























APPROVALS ARE FINAL

It’s important you understand that the approvals you make in Portal are real and final. Any approved page rejected by JPA will result
in correction charges.

After Approval

Your approval initiates production processes within our plant and obligates
both machine time and materials. Once you approve a page, you cannot change
it further in Portal and we assume that the piece is ready for final production
up to and including the actual printing.

If you approve a page by mistake, you must contact us immediately so we can
stop your job from processing and reset the page in Portal.

[ conce | The first time you make an approval in Portal, a warning dialog pops up
regarding final approval. You can uncheck the “Remind me next time” box at
the bottom to suppress further warnings.

SETTING POST-APPROVAL BEHAVIOR

Portal can jump to the next proof requiring approval after you take action on the current page.

Click on the Action menu (4§ ) on the right side of the toolbar and choose “Show next page after approve.” Then when you approve
a page, Portal will skip past pages that are not ready, rejected or already approved.

If you don’t want Portal to automatically
advance, you can manually advance through
pages using the navigation arrows.

APPROVING A SINGLE PAGE

You can approve a page as you review it in PDF View, Preview, or StreamProof
View. To make an approval, click the Approve button ( (&) while displaying a
page.

WORKING WITH SPREADS

If you are in Spreads mode in StreamProof, the default approval behavior is to
approve both pages in the spread. Deselect a page in the Navigator tab to the left
of the StreamProof window before clicking the Approve button to approve just
one page. In Preview if you want to approve a single page deselect a page by
clicking on the page number below the preview window before clicking the
Approve button to approve just one page.

Channels | Page Boxes

APPROVING MULTIPLE PAGES

It’s possible to approve multiple pages simultaneously from the
Pages area. Select the page or pages you want to approve by
clicking on them. You can select a contiguous range with the shift
key or select a non-contiguous range with the Command (Mac) or
Ctrl (Windows) key.

Once you've selected your pages, click the Approve button ( [g:])
in the toolbar.
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REJECTING A PAGE
If a page is incorrect, you can reject it in Portal. Click the Reject ([#2]) button in the Pages area toolbar, or while displaying a page in
either PDF view or StreamProof view. Rejection follows the same rules outlined in the previous section.

When you reject a page, Portal prompts you for a remark. Enter the
reason for the rejection and be sure to check the “Clear position(s)
after reject” checkbox.

The system records rejection remarks. This can be very handy when
multiple users collaborate on a job. By default, Portal hides rejection
comments. To view them, select “Ignore Replaced Pages” from the
Action menu ( £#) in the Remarks pane.

Remarks (2/2)

WRONG AD! Should be Modeltyme,

Ianore Replaced Pages [\

@ DvProfiles,mouos\Desktopl Quick St

Adsm Hopkins, today, 7i4...  Reply

WRONG AD! Should be Madeltyrne,

Even when remarks are suppressed in the Remarks pane, you can tell that a page has comments by the presence of the Remark icon
([Z) below the page thumbnail.

UPLOADING CORRECTIONS
Use the Upload pane to browse for replacement pages. Remember, you're probably better off creating corrections as single page
PDFs. Once they’re uploaded, you drag them into the placeholders, then submit to complete the page assignment.

The cycle now repeats — an email is sent to you when the pages are ready for approval, you log on, you review the proof and approve
it.

HELP RESOURCES

Knowing where to get help when you run into an issue is important.

Questions about using Portal?

Portal has a built in help system. Most of the topics you’ll need are already clearly labeled in the pop-up menu. To perform a search,
select any topic then click the Show Navigation ([IE] ) icon in the upper left corner of the window. From there you can click on the
Search tab.

Caontents  Index Search | Favorites

Type in the word{s) to search for.
Gol |

LET’S COLLABORATE
Welcome to our online proofing and approval system. We’re sure you’ll find Portal easy to use, efficient and beneficial to your business
in both reduced proofing costs and time savings.

See you online!
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