

Once addresses are in the order, you can add the
amounts for each address

® Type any messages for the Sheridan Account

www.sheridan.com

SELECT ADDRESS

Search: () ByName () By Grgarization

[

= Mame Organization Address

O Diane - o
G5T8 Adam Avenue

B Diane Johnson Wechunicsbarg

5P Sample Copies Diane
Wilsan's affice Within

O DINNEWLSON Prepress 450 Fame Avenue
Hanaver
1630 Farrn Hill Drive
O Don Koch et
Waynesharo Hospital Suite
O Dr Joe 6321 Main Street
Date. [T

File Size
03/08/2023 10:16 AM amMe [x]

DISTRIBUTION @

PO_092112_08 Sep-2023_10. 16 15 doex

Select Address

Date Quaniy CopyType addressfFile Fla Size

09/08/2023 10:16 A [ ] —Please Select—- v Mailinglist_0B-Sep 2023 10.16:30.xsx oM B
) ‘Diane Johrson, G578 Adam Avenue, Mechanicsburg, PA, L7055,

(iR i) =R Unite States, 19191911 a
) ACME Uniuersity,efa Joha Wilsan, Suite 21, 101 Linden Avene,

02023 10 Plessaslert—¥ | o o, i e ]

POR|Reference: @

Spedialinstructions: @

/8/2023 at 10:20 AM by Diane Wilsan:
Mail 2 auther cophes FedEx

9/8/2023 a8 10:20 AM by Disne Wilsan:
Canwesee a proof by 9/217

Type each instruction on a separate line.

Add Instruction

Save Order

ISSUES
Journal Titla Adreaym Vahema [T s Type Inmae ath hbie TRar Quasity
Carntisiogy Monthly o s 1 Rgular 1000

CONTENT FILES @
[ ‘Currently there ane na records available.

SUPPORT FILES §

T4 SR AM PO_GATINZ_14-Mar 3030 A1L 11 decx

. o [reg (1| = =

DISTRIBUTION ©

NI DAY AM Mailing List_14-Mar- 303381934 does o
isn Wanta, Grtands, P, XIA21.
OHI4ZI 0813 AM L Marketing SEGULAR
PORRelerence: O
Speclal instructions: &
MIA2UTI ot B:14 AM by Diane Witsen:

éeed proatin 3 days f passible

SELECT s

HOME MY ORDERS MY CONTENT ADDRESS BOOK SERVICE MANAGEMENT

Print Order Receipt

Continue Sign Out

Your arder transaction number is 1748551, Order has b led to di; “Continue" to add new orders or "Sign Out”
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HOW DO | ADD A NEW ISSUE FOR AN EXISTING TITLE

CREATING A NEW ISSUE
® From the Select Home screen, click on PLACE INITIAL

PRINT ORDER under JOURNALS. SELECT: Wous v osoess Jo—

From the Order screen, click Select Issues
Start typing the title in the Title/Acronym box
Select the title

Click on New Issue at the bottom

=M B EC
JOURNALS BOOKS MAGAZINES CATALOGS

Type the volume/issue and “on FTP” OR “thru InSite”

C”Ck Submit PLACK MITIAL PRRNT ORDFE BLACE ORCINAL PINT ORDER

PLACE
UPLOAD LS KLY

Follow the instructions on page 2 o e

Search for Journals by Title/Acronym, Year, Volume and Issue:

————— ] SELECT 7

d HOME  MYORDERS

T e R _
Biophysical Studies Journal of New INE rels labl |

Cultural Antropolo gy Test/CAT Gurrently here ore o seconds svalsble.
Diane Training Class/DTC
Diane Training SKS/DTSKS
Digiprint Test/DPT

ONTENT FILES &

Currently theve are no recond: arallable.

Dogs Are Cute/DOC Search for Journals by Title/Acronym, Year, Volume and Issue:
Eighth Generation Development, SUPPORT FILES &
Everything 2018/E2018 Mtlp/ AT | UplosdFies
Faransic . Cardiology Monthly/CM Corsntly a0t e A0 o Snlable.
Cardiology Manthiy/CM |
Goars and Gaskets/G G ay i BISTRBUTION
sreees S — o b | isson
e e e e Curremtly there arm no records msilsble.
Cardiclogy Monthly/CM 12 IR P4 Beturence: O
Cardiology Monthly/CM 12 45/R Special Instructivas: ©
Currentiy thees ane v recerds allabin
Cardiology Monthly/Ch 2 1R
Cardiology Monthly/CM 2 4R
Cardiology Monthly/CM 24 2R S
Cardiology Monthiy/Ch 25 1R
Cardiology Monthly/CM 25 2R
Cardiclogy Monthly/CM 3 1R
Cardiology Monthly/C 3 2R
Cardiology Monthiy/Ch 5 1R

Add Issue

H
8
@
a8

ADD JOURNAL ADD JOURNAL
Jowmal Fila Uptsas Options Jowmal Fils Uplaad Options
it W] fon FTP' Inicaty Wnls) ru InSite:
somsrnat . lacation: somsrnat . lacation:
Peadhuct Cwnar STM Press - Peadhuct Cwnar STM Prose -
somsenal Trsa: Cardislogy Menthly somsrnal Tisa: Cardislogy Menthly
e =] e =]
Volurra: 2 o 2
o (3 Rogular v O R L3 Roglsr v
e s arste
e Ve - e Ve -
I Code I Code
Cow Ty 9 5t Cower ) Masdl Gt Cow Ty 0 5kt Cower ) Mast Gt +
Desiription: Desiription:

For any questions, contact diane.wilson@sheridan.com 4
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