
 

 

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 

 

 

 

 

 

 

 

 

 

 

INSITE CLIENT GUIDE 



 

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  

 

 

 

 

 

http://ohio.hps-insite.com/
http://illinois.hps-insite.com/


 

 

Verify your computer is 

compatible with InSite. 

Click on System 

Diagnostics below the 

Login button. Once 

complete, the system will 

show you a status window. 

If something needs to be 

updated you can update 

directly from this window. 



 

UPLOADING FILES 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

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. 



 

 

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. 

 

 
 

 

 

 

 

 

 

 

 

 



 

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. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 

 

 



 

QUICK REFERENCE: REVIEW FILES 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

QUICK REFERENCE: UPLOAD & REVIEW 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 

 

 

 

 

 

 

 

 


