











You will now see the pages selected in a table.
You should now check the advanced Mode check box as
this will give added functionality.

The next stage is to allocate each page to the correct
position within the system.

When uploading covers please follow the following
positions.

FC - Position 1
IFC - Position 2
IBC - Position 3
BC - Position 4

You can now click on the upload button.
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If you have popup blockers activated you will now be
prompted to start the upload.

:Apogee Portal HTTP Upload

Upload Finished

_wﬁded ]E:::n::rfmrs_s... IgsKtatus lfl?l':::r:'m'manwllliams...
M Example_Covers_FC...0K JUsers/mattwiliams... . \
T xe e On completion of the upload you will be prompted to close

the window.

Tatal File Size [kB): 5591
Time Left [ i 00:00
Bytes Uploaded [kB: 5591

ek s A If any pages have failed to upload this will also be shown
on this screen.

[ close windew when upload successfully finished.
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Next you can begin uploading the conftent pages to the
system.

Select the upload icon on the content line.

Next select the corresponding pages by clicking on the
browse butfton and selecting the pages.

To allocate the correct page to the position when uploading
the content you can use the file naming convention to
automatically select the position.

This is done by clicking on the fick box on the first column of
the table. This will select all the pages in the table and also
activate a number of icons down the left hand window.
The icon at the boftom is the 'Extract Page Range based
on the Naming Convention’. Select the icon to begin the
naming convention.



Naming Convention

Naming Conwvention Code:

Length:

| Part Start Position (first page)

=

Free Text:

=2

*p

Naming Conwvention:

*p

2 Resulting Naming Convention:

OK

Cancel

Add

Add

up

Remowve

Update

Update

Down

Clear

The first time you use the naming convention you will need
to enter the code using the edit function. Each following
use of the function will remember the code.

The following code is based on the following naming
convention.

Title_lssue_Ppage No.pdf
Example_Text_PO1.pdf

Click on the Edit button and you will be directed to the
Naming Convention window.

The first line o be entered is in the Free text area. The code
P will be used to ignore any text that ends in a "P’.
You must then click on the Add button



Contact list.

If you need login details please contact your Account Executive and the details will be created and sent directly to your email account.

If you have any questions regarding the use of the system please contact Matt Williams on the details below:

Matt Williams
IT Manager
Buxton Press

e-mail:- mattwilliams@buxpress.co.uk
Tel:- 01298 21 2000
Direct Line:- 01298 21 2014

Mobile:- 07971 930 505



Naming Convention

Naming Conwvention:
P

<Part.Pos:2>

* pdf

up

Remowve

2 Resulting Naming Convention:

*P<Part.Pos: 2>*, pdf

OK Cancel

Down

Clear

Naming Conwvention Code: Length:
'j Part Start Position (first page) o j”j 2 i j' Add Update
Free Text:
Add Update
Naming Convention:
p
<Part.Pos:2>
up Down
Remove Clear
2 Resulting Naming Convention:
*P<Part.Pos:2>
OK Cancel
A
Naming Convention
Naming Conwvention Code: Length:
': Part Start Position (first page) o :”: 2 i :' Add Update
Free Text:
*_pdf Add Update

Next you must select a number 2 in the Length drop down
list and then click on "Add’

This length of ‘2’ relates to the number of digits with in the
number in the file name. If you have over 100 pages you will
select alength of '3" and the file will be numbered "001°.

The final line to add is **.pdf’. This will allow for any multiple
pages and also end the file.

The resulting naming convention should now read as
follows:-

*P<Part.Pos:2>* . pdf
You can now click on the "OK’ button.

On the following screen you need to then determine if any
offset is required on the page position.

If the page folio of the first tfext page is ‘Page 1’ then the
offset is "0".

If the page folio of the first tfext page is ‘Page 3° then the
offset is "2°. This will then position page '3 in position "1°.



The next screen willnow have selected all the page position
based on the file name.

If any multiple page files such as pages 17-32 have been
o selected then the aufo range button must be clicked. This
= will then expand the range to include all the pages with in
' file.

If any pages overlap then you will see a warning in the
‘overlap’ column.

| e e e — When you have all the pages allocafed you click on the
S : o - = ‘upload’ button and the pages will upload as with the
cover section.




3. Approval

When pages have been uploaded, the next stage is fo "Approve’
your pages.

This is done by selecting the "Approval’ lcon on the home page. This
will then take you to the *Customer Approval” Screen.

There are a number of views available. The preferred view is the
‘ganging view’ as shown here.

Page status can be quickly monitored by the colour coded bullet
points. The 4 statuses are as follows:

Grey - System waiting for page

Orange - Page ready for Approval
Red - We do not use this status
Blue - Pages Approved

There are two methods fo check pages in the system.

The first is only a check that the page in a position is the correct one
and is not a ripped file. This is accessed by double clicking on the
thumbnail image.

The second is used to view the Hi-res Ripped file. This is accessed by
selecting the ‘StreamProof’ Icon that is the orange page icon below
each thumbnail. This will load a Java Applet and then show the
proof. When you have accessed the StreamProof you have added
function whereas you can zoom into the pages and approve pages
as you view them.



The StreamProof window allows you to view all the ripped
pages and enable you to Zoom info the page and view
image quality and also if any unexpected results have
occurred in the processing of the page.

The Stream Proof also has a number of guide lines that are
visible. These are colour coded as follows:

Blue - Bleed Area
Green - Trim Area
Orange - Safe Text Area (10mm from Trim)

When all pages have been approved then the borders
S, — will furn blue. When pages have been approved then they
o men. = are locked out for any changes. If a page is needed fo be
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== ’ unapproved then a phone call to your account executive

| ,. : U.“EH‘U" ?er;gc’[rgz Is’ro’rus of the job can be checked and the page
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On completion of the upload and approval we require
‘ | a final sign-off. This is to be sent by e-mail to the following

address:- clientapproval@buxpress.co.uk.
This is received by all production departrments and all
account executives.
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File name & Naming Convention Examples

File Name

01.pdf

001.pdf

03.pdf

003.pdf

Title_Issue_POO1.pdf

POO1_Title_Issue.pdf

Title_Issue_P001-016.pdf

P0O01-016_Title_Issue.pdf

Naming Convention

<Part.Pos:2>.pdf

<Part.Pos:3>.pdf

<Part.Pos:2>.pdf

<Part.Pos:3>.pdf

*P<Part.Pos:2>.pdf

P<Part.Pos:2>*.pdf

*P<Part.Pos:2>*.pdf

P<Part.Pos:2>*.pdf

Offset

0



