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2 Using Synapse InSite

What is Synapse InSite?

Synapse® InSite is a portal that lets printers and their customers work with
print jobs over the Internet. InSite helps to manage the proofing,
correction, and approval process so it is more efficient.

Where to Learn More

For more information on a tool or icon, hold your cursor over the icon and
a tooltip appears.

Hold cursor over
icon to display
Tooltip

For complete instructions on performing any Synapse InSite task, see the
Online Help.

Click to display
Online Help

Logging Into Synapse InSite

To log into Synapse InSite, you must have:

* ahigh-speed Internet connection (64 kilobits per second (kbps) or
higher)

* Internet Explorer 5.0 or later on Mac OS 9.2, OS X.2.5 or higher,
Windows 2000, and Windows NT 4 Service Pack 5

* Internet Explorer 6.0 or later on Windows XP, Windows 98, or
Windows ME

® Netscape 7.0 or later on Mac OS 9.2, OS X.2.5 or higher



Logging Out of Synapse InSite 3

Type the Printer's
home page —}.ﬁ.ddress I http: ffinsite, prinker . com j

Click Troubleshooting
to ensure your system
meets Synapse InSite’s
software and
configuration
requirements

Username: |

Password: |

Language: English ¥

Type your Username
and Password and
click Login

Need An Account?

d b
CI'BO E;n:;s;: InSit;

Logging Out of Synapse InSite

~Click to Logout
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Viewing Your Jobs on the Printer’s Synapse InSite Server

The Jobs view shows your company’s InSite jobs. Job Home provides

information on the status of a job.

Top Printing

Jobs
Number Of Jobs: 2 Show | &l Active Jobs =1 Sort By [MName -]
Select
ajob Creotivity Brochure 20 pages
Created: G/A:2003 3:32:21 FiW
Top Printing
Job Home = 5
displays — —
Job Home
Pages Notes
?T\ges Total: 20 - ——
iltered by Requiring Avnroval: 5 BA2/Z003 33402 F b ewin Bare
status FeAUITIN ARRTENE

Work In Progress: 15

Files File Transfer Hew Upload...
sent to the Number of Uploads: 1
Printer

Reviews
Pages to be Humber of Pages Remaining: 3
reviewed Print Buver (Print_Buyver): 1
by users

Legal Department (Legal): 2

Uploaded Creotivity Brachure files with 1 files {162.1 ME
The first set of files far the Creativity Brachure job.

Notes to other users
accessing this job
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Sending Files to the Printer’s Synapse InSite Server

When you upload files to Synapse InSite, they are copied to a folder for the
job on the printer’s web server. You need Upload user rights to be able to
upload files.

Creotivity_

Click Home

File Transfer New Upload... Click New Upload

Mo files have heen uploaded and none
are available for download.

/3 InSite - Creotivity_Brochure - Microsoft Internet Explorer

Upload Files Job: Creotivity_Brochure -

Upload Name:
Name the Upload IEreotivity Brochure files

Enter notes to attach to this upload:
AttaCh a note The first zet of files for the Creativity Brochure job.
describing the
upload, included
in email notification
to the CSR

Click the Upload
Files tab to select files

o @@
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Click Change Folder (PC) or Desktop (Mac)
to find the files or folders to upload

a InSite - Creotivity_Brochure - Microsoft Internet Explorer

Upload Files Job: Creotivity_Brochure -

. Motes

Current Folder:

Upload Files

G 5\GraphE xpo20025CommercialPrinergy Files

Size | Ciate |

170008545  18:01 Sep 11, 02

hnnge Folder
Up One Level

tiviity. pdf

Files to U

Marme | Size

Creotivity 170008545

1 filefz) 162.1 ME

= @@

/

Select the files
or folders you want
to upload

Click Add to add to
the Files to Upload box

Click Upload to
start the file transfer
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7} Insite - Creativity Brochure files - Microsoft Internet Expla =10 x|

Uplaading ta: Creativity_Brachure

Uplaaded: 1 files (16213 MB | Click Close
Elepsed tme: 1 min 15 secs
Bwerage tanster rate: 2187 KB/sec

Click Refresh or Auto-Refresh
to see the status of file copying
or refining

InSite - Creotivity_Brochure - Microsoft Internet Explorer N m]

Upload Details: Creotivity Brochure files_03 _Refresh, N,

Last Refreshed: 6/11/2003 3:22:28 PM  Auto-Refresh [

Date: 6/11/2003 3:21:38 PM

Uploaded By: Print Buyer (print_buyer)
Uploaded Files: 1

Size: 162.1 MB

Elapsed Time: 1 min 14 secs Click
Average Transfer Rate: 2215 KB/sec Close
Notes: The first set offiles for the Creotivity Brochure job.
Processing Status: Refining Files to
return

Processing Infermation to Job
Home

@ 6M11/2003 3:22:14 PM Refining 1 input files using the plan Refine:kKB-1stRef-Normz.
@ 6/11:2003 3:22:14 PM Created a new process with identifier 694,
@ 6112003 3:22:14 PM Creotivity pdf submitted for processing.

G 611/2003 3:22:14 PM Adding 1 input file(s).

@ 6M11/2003 3:22:14 PM Frepating AutoRefine input fileds) for the upload Creofivity Brochure files_03.

@ 6112003 3:22:14 PM Copied the file
Whigwhitelaraxivalume_bigwhite_jllobs\Creotivity_BrochureWWehUploads\Creotivity Brochure files_03
\Creativity pdf to Whigwhitel\Araxivalume_bigwhite_NJobs\Creotivity_BrochurelSystemiebAutoRefinelnput

Uploaded Files Top
File Date Size Path
Creotivity pof BM162003 2:21:37 PM 1621 MB Craotivity Brachure filas_03Creotivity. pdf
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Asking Other Users to Review Pages

In the Pages view you can select specific users to review specific pages
before they are approved for printing.

Creotivity_Brochure

_Top Printing

Pages

Total: 20 Requiring Approwal: 5 Awaiting Correction: O
Show | Pages ‘with Approval Required | Number of Page(s) Found: 5
Sort By | Name =l Select A1l Select None Selected: O

Creotivity.p1.pdf
La=t Modified: 62003 3:35:38 PM
Filz Size: 4.5 MB

Select
pages ‘o
to Creotivity.p2.pdf
Last Modified: 68872003 23:35:39 FM
req_uest File Size: 8.4 MB
review

Creotivity.p3.pdf
Last Modified: 602003 23529 PM
Filz Size: 2.9 MB

Click Request Review



Asking Other Users to Review Pages

Select users

Click Request Review

__Top Printing

Creotivity_Brochure

Request Review

2 Pages Selected

Select the users you would like to review the selected pages.

e e
Selact Al Select Hone
™ Buyer, Prin
[T Department, Legal

[T Designer, Graphic

(T our Company's Custom Footer Content)

Crea |p0wered by

Synapse® InSite
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Pages

Total: 20 Requiring Approwal: & Aevaiting Correction: O .E
Show | Pages ‘with Approval Required =] Mumber of Page(s) Found: 5
Sort By | Name -l Select A1l Select None Selected: O

Creotivity.p1.pdf
Last bModified: SM202003 3235238 PM
File Size: 4.9 MB

Creotivity.p2.pdf 7 Department, Legal
Las=t bModified: /252003 3:35:39 P
File Size: 2.4 MB

Creotivity.p3.pdf 7 Department, Legal
Last kodified: /202003 2:35:39 P
File Size: 2.9 MB

Reviews requested
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Viewing Your Pages in Smart Review

Smart Review provides a detailed, full screen preview of the selected page
and provides several viewing and annotation tools, and a chat feature.
Anyone can review a page, but you need the Approval role to approve or
request corrections for a page.

Creotivity_

Click Home or Pages

Top Printing

Job Home

Pages
Total: 20

Select Requiring Approval Requiring Approval: 5

L HE Creotivity_Brochur

Pages
Total: 20 Requiring Approwal: S Aesiting Correction: 0
Click the thumbnail Show | Pages With Approval Frequired =]  Humber of Page(s) Found: !
' e
or file name to start ort Byl M ame = Select &1l Select Mone Selected

the session

g;z Creotivity.p1.pdf
- Last kodified: SM020032 2235638 PM
File Size: 4.5 MB
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Creotiity.p 1.pdf

InSite-Creotivity _Brochure - Microsoft Internet Explorer - |EI|

= L o e 2 i =) o ] Y 3

Click Approve/Reviewed - OK, or Request Corrections/
Reviewed - Not OK

Y Anproval Required Last W: 6!92%03

[ Print Buyer [print_buyer] joiny

ed the group. |

FE&? Frint Buyer [print_buyer)

Py =L

Creot .pl.pdf
Creotivity.p2.pdf
Creotivity.p3.pdf
Creotivity.p4.pdf
Creotivity.p5.pdf

o oo budby Sumar gl 221008 2,10 0

B 1 &

reotivititins

Trademark?

S
S rarper. Faster. Smarter.

Ity Neaw|iQzman Scanners Prove Creo Commitmeng to Top-quality
12E PR megrglEd Deskpop Scanning

Adariic S WY
W kadtodd
Haua ek Cily WYY
g st Wamwmm
-] Auskaban Flographic b T P k-
Torhrical Azmdaton TR bt Sanrira
DL Ferim Crocis oo drwad 10 sat
Kb A G e e

T e Gty of 5o
rors Intfoccid GtIFES, T
TehilogyBpe 2 g ol

Tersats g Tt
@ FANTEC IO m?gmm&x
Tk Fecy Highraqudty i
friinie e gtaria fheckbe price,
2@HEE] Kot Fbrratond
Fririrg Machirery & Withduer 18 yoarserport-
Eqiment o srve in faneing e
IFER 20001 \redirsbpwishow bigh-quality,
S Kiea sarpdoaem, Fichhroughput
warrire] ysbmscanpod bk
Septamtar irn it e EEiEH b of

|@ Dane

Use the annotation tools
to indicate corrections. A
complete list appears on
the following page
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Smart Review Tools

The Smart Review tools allow you to review a page.

Use this tool...

To...

Pan the page

Zoom in on the page

Zoom out on the page

Show the page at 1:1 to view 1
screen pixel to 1 image pixel

Fit page to screen

Make a text annotation

Draw a free-form line

Draw a rectangle

Position a horizontal guide

Position a vertical guide

ik,

Delete the selected annotation

Measure color density at any
point

IEIEIEEEEIEE

Measure the page
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Use this tool...

To...

I@I

Hide annotations

Enable color management

w
) ) E

[]

1a0°
270

Rotate the page

Show and hide the Chat area to be
able to write messages and see
messages from other members of
the session

Show and hide a filtered page list

Show and hide a list of
separations

v [ Cyan

[~ [ Cyan

Turn separations on and off

&

Show and hide information about
the page, including width, height,
resolution, and zoom factor, and
change the measurement unit.

k4

Complete the review and indicate
the page is OK.

or:

Approve the page

(Available with Approve user
rights)

Complete the review and indicate
the page is Not OK.

or:

Ask the printer to make the
indicated corrections

(Available with Approve user
rights)
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Approving or Rejecting a Page
When you are satisfied with a page, you can approve it.

Reject a page if there are problems with the page that you don't think can
be corrected. If you think the page can be corrected, annotate the page to
suggest corrections.

You need the Approval role to approve or reject pages.

Top Printing

Creotivity_Brochure

Pages
=
Total: 20 Requiring Approwal: 5 Awaiting Correction: O .E
Show | Pages ‘with Approval Required = Number of Pageis) Found: 5
Sort By| Mame ;| Select Al Select Hone Selected: 0
o Creotivity.p1.pdf
S Last Modified: B//2003 3:35:38 PM Select All selects
* o File Size: 445 MB a” pages in the
il {12 current filter
I_ g
Select
pages / €| = 1[A] Creotivity.p2.pdf
to pe PE" Sy Last Modified: B/O/2003 3:35:30 PM
Filz Size: 2.4 MB
approve

) el
or reject [ || ZEARAE

Creotivity.p3.pdf
La=t Modified: G/2:2003 3:35:39 P
Filz Size: 29 MB

oi 5
| el

Click to Approve or
Reject Selected Pages
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® -
Approve Pages
 Set Pages To Reviewed - OK @
To approve pages,————— ¢ Give Final Approval For Pages
select Give Final Please enter a comment
Approval For |
Pages and click OK
=
H
Or:
=
Reject Pages @
 Set Pages To Reviewed - Not OK @
To reject pages,————————— & Reject Pages
select Reject Pages Please enter a comment
and click OK =]
[~
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Changing Customer User Accounts

A customer user account should be created for each customer employee
that uses Synapse InSite. This enables accurate tracking of who performed
what task on a particular job.

Customer user accounts can also be created for guest users; for example
someone from outside the company, such as a graphic designer, that needs
to access a job.

Adding Another User

You must enter information in the fields that are labelled on the screen in
red—Unique User Name, Password, Confirm Password, First Name, and
Last Name. To receive email notification, you must also enter an address in
the Email field.

Top Printing

Admin
Click the Administration

tool on the toolbar Customer Administration: Top Printing

Top Printing

123 First Street

Imagination, CA, LISA

92765

Phone: (123} 455-5123

Fasx: (123 555-5124

Wehsite: www topprinting cotm
CSR Email: Mot Assighed

Job Templates
BackUp Guide

Users of Top Printing Add New User

Guest Users
None

Click Add New User
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Add User

*Fields in RED are Required*

User Information
Unigue Username

ILawyer
Password

I

Confirm Password

I

Personal Information

First Name Init. Last Name
ILegaI I_ IDepar‘(ment
Title

|Manager

Contact Information
Email

|Iegal.depanment@creo.com

Office Phone Fax

[604.451 2720 |604.437.9891
Cell Home Phone
Pager

e

¥ Email user ahout new account

P s ser
ae»

User Rights
¥ \iew All Pages in Jobs
Wiew all pages in accessible johs. If
unchecked, the userwill only see pages
which they have been asked to review.
I~ Upload
Upload files to joh-specific folders.
I~ Download
Diownload files frarn joh-specific folders.
¥ Annotate
Annotate pages in Smart Review and
request reviews.
I~ Approve
Approve and reject pages, request and
clear reviews, annotate pages, request
corrections and submit annotated PDFs.
I~ Edit Custorner Info
Edit customer information and user
accounts.

I~ Create Jobs
To Edit the Create Jobs right, you must hawe
the Create Jobs right.

Hote: All users hawve viewing rights, including the
ahility to view accessible jobs and
accessible pages, and download LowRes
proofs and HiRes files.

Exzpiry
" Account Does Not Expire
@ Account Expires In |1 0 Dayisi——

Job Access

Enter information
then click
Add User

Account set
to expire

" Allow access to all current and future
jobs
' nllow access to following jobs ONLY:  USer can only
7 Creotiity_Brochure access this job
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Changing Your Password

The printer may require strong passwords in InSite. Strong passwords are
passwords of at least eight characters, that must have a combination of
different types of characters. See the Online Help for guidelines for
creating strong passwords. All users can change their own passwords.

E‘\ Click to display Edit User Information

Top Printing

Edit User Information: Print_Buyer

Personal Information

First Name Init.  Last Hame
|Print | IEluyer
Title
|c:ustomer
Change F"assm‘rhd_ Click Change Password

a InSite - Change User Password:Print_Buyer - Microsoft Internek Explorer — |EI|5|

Change User Password: Print_Buyer e

Enter your current password.

Enter your new passworid.

Confirm the new password.

— Enter your password

— Enter a new password

— Retype the new password
to confirm, then click
Update

e &5
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