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CONFIDENTIALITY NOTICE:

This technology information is being provided to you on a confidential basis for the sole purpose of processing files and orders
with Courier. By your receipt hereof, you acknowledge and agree that the information contained herein is highly confidential
and shall not be used for any other reason whatsoever without our express written permission. You acknowledge and agree that
you are not permitted to publicize or share this information with any other person, including without limitation, any of our
other customers, our competitors or our suppliers. You understand that any such disclosure would cause irreparable harm to us
and that we will be entitled to seek an injunction from a court of law to block any disclosure in addition to monetary damages.
If you do not agree to these terms, you must immediately inform us in writing and return or destroy all files or documents
(including any electronic files) containing this information.
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Getting Started

Things To Know

If this is the first time you've used Proof Check, please see the How To
document Proof Check, Qualifying your system and other things to know. If
your job has not been created yet, please see the How To document Proof
Check, Creating a new job. All How To documents can be found at http://
www.rightfromthestart.com.

Mac users accessing Proof Check via Safari 5.1, Firefox 4 or newer
versions will need to reconfigure their Java Preference settings. Details
can be found in the How To document Proof Check, Qualifying your
system and other things to know.

Additional Information

All users have the ability to upload files. This provides flexibility within
the system given every organization may assign responsibilities slightly
different from one another.

If you do not see your job listed, one of two issues could be at play.
Either your job has not been created yet or you were not given access to
the job when it was created.

If your job has not been created yet, please see the How To document
Proof Check, Creating a new job.

If your job has been created, but you were not given access to the job
contact your internal Customer Administrator or your respective Courier
Customer Service Representative. A user can be added to a given job

at any time. For details please see the How To document Proof Check,
Adding a user to an existing job.
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Uploading Files

Ready to Upload

After successful job creation, files can be uploaded via Proof Check.
Proof Check is a web portal directly into our Prinergy prepress workflow.
When files are uploaded via the Proof Check server they go directly into
the job on Courier's Prinergy server. All users have the ability to upload.

NOTE: Any correction files
should begin with "CRX_"
within the file name. In the
event you are using a single-
page workflow you may
retain the same name and
overwrite the Rejected page. http://courierfastpath.com.

To upload files, please follow the steps as outlined below.

Always preflight your files before final submission. Courier offers a free
PDF preflight service called File Check. New users can register at

1. Locate your specific job You can locate your job via searching by
and click on the name. Title ID, Short Title, Author or ISBN.

Jobs [ Create Job |
Upload print job files and collaboratively proof pages.
Status | All Active ¥ 1 Job L [Search Jobs ]

Name Creation Date = Pages Requiring Approval Pages Awaiting Correction
Framing - Volume 2 (112782 TID1 Opages 6M11/2010 12:08:23 PM 0 0

ISBN: 8TEE54321XXX2
Authar: Wagnar

2. Click Upload Files found on the Job
Summary tab of your specific job.

N

(112782_TID) Summary |  Pages [ sty )

[Uplaad Files...j _Smart Review )| Preview

¥ Approval Summary ¥ Notes [ AddMote
Mo pages have been added for this job. Mo notes have been added for this job.
¥ Signatures

There are no signatures for this job.

¥ Reviewers

There are no reviews outstanding for this job.

¥ File Transfer

Mo uploads are in progress for this job.
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3. Enter a name that briefly describes

the files being uploaded. 4. Enter any additional notes that need brought
to Courier's attention.
eBole Upload Files
Upload Files
IMPORTANT
Upload Name: Volume 2 Drag-and-Drop will not work when using
. Safari 5.1, Firefox 4 or newer. Users
First printing, files complete. will need to click the button below and
browse to the requested files.
Please see the How To document Proof
Check, Qualifying your system and
other things to know for additional
important instructions.
4
Process With: 4C_REFINE
Name Last Modified Date Size Path o
Framing_Vol2.pdf Mon Feb 01 09:34:... 613... jfUsers/bmarple/Document... —
X
1 file(s) 58.5 MB Cancel Upload
A
5. Drag your files here.
6. Click Upload.
o NeNe! Upload
Upload
Uploading to: 112782_TID F e
[ Cancel |
i 3% |
File: Framing_WVol2. pdf
Uploaded: O of 1 Files { 2.18 MB of 58.47 MB )
Time remaining: 2 mins Transfer rate: 546 KB/sec
P
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Upload Details

The Upload Details dialog box will inform the user of all files uploaded
and processing status. If the job was created with an Auto Refine Job
Template for automatic processing, details will be contained within this
dialog box.

Upload: Volume 2

Upload: Volume 2

Upload Complete
Files uploaded successfully
Uploaded: 1 files [SSBB1KB)
Elapsed Time: 124 seconds
Average Transfer Rate: 478KB per second

Processing Uploaded Files
Processing Status: Done

-
3 Errors: 3 ! Warnings: 7

L. Preflight: 2 Errors, 16 Warnings, 124 Information

g Preflight: found non-embedded font ArialMT on page 3 for PDF file: Framing_Vol2.pdf.

/1. Preflight: PDF Preflight results has 3 warnings in xml file
WHW11655\A&raxiVolume_hw11655_J\Jobs\1 12782 _TIDASystem\SubPagesWorking\Mormalize 141 5\Framing_Vol2.p1_rep.xml.

;v Preflight: PDF Preflight results has 1 warning in xml file
WHW1 1855\ AraxiVolume_hw11655_JAJobs\112782_TID\System\SubPagesWorking\Mormalize1y5\Framing_Vol2.p2_rep.xml.

g Preflight: found non-embedded font ArialMT on page 1 for PDF file: Framing_Vol2.p3.pdf.

;1. Preflight: PDF Preflight results has 3 warnings in xml file
WHW11655\AraxiVolume_hw11655_JAJobs\112782_TIDASystem\SubPagesWorking\Normalize 141 5\Framing_Vol2.p3_rep.xml.

During the upload the file processing details should be reviewed. There
are two different icons that indicate either Warning or Error.

Warnings should always be researched. Warnings may include low-
resolution images, thin lines or file overwritten notification. Warnings

NOTE: An automated Email may inform the user that something was missed during initial preflight,
is sent to the Courier CSR may need corrected and new files uploaded.
whenever files.have been Errors must be researched as well. Errors indicate the file being uploaded
uploaded to a job via Proof either failed to process or failed preflight. Errors require the issue be
Check. resolved and new files uploaded.
. 4
! Warning fﬁ, Error

Please see the How To document Proof Check, Interactive Preflight for
details regarding how to use the interactive Proof Check Preflight.
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Requesting Review / Approval

Reviewing vs. Approving

Reviewers basically state that the pages look okay or don't look okay.
The Final Approver gives final approval by setting the status of the pages
to Approved. The Final Approver has the ability to actually Reject pages
as well if needed. There can be only one Final Approver per job.

If only one person is required to look at the proofs there is no need for a
Reviewer, only a Final Approver.

Notifying others when proofs are ready to review or approve

Once all of the pages have successfully processed, users involved in the
project need to be notified the proofs are ready for review and approval.
Users are notified via automated Email by changing the status to
Approval or Review Requested while selecting individual users or groups
that need to review the proofs.

1. Click on the Select All link.

112782_TID) " Summary ] Pages | History )
[Upluad Files._.:l | More Tools... | ¢] Select All  Select Mone Pages Selected: 8
View: 2 #l SortBy: Name ¥ Thumbnal: @ = [ [ Collapse
8 Pages 74/ Request Approval
Framing Vol2.p1.pdf Approval Requested (1| ) Approve

@ Preflight Completed With Warnings @ Reject
—, Last Moditied: 6/11/2010 12:17:20 PM

Flie Size: 3454470
Add To Group

—
Al
L%, Remove From Group
deselect e
*§ Download Proot
Framing Vol2.p2.pdf Approval Requested

@ Preflight Completed With Warnings Report

Last Modified: 6/11/2010 12:17:20 PM
File Size: 25604971

dulllr:t

2. Click on the Request Approval icon.
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From the list of users associated with the job, select whom needs to be
notified. The users will be notified via an automated Email containing a
link to the specific job.

Please note that all automated Proof Check Emails will begin with,
"Proof Check Notice:". This is important since some Email systems are
configured with SPAM or junk filters. An automated Proof Check Email
may be flagged as junk or SPAM until the secure system is trained to not
flag them as such.

Request Approval

Comment for reviewers:

Reviewers

Selected Pages

Customer Users
Salect All Selact Nane

1 Sally Wilson (swilson)
— #  Zach Jones (zjones)

—#  Jessica Samson (jsamson) [ Review +=+—

¥ Framing_Vol2.p1.pdf
# Framing_Vol2.p2.pdf
¥ Framing_Vaol2.p3.pdf
¥ Framing_Val2.p4.pdf
_ ¥ Framing_Vol2.p5.pdf
| Final Approval 3=— ) Framing_Vol2.p6.pdf
¥ Framing_Val2.p7.pdf
¥ Framing_Val2.pB.pdf

[Cancel j [ Request Approval j

3. Check the users that need to
review the requested pages.

4. Click on the Request Approval button. —

When users are selected their job
role will appear next to their name.
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Request Review / Approval Complete

After Requesting Review, please notice that each page now indicates the
users notified with a question mark next to each name. (Figure 8a)

This indicates that these users have been requested to Review or
Approve the pages associated with the given job.

Also, notice that there are different types of question mark icons, one
for Review and one for Approval. This provides users with a quick visual
reference as to what each user has been asked to do and what their role
is within the job. Please refer to the immediate chart below for details.

Final Approver Reviewer
F= .
e Approval Requested (@3) Review Requested
Users will receive an automated Email once the page status changes to

Review / Approval Requested. They may begin reviewing and approving
proofs upon receiving the automated Email with job link included.

112782_TID) " summary | Pages [ History “|
I:Upluad Files...:] [ More Tools... *| Select All  Select Mone Pages Selected: 0
R .. Sort By: Name'¥ Thumbnai: @ = 1 [ Callapse
8 Pages 2/ Request Approval

Framing Vol2.p1.pdf

@ Preflight Completed With Warnings

Last Modifled: 6/11/2010 12:17:20 PM
Fllie Size: 3454470

4| ) Approve
\\@ Reject
/ Add To Group

'l’??.' Jessica Samson

0 Zach Jones

-
1
_;! (g™ Remove From Group
select
§ Download Proot
Framing Vol2.p2.pdf Approval Requested

Report

@ Preflight Completed With Warnings
Last Modified: 6/11/2010 12:17:20 PM

File Size: 25604971
0 Zach Jones

'@' Jessica Samson

Figure 8a
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