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Approving Your Job

You can review your job files any time after you have uploaded. Have all the pages request approval
before, you review the pages so that you can APPROVE them for print as you review them.
There are two options for reviewing your pages:

=

Preview
Smart Review
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Smart Review
Approving Pages for Printing

Common PDF Errors and Printing Concerns

Full Page Gallery View Zoom  Show Bleed More Options (Rotate, Views)

To review your pages with the preview you will need to click the “Preview” button that appears in the Summary
or Pages tab.

A new screen will open displaying your pages like a book.

Above is what your pages will look like within Preview. They will be able to turn like a book. Just click the ar-

rows at the bottom of the page and start the walkthrough of your publication. You can also enter a specific page
number above the pages.

If you would like to see all of your pages, you can change to the gallery view. This is the gray box with four
white boxes in it.

The Slider box in the middle allows you to zoom in and out of the page.
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Approving Pages In Preview

Things to look tor when approving pages:
Correct dates and page numbers
Four color black text or images

Pages have at least .125” if bleed sheetfed and .25" bleed for web

Photos are at least 300 DPI resolution for sheetfed and 200 DPI or more for web (better at 300
DPI)
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+ Approve page

+ Reject page

+ Launch Smart Review

Introduction To Insite.
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Welcome Screen.

Creating a Job on Insite
Reviewing a Job on Insite
Preview
Smart Review
Approving Pages for Printing
Common PDF Errors and Printing Concerns

+ Approve page
+ Relect page
+ Launch Smart Review

Tab pulls out with the options to Approve or Reject the page. You can also send the job to smart review so
you are able to look at the page more in depth.

When the pages are awaiting approval there is a blue question mark by the page number. When the page
has been approved this will change to a green check mark.
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Reviewing & Approving Pages in Smart Review
Note: On a Mac computer with Apple Safari software, you must allow files to open after downloading. In the Sc-

fari software, select Preferences. On the General tab, select Open “safe” files after downloading.

In Smart Review, perform any of the following actions:

e On the Summary or Pages tab, click Smart Review.

e Smart Review opens and displays the first page of the file.

e On the Pages tab, in Gallery or List view, click a page’s thumbnail.

e Smart Review opens and displays the page whose thumbnail you selected.

A new screen with your job in it comes up. The pages for the job will be listed on the left hand side of the screen.
When you open a file in Smart Review, you can work with the file in the following ways:

e Change how the file appears in Smart Review, work with annotations and summarize all annotations made to
the file.

e Compare two different files or compare two revisions of the same file.

e Collaborate with others in a group review session, review and approve pages, and print the file to a local
printer.

® You can view information about the file that is displayed in Smart Review, including the image dimensions,
color target and resolution.

e Click Page Info [

* Information about the currently displayed page appears, such as the image dimensions, trim lines, bleed
lines, size of the media box and art box, color target and resolution (of raster images). Measurements appear
in the unit of measure set in your Smart Review preferences.

*  When you view two files at the same time (in Reader Spread or Compare mode), information appears about
both pages.

. To dock the Page Info dialog box at the bottom of the Page List pane, click <<. To undock it, click >>.

* The page size and safety lines are there by default. You can remove = e
these lines by clicking the view menu at the top of the screen. Note: |
The safety line is not where your page will trim. It is set
at .5” from the edge of your page by default.

There is a help section on Insite that can ex-
} plain some of the advanced tools. On the next
page is the Smart Review Tool Details summa-

ry.
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Smart Review Tool Details
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1 7 Vol 30, Issme 9+ September 2009 Pustihed Moty by Senier Citizen Services, Iae, 7300 W 46tk 51, Sioux Falls, 5D 57105-8528 Phone 605-336-6722

"Take Five” Campaign Meets Goal ~ | Car Buffs...Mark your Calendars

“Cars Through the Generations”

g and the Camel is Kissed! Car Show
1 _ Lilly, a charming 14-year-old camel that resides at the Great Plains Thursday, September 10th
"Bl Za0 in Sicux Falls, made some new friends from The Center for Active Gene 5:00 - 7:00 p.m.
erationg last month. CEO Gerald Benmga and Dacotalh Bank Vice Presudent Pork Sandwich | o the pati
P LaVonne Grassel kissed her during a fun ceremony attended by local media, VK SAITWALT oA SSnied an e pato
Mayor Dave Munson, comounity friends, Center staff menibers, and Ceutes S:00-8:M0p.m. »» 8 donsticn
i T Trophies swarded' fo crowd fvobe in sech decade
September Issue 20 Board of Darectors. They ded s because they lad accepted the challenge in " -
pt Tunz to kiss the camel if the summer “Take Five and Grow [t “ campaign met nigar AT S N CAdDg S, T s e
it's fund-Taising goal of $1.2.500.0: Entertainment: "
] It was an exciting summer and de mordng &t the 200 o Angust S §:00-5:d5p.m. - Mew Morizons Band _
3 n 15 e that we will long remeimber! 1 wioild Hke to thank Gerald and LaVoie 15 pm. - Dancing Divas Dance
: 19 betng such terrific spors and to everyone who supported tle Take Five and 7200 p.m.- Award Fresentations
= Grow It campaden.” sapd Shelley Hanisch, The Center’s Developasent Ddrec- AerT
= o il — - -
= = Stap by and ses Lilly in the Children's Zoo aren at our spectacular e ey
Gb::: [.E:ula.l:: irfn:lj her abowt LaVoome and Gerald and we bet you get a Cars must be registered by § P
September Issue 20 - 5 - Pippse contact Liss Hovenrd st 323-F207 to get involved.
> ' MARK YOUR CALENDPAR!
ol + Coming 1o The Center for Active Generations
R Active Aesjwm-::_j wieek
September 21st - Zhth
q" ¥ Aiiva Aging Waek b ha annual Faash promolion even ior ckier adelts conducied by
H o o Intoreational Councl on Acive Aging. Tha geal for Acires fSging Wk m o g

s iy bl e poasiha e P 1D TR et afd dEGsa n & e
fnencly and fun atrmoephered

Join us at The Center For Active Generations
“Active is our middle mame!”

Events forifis week Wil inofuds:
Heafthy Cooking Siasses + Healit £ Welness Semi-
m Mi -'I'HMH Clamnses « Wi ik + Weghd Lods Ifeds « Nugntian
n = Heaith Screens + And mach moch mone
!:ee page 4 & 38 for our coniplete seiedule of events! -

September Issue 20

R “Boomers Plus” Job Fair - for the 40 + Worker

September Issue 20 \ . :
BRIDGES At The Center for Active Generations

e — E Thursday, September 24th « 9:00 a.m. - 12:00 Noon &'P-%J
'.nc'_r.-" R Sr ow 'iE".i.E ? 5
" . - south dakotia
. c disicom MM @)oooimen oiasor SR
4 _ - — - . - 'l'r.wr wWor kT aron 0m paor .

September Issue 20 ,f,’,‘::';,";’:.; z ”;;E;l‘:;;‘:’;;""” pom s I N THIS I 3 ;U.E

Arts & Crafis Dirop- bn Activities Flutritson: £ ROV 13

v L Ballizards / Pood 22 Exercise & Fitimess 4—& SHIIME ]

v Birthedarys. 28 30) Goli Mews T Soxcial Services 41

BRIDGES 23 |Health Mews ¥ |Table Tennis i)

. Calendar of Events 24 |Life-bomg Learning 1416 | Thank You's %

Card & Clisb Noges  9-17 [ Merber Highlights 37 | Trips & Travel m

H“ il Cowmn Action Team 18 | Menu 44 |voluntesrs 3133

—— -:u;; ;:;;‘:H Compister Classes. 17 | Active Aging Week 3435 Wil Bowling il

Septem ber Issue 20 e Dance Schedube ] Grandparents Day 12 |Workers On Wheels 40
THVIS0 1 Diary Break 412 | Take Frve 13
: gy oy uewy Develapiwnt 33 |Mew Mendbers kg

Far more iiforimation, check out sir Web site at www.clag.org

— =RETO DME |«

21 22 23 27
20 24 26



@erience the Page 1 Differene

HELPFUL HINT: The numbers listed in RED are the primary items
You can accomplish all you need to with these items.

isue
X AV
7\
15 16
1. This hand helps you move the page around on the screen.
2. Click with this tool where you would like to enlarge the page on your screen.
3. Click with this tool where you would like to reduce the page on your screen.
4. When you want to make a note of something click on this tool and then click where
you want the note to appear on the page and start typing.
5. This tool is a rubber stamp and has options that can be changed to
something more fitting.
6.  You can use this like a pen, just click and start drawing.
7. You can make lines on the page with this tool.
8. You can place a box around something and then make a note with the text tool.
9. You can circle something and make a note with the text tool.
10.  You can use this tool to measure the length of something on the page.
11.  Another tool to measure both width and height.
12.  You can place a horizontal guide on the page with this tool.
13. Used to place a vertical guide on the page.
14. Click on something with this tool to see the color mixture.
15.  This is a button to reject the entire page.
16 The page can be approved with this button.
ONLY use if you are happy with the page and do NOT need to see another proof.
17. Slide this up or down to view the pages in this side bar.
18.  You can chane the view of your sidebar to a list or icons as you see them here.
19. Click on any page to have it appear larger as you see hear to the left.
20. These four buttons rotate the page.
21.  You can view the color seperations with this tool
22. This is to view versions (rarely used)
23. This will bring a box stating all of the things noted on the page.
24. Preflight tool
25.  Will show info about the page.
26. First of three icons is to view a single page. Second is to view in reader spreads.
Third is a compare mode to compare 1 page to another.
27. Flip forward or back through the pages.
28. The last five buttons are for sizing the page on your screen.
The last one will allow you to fill you full screen.
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On the Pages tab you will be able to select all of your pages together or individually. After choosing the pages
you would like to approve, click Approve, you can also Reject or Remove pages. After rejecting the page select
Remove. Please review ALL pages or NEW pages uploaded before approving the page in the pages tab and
keep the same naming convention when uploading new files to replace the file your rejecting and upload in the
same order.

You can also download a Proof, JPEG or Report from the right-hand side in the Pages Tab.

1. Click on the page or pages
2. Next select the option from the right side - Proof, JPEG or Report.
3. A navigation pane will pop up to select information.

When the pages are approved they will show a green check mark and the status will change to “approved”. The
pages will also show approved in the summary of the job. After all the pages are approved the Prepress depart-
ment will bring the job into production and take off InSite.
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