INSITE CLIENT GUIDE

InSite is a web portal to the prepress environment that allows customers to work with their print

jobs over the internet. InSite enables customers to upload and download jobs; proof online with

geographically dispersed users collaborating simultaneously; append annotations or comments;

approve or reject pages and access your secure job over the internet using a standard browser.

Benefits of utilizing InSite

No longer need to create CD’s or DVD’s.

Secure uploading and downloading while maintaining job context
Reduce material costs

Reduce shipping costs

Perform a basic preflight and refine files in real time

Shorten proofing cycles

Remote change request

Accessibility from any web enabled Macintosh or PC

Collaborate across multiple locations with multiple users
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GETTING STARTED

File Naming Structure

File names should not be more than 25 characters and only include alphanumeric characters, periods and
underscores followed by the suffix .pdf. DO NOT use special characters such as @!() / in the file name.
Please name files starting with the individual page number or page range followed by title or code.

- 001_sunnyday.pdf

- 001_576849Title.pdf

- 001-015_sunnyday.pdf

If supplying revised files the naming structure should contain the revision number as r1, r2, r3.

Revision 1: 001_r1.pdf
Revision 2: 001_r2.pdf

Access to Hess’ InSite Prepress Portals

You can connect to your InSite portal through the URLS below.

Brimfield, OH: http://ohio.hps-insite.com

Woodstock, IL: http://illinois.hps-insite.com
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http://ohio.hps-insite.com/
http://illinois.hps-insite.com/
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System Diagnostics

Verify your computer is
compatible with InSite.

Login button. Once
show you a status window.

If something needs to be
updated you can update
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System Diagnostics

Kodax InSte 5.0.5.3081

If you are experiencing difficulties, your system may not meet Kodak InSite's software
and configuration requirements.

Check the report below to see if your system needs to be configured or upgraded.

) |

Close,

System
ics below the

, the system will

rom this window.

Java

System Properties

Web Browser

JavaScript

Cookies

Network Connection
« No proxy settings detected.
* Successfully connected to Smart Review.

Connection Speed

Operating System: Mac OS X (10.4.11)
0OS Version 10.4.11 is supported.

You are running Firefox on Mac OS X.
Browser version: 3.0.1
Web Browser is OK.

JavaScript must be enabled in your browser.
JavaScript is enabled.

Cookies must be enabled in your browser.
Cookies are enabled.

pdak Insite

Java must be enabled in your browser.
Java is enabled.

Java Vendor: Apple Computer, Inc.
Java Version: 1.5.0_13
1.5.0_13(supported).
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UPLOADING FILES
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Upload Files

Job Code: 6001 Upload Files... ) -
Created: 1 08 7418:03 AM Upload Files... ' Smart Review | Preview

Status: Active
Type: Pre-Production

Y App Summary

Upload Name: HPS Wdstk Test

Notes

Edit Properties No pages have been added for this job.
Manage Acoess

Move to Production
Set To Complete Y Reviewers

There are no reviews outstanding for this job.

¥ File Transfer

No uploads are in progress for this job.

From the Job Summary window
you can upload files by clicking on
the “Upload Files...” button. A
window will appear labeled
Upload Files. You can name your
upload in the Upload Name: and
then drag and drop the files that
need to be transferred in the
bottom window which will say
“drag your files here”. Click on
the Upload button and the files are
automatically compressed and
uploaded into the HPS-Ohio
Prepress file server. Once
complete, you will see a splash
screen stating “upload complete”,
and auto-processing will start.
After auto-processing is done an
email will then be generated to the
CSR letting them know the upload
is complete.

s

HESS PRINT SOLUTIONS

Name Last Modified Date Size Path
EM2007CHL_CGK_FM_i-iv.in... Tue Jul 17 21:06:2... 108... /Users/administrator/Deskt...

& ™

1 file(s) 1 MB. Cancel Upload

- )« +|
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OPENING FILES IN SMART REVIEW

To review your files you will need to launch Smart Review. Go to the Pages tab and click on a
page or select it and click on the Smart Review button.

r
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EM2007CHL_GK _FM [-iv.indd.p1.pdf Approval Requested | ) Approve
Last Moaified: /2008 7:23:(
o Modited. 100/20007:25 0 M X Reject
Pain\\YCS3843-172\
’ Araxivolume2_YCS3843-172_G\Jobs\ W) Clear Reviews
E HPS_0001\System\SubPages\
9 EM2007CHL_GK_FM_I-\.indd.p1.pdt P
= o Group
[@® Remove From Group
EM2007CHL GK FM i-iv.indd.p2.pdf O
1@ : 101912008 7:18:52 AM [ Downioad Proot
File Size: 43490
PalnAYCS3843-172\ n Download HiRes
= T
EM2007CHL_GK_FM_#-v.indd.p2 pat & Download JPEG
select Report
EM2007CHL GK FM i-Iv.indd.p3.pdf Approval Requested Hemove Pages
® Last Modified: 10/9/2008 7:19:52 AM
File Size: 37677

PalnA\YCS3843-172
AraxiVolume2_YCS3843-172_G\Jobs\
] HPS_0001\System\SubPages\
i EM2007CHL_GK_FM_I-vnad p3.pat

select
EM2007CHL GK FM i-iv.indd.p4.pdf Rrprovs] Razimuted
Last Moaified: 10/9/2008 7:19:52 AM
File Size: 6814
Pain\\YCS3843-172\
AraxiVolume2_YCS3843-172_G\Jobs\
HPS_0001\System\SubPages\
EM2007CHL_GK_FM_I-iv.indd.p4.pdf
select

Powered by Kodak InSite
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SMART REVIEW

Once Smart Review is open you will be able to annotate and review your files for content. Once
you and your Team have reviewed the files please do one of two things: Reject the Page by
clicking on the Red X, supply a new file or request corrections be made, or Approve the Page
by clicking on the Green Check Mark.

If corractions are necessary,

Click Close to end use the annatation tooks to
the Smart Review mark your changes.
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To view a different
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Move the annctaticn toolbar around
Pan across the page

Zoom in on an area of the page
Zoem out on an area of the page

Make a text annctation
Add a text stamp
Draw a free-form line
Draw a straight line
Draw a rectangle

Draw an cval or circle

Measure using the ruler

Measure a rectangle area
Position a horizontal guide
Position a vertical guide

Measure coler density
Versionng Compare fit the page to
(Prinergy caly) two pages the screen width
Rotate the View page Go to the previous Zoom up
image information of next page

to SOIOZ\z

Turn separations
on and off

Open the Annotation Manager
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Switch between
Full Screen and
Window mode

Bestfitto
screen

View 2 single
page or reader
spread

Show the pags
at actual size
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QUICK REFERENCE: REVIEW FILES
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Username:  HPSSales Go to the lnSi_te URL
e for your location
Language:  [English ¥ Brimﬁeld,. (2] LR
5 i o o http://ohio.hps-insite.com
Woodstock, IL:
S Doy http://illino'is.hps-insite.com
Forgol You Password?

Enter your username
and password

2

This is the Welcome
screen. Please select
the link below to
proceed.

W overview

O voos  [@ A

0 Welcome John Doe

Welcome 1o InSite

Creation Date

09/08/2011 8:56:51 AM

£ HPS._Sales_Test

Select the “Pages” tab.
— P v -eer—ll
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| — ] n
ApprovalRequested | ] Report

Page Groups

Untied |

—To Review or Approve pages, please

launch “Smart Review”.

4

Smart Review allows users
to review comment, add
annotations, zoom-in or
zoom-out and measure color
density.

Select the Preflight
Manager to preview any
warnings. Any color that
has been converted can be
measured with the eye-
dropper tool to ensure
accurate conversions.

Pages can be approved
or rejected with the click
of a button.

Check the InSite User
Guide for more details
about the Smart Review
toals.



QUICK REFERENCE: UPLOAD & REVIEW
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) Go to the InSite URL
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P/l P ” Drag and drop PDF
Enter your username 7" files here

and password

Process Wim: InSe Process 4c

Name ListModficd Date  Size  Path

&
Hess Print Solutions - Sa... _—
This is the Welcome
W screen. Please select
& Welcome John Doe the link below to
proceed. I : i
Welcome to InSite 0 fhe(s) OKB Cancel Upload
Jobs
Upload print job files and collaboratively proof
Suns. (AllActive Upload: Untitled
e it tomcsmsbty
| Name V4 Creation Date - Ehpesd Tne 0 o 5
Average Transter Rate: 39642KB per second
HPS Sales Test 0pages 09/0822011 8:56:51 AM Uploaded Files
Processing Status: Done
£ Warnings: 4
/L. Pretlight: 0 Errors, 704 Wamings. 0 information After the PDF files
F s ;:‘%Q;;f&:w}g:warlm-ma| 182,65x182.65 dpi on page 1. Minimum set have uploaded‘

i they will be auto-

. Prefight: PDF Preflight results has 800 wamings in xmi file :

SHTOTS0ArANoLme, HYIOTS0. MUBOSIPS, Saes”TestSysiemSubPagesWorking matically processed.
InSi Preflight: PDF Preflight resuls has 1 warning in xmi file
WHW10130\raxiVolume_HW10130_MUobsHPS_Sales_TestSystem\SubPagesWorking N

Close this window
Click the Upload Files when processing

L is complete
./ HPS_Sales_Test button *

Crmateg: 0310872011 8:36:51 AM w Preview > e
Status: Actve N— N—

Type: Pre-Producton

Y App y

Manage Access No pages have been added for this job.

¥ Signatures
There are no signatures for this job.

Y
There are no reviews outstanding for this job.

¥ File Transfer

No uploads are in progress for this job.
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@ HPS_Sales_Test

6

Select the “Pages” tab.
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Smart Review allows users
to review comment, add
annotations, zoom-in or
zoom-out and measure color
density.

Select the Preflight
Manager to preview any
warnings. Any color that
has been converted can be
measured with the eye-
dropper tool to ensure
accurate conversions.

Pages can be approved
or rejected with the click
of a button.

Check the InSite User
Guide for more details
about the Smart Review
tools.
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