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Logging into Portal

1.  The URL for Portal is http://fileupload.jpapontiac.com.  Internet Explorer, Safari, Firefox, and Opera are all sup-
ported with the current release of Portal.

Type in your user name
and password provided
by your CSR

A screen appears that contains links to numerous help menus.  Just click 

If you enable the “Don’t show this window again.” Option - that menu will never appears again at
login but can be accessed in Portal by clicking on the Help button on the top of any screen and se-
lecting Getting Started.  These help menus contain good information. Please refer to them as needed.

Once logged in your product screen
will appear.  It shows all of YOUR
current products available in Portal.
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Menu Bar Tab Bar

Action Bar

Overview of Portal Toolbars & My Products

Back, Up, &
Foreword 
Buttons:
Use these to
navigate in Por-
tal and not the
Browser But-
tons.

Home (My Products)

Sign Out

Status colors are used in Portal to mean the following:

Blank not ready
Grey ready - no progress
Green in progress
Orange waiting for user interaction (approval)
Red error
Blue completed

Company     Publication Title      Issue

Part  Upload Pages            Approval Icon

# Pages to upload      # Pages uploaded 

# Pages not ready to approve       # Pages waiting for approval

# Pages in error          # Pages Approved
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To begin uploading pages click on the upload icon of
the issue you want to upload pages to.

After pages are uploaded and ready for approval you can
also jump straight to the approval process by clicking on the
Approval icon

Uploading Files to Portal
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Files appear as they are selected.  In this case, there are 4 individ-
ual files.  In “Part Pages” tab - type the position number that they
will be put in the run list.  If this had been one 4 page document, it
would appear as “File Pages 1-4” “Part Pages 1-4”.

When you select Use Java applet to upload, you may receive a
“Please wait for the “Browse” button” then click it to select file(s)
for upload...”  Browse to where the pdf or ps files are located and
click on Choose.

Check this box for Advanced Mode

Check the “Use Java applets to upload files” box

If the cover runs separate from the body and the body begins with page 1, (assuming a total of 24pgs), files would be identified as:
File Name File Pages Part Pages
123AU08_C1.pdf 1 1
123AU08_C2.pdf 1 2
123AU08_C3.pdf 1 3
123AU08_C4.pdf 1 4

And the Body would be:
File Name File Pages Part Pages
123AU08_p01-10.pdf 1-10 1-10
123AU08_p11-20.pdf 1-10 11-20

If the cover runs with the body and the body begins with page 1, (we’ll assume a total of 24pgs), files would be identified as:
File Name File Pages Part Pages
123AU08_C1.pdf 1 1
123AU08_C2.pdf 1 2
123AU08_C3.pdf 1 23
123AU08_C4.pdf 1 24
123AU08_p01-10.pdf 1-10 3-12
123AU08_p11-20.pdf 1-10 13-22

If the cover runs separate from the body and the body begins with page 3, (assuming a total of 24pgs), files would be identified as:
File Name File Pages Part Pages
123AU08_C1.pdf 1 1
123AU08_C2.pdf 1 2
123AU08_C3.pdf 1 3
123AU08_C4.pdf 1 4

And the Body would be:
File Name File Pages Part Pages
123AU08_p03-12.pdf 1-10 1-10
123AU08_p13-22.pdf 1-10 11-20

If the cover runs with the body and the body begins with page 3, (we’ll assume a total of 24pgs), files would be identified as:
File Name File Pages Part Pages
123AU08_C1.pdf 1 1
123AU08_C2.pdf 1 2
123AU08_C3.pdf 1 23
123AU08_C4.pdf 1 24
123AU08_p03-12.pdf 1-10 3-12
123AU08_p13-22.pdf 1-10 13-22

Once the pages are properly identified, select the grey box with the green arrow that reads “HTTP” located on the Action Bar to the left
of the screen or the Upload button below the list of files to be uploaded.
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Once files are finished uploading click on the Issue under the
Product to go to the Product Specifications page.

Once files have been successfully uploaded and streamproofs are available for viewing, the status bar will change.
Under upload - there were 24 pages in this job.  Beside the upload button, it shows 0 files left to be uploaded and 24
files uploaded.  At the approval state, it shows 24 files not ready for approval, 0 files ready for approval, 0 files rejected
and 0 files approved.  After a few minutes refresh the screen and some or all of the pages should be ready for approval. 

Status colors are used in Portal to mean the following:

Grey ready - no progress
Green in progress
Orange waiting for user interaction (approval)
Red error
Blue completed

A pop-up window should appear, be sure you do not
close this box during upload.  By enabling the box
in the lower left hand corner, it automatically closes
this status window when uploading is finished.

NOTE: If this pop-up window does not appear
check your browser settings for a pop-up blocker
and turn it off.



List View shows all
pages in a vertical list
view.
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Viewing Pages and Preflight Reports

Once your pages start to turn orange in the approval box you can start viewing them and any preflight issues Portal
finds.

1.  From the Product Specifications Page scroll down to Parts and click on the Approval icon.

2.  The Customer
Approval Tab
shows you thumb-
nails of all pages.
To change the way
they are displayed
try changing the
View.

Spine View puts a spine line running be-
tween pages to show how the pages will
layout.

Cover View displays only
the first 2 and last 2 pages.

The Ganging View shows all pages
ganged up together.
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Click to view a
Streamproof of this
page.

Click to view a
200dpi low res pdf
proof of page

Orange border - Page is waiting
on Approval

Blue - Page has been Approved

Click on page to view a
larger preview

To view a full preflight reports click on the clipboard with the red dot on it.

This will open the
Pitstop preflight re-
port in Adobe Ac-
robat and report all
failures and warn-
ings.

Once you are finished looking at the preflight results close the window and return to Portal.

Indicates there is an
image below 190 dpi on
this page.

Portal will allow you to export a 200dpi low res PDF of
any or all pages in a job by checking the checkbox below
the page(s) then clicking on the download files icon. Your
files will either download to your default download loca-
tion or open in Acrobat.
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Using Preview & Streamproof

While viewing pages in the Customer Approval Tab click on the thumbnail of the page to view a larger preview.

This will bring up a larger view of the page. 

Click on Use
SVG viewer in
the lower right
corner of the
screen to show
the Media, Trim,
Bleed, and Art
Boxes.

You can approve
or reject a page
while viewing a
preview proof by
clicking on the
thumbs up (Ap-
prove) or thumbs
down (Reject).

When finished looking at the preview proof click on the Up arrow to return to the thumbnail view of your pages.

Hover cursor over Image Only to
temporarily remove the guides on
the page.
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To view a Streamproof of a page click on the Streamproof Icon.

Tools 
Select   Zoom   Remark Options  Measure  Ink Coverage   

Show/Hide Ruler      
Show/Hide remark      

Show/Hide Trim Boxes

This Box sets what happens after the current
page is approved or Rejected.

Stay at current page

Move to next page

Move to next page to be approved

You can approve
or reject a page
while viewing a
Streamproof by
clicking on the
thumbs up (Ap-
prove) or thumbs
down (Reject).

Hand
Zoom

Remarks Tools

Full Screen Mode
press Esc to exit 

Fit page to screen Rotate Page (only ap-
plies to streamproof)

Current zoom level
Click arrow to change zoom 

Measuring

Ink Coverage
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Approving & Rejecting Pages
You can approve or reject pages in three different places:

Click the checkbox for the page(s) you want to ap-
prove or reject and then press the appropriate but-
ton on the left

Preview

While viewing a page you
can approve or reject it

Streamproof

While viewing a page you
can approve or reject it

To approve pages click on the
thumbs up icon and to reject
pages click on the thumbs
down icon.

Note: If you want to approve
or reject all pages at once, se-
lect the      in gray bar above
the pages and click on the
thumbs up or thumbs down
icon.

Ganged View (Thumbnails)

Note: If you reject a page you will need to
upload a new replacement for that position.



1.  click on the checkbox 
below each of the pages you
want to proof.

2.  click on the download 
files button to the left and 
save the pdf to your com-
puter.

3.  then open it in Acrobat 
and print it.

If the page(s) are blank or
only showing cyan color
channel in Acrobat open
your preferences in Acrobat
and turn on Overprint Pre-
view found under the Page
Display settings. 

In order for the pages to print cor-
rectly you will need to open these
PDFs in a full version of Acrobat,
NOT Acrobat Reader. At the Print
screen click on the Advanced button
and on the next screen turn on Simu-
late Overprinting, press OK and
proceed on to printing the document.

NOTE: With the Simulate Overprint-
ing option on it will take longer for
pages to print from Acrobat, so it is
advised to turn off this setting when it
is not needed.
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Printing Proofs From Portal


