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What is InSite Prepress Portal?
The Kodak InSite Prepress Portal system is a web portal to the prepress environment that lets
printers and their customers work with print jobs over the Internet. Prepress Portal helps to manage
the proofing, correction, and approval process so that it is more efficient.

Logging on and off

1. Open a web browser, and type the address (URL) of the Prepress Portal server.

2. Type your user name and password, select a language, and click Login.
3. To log off, click Logout in the top-right corner of the toolbar.

Checking your system configuration
The first time that you use Prepress Portal, check your computer to ensure compatibility.

Click System Diagnostics to run a diagnostic check of your system and view a report.

For a complete list of supported operating systems and web browsers, see the InSite Client
Configuration document.
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Getting help
For complete instructions on performing an action in the Prepress Portal software, see the
InSite Prepress Portal Help.

In the software, in the top-right corner of the toolbar, click Help.

Viewing your roles
The actions that you can perform in Prepress Portal depend on the roles that you are assigned.
Roles are collections of user rights.

To check which actions you are able to perform, check your roles and the selected user rights.

1. Click your name on the toolbar.
2. In the User Roles area, view your assigned roles.

3. Click (i) to view the selected user rights for the role.

Creating users
Create a user account for each person who will use Prepress Portal.

Requirements: Your customer role must include the Modify Customer right and the View
Users right.

1. As a customer user, if you have access to more than one customer, select the desired
customer, to whom you want to add a user.

2. On the toolbar, select Administration.

3. Under the Administration, in the Users And Groups area, click Create User.
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4. Type the user information and assign roles to the user.

5. Click Create.

Creating user groups
You can also create user groups to streamline the process of setting job access and requesting user
reviews when there are many people with different roles and responsibilities working on jobs.

For more information about creating user groups, see the InSite Prepress Portal Help.

Creating a job
Requirements: Your job role must include the Create Jobs right.

1. In the Overview area, click Create Job.

2. As a customer user, if you have access to more than one customer, select the desired
customer, for whom you want to create a job.
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3. Type a job name. If desired, type a job description, job code, or project code.

4. To allow other users to access to the job, in the Job Access area, click Add Existing Users
and set their desired job role.

5. Click Create.

Viewing jobs
On the Jobs view, you can search for jobs and filter jobs, based on their status.

To open a job, click the job name.
Each job contains four tabs: Summary, Pages, Downloads, and History. You can view
different job information and perform different actions on each of the four job tabs.
● The Summary tab:

This tab provides basic information about the job and allows you to perform job-level
tasks, such as editing the job properties or managing access to the job.
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● The Pages tab:
This tab displays page thumbnails and other information about the pages in the job. You can
filter pages to display, view who has been asked to review or approve pages, and perform
actions to pages.

● The Downloads tab
This tab displays the files that you can download.

● The History tab
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This tab displays the history of actions performed on the job. You can view four
categories of history information: Transactions, Uploads, Info Sheets, and Secure Links.

Managing user access to jobs
You can control which users can work with specific jobs.

On the Summary tab, select Manage Access.

For more information about managing user access to jobs, see the InSite Prepress Portal Help.

Uploading files

1. In the Jobs view, click the name of the job that you want to work with.
2. On the Summary tab, click Upload Files.

3. Drag files from your desktop or network into the Upload Files dialog box, or browse (the +
button) to locate the files.

4. If the job is enabled for processing and if the Process With list appears, select an upload
processing rule. Otherwise the files will be processed based on the default rule listed.

5. If desired, type a name for the upload and type a note describing the upload.
6. Click Upload.

The Upload window appears to show the upload status information.
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7. Click Close.
If the job is enabled for processing, the Upload Processing window displays the progress of the
processing. You can still close the window; processing will continue.

Asking users to review or approve pages
You can ask users to review pages or to give final approval for printing.

1. In the Jobs view, click the name of the job.
2. On the Pages tab, click the pages that you want reviewed or approved, or click Select All.
3. Click Request Approval.
4. Select the people or groups who you want to review or approve the pages. Next to each name,

select Final Approval or Review.

5. Click Request Approval.
The Pages tab now shows the users who have been asked to review or approve each page.
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Note: The details of the requested approvals are displayed only in List View. The Gallery
View does not display them.

Viewing pages in Smart Review

On the job's Pages tab, click Smart Review or click the page.
The pages open in Smart Review.
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Number Area in the Review window

1 Files list

2 Canvas area

3 View and zoom tools

4 Annotation toolbar

5 Information panels (provide detailed information about the file, such as separations and annotation
details)

6 Approval  and user status panel

Smart Review tools
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Annotating pages in Smart Review
Requirements: Your job role must include the Annotate right.

While you are reviewing or approving the pages, select the desired annotations tool to
annotate the pages.

Working in a collaboration session
Multiple users can work on the same file at the same time. It is known as a collaboration
session.

For more information about working in a collaboration session, see the InSite Prepress Portal
Help.
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Reviewing and approving pages
You can review, approve, or reject pages in Smart Review or on the job's Pages tab. In Smart
Review, you can also request corrections for pages. In Smart Review, you can review OK or approve
only one page at a time. On the job's Pages tab, you can review OK or approve multiple pages at
once.

Requirements: Your job role must include the Give Final Approval right for approving or rejecting
pages.

Smart Review
● Reviewing

Review - OK Review - Not OK

a. Click Approve.

b. (Optional) Type a comment in the
Comment box.

c. Click Apply.

a. Click Reject.

b. (Optional) Type a comment in the
Comment box.

c. Click Apply.

● Approving

Set Final Approval Reject Request Correction

a. Click Approve.

b. Select Approve.

c. (Optional) Type a
comment in the Comment
box.

d. Click Apply.

a. Click Reject.

b. Select Reject.

c. (Optional) Type a
comment in the Comment
box.

d. Click Apply.

a. Click Reject.

b. Select Request Correction.

c. (Optional) Type a
comment in the Comment
box.

d. Click Apply.
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Pages tab
● Reviewing

Review - OK Review - Not OK

a. Click Approve.

b. (Optional) Type a comment in the
Comments box.

c. Click OK.

a. Click Reject.

b. (Optional) Type a comment in the
Comments box.

c. Click OK.

● Approving

Set Final Approval Reject

a. Click Approve.
b. Select Give Final Approval For Pages.

c. (Optional) Type a comment in the
Comments box.

d. Click OK.

a. Click Reject.
b. Select Reject Pages.

c. (Optional) Type a comment in the
Comments box.

d. Click OK.
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Viewing pages in Preview
Preview is a tool that enables you to preview pages with page arrangement. You can also perform
approve or reject pages actions; but you cannot review pages.

For more information about the Preview tool, see the InSite Prepress Portal Help.

Creating secure links
You can set up an e-mail link to the pages in a job that doesn't require the user to have a Prepress
Portal account. The Secure Link feature opens a view directly into the pages that you want the user
to review or approve.

For more information about creating secure links, see the InSite Prepress Portal Help.

Getting more information
For more information and complete instructions about performing an action in any topic in this
document and for topics that are not included in this document, see the InSite Prepress Portal Help.

Working in a collaboration session 13


	Contents
	What is InSite Prepress Portal?
	Logging on and off
	Checking your system configuration

	Getting help
	Viewing your roles
	Creating users
	Creating user groups

	Creating a job
	Viewing jobs
	Managing user access to jobs

	Uploading files
	Asking users to review or approve pages
	Viewing pages in Smart Review
	Smart Review tools

	Annotating pages in Smart Review
	Working in a collaboration session

	Reviewing and approving pages
	Viewing pages in Preview
	Creating secure links
	Getting more information

