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Client Guide For WebCenter () rapid labels.

Quick Guide to WebCenter

For more detailed information, please refer to the main document from page 4 onwards

° VIEW PROOF: View Document - View, print, add annotations, approve, reject proof
Click on “View Document’ to open the main proof page in WebCenter

®
rapld Inbals,

Plaaze approve following document(s):

proof_424693.pdf [T

@ R

Documant Name: ool 474053 par
Version: &
Description: 424633 WebGener Test Fig
Approval Cycle Started by User;  FAF DADNIN (RAPIDADVIN)
Dwe Dabe:  Sep 15 2020 1700
Approval Stage Name:  Gustomesr Approval

Project
Project Name:  £20600
Duescription:  A20B0E WebCaner Test Fie

o Proof page opens in WebCenter
Client can view, print, view colour channels, add annotations, approve, reject etc. More information from Page 5 onwards.
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Client Guide For WebCenter () rapid labels.

Quick Guide to WebCenter

For more detailed information, please refer to the main document from page 4 onwards

€@ DOWNLOADING PROOF: Go To Project - To download the proof
Click on ‘Go to Project’ to open the Product Library page in WebCenter

®
rapld Inbals,

Plaaze approve following document(s):

proof_424693.pdf [0

View Documant Go to Project

Documant Name: ool 474053 par
Version: &
Description; 424633 WebConer Test Filn
Approval Cycle Started by User;  FAF DADNIN (RAPIDADVIN)
Dwe Dabe:  Sep 15 2020 1700
Approval Stage Name:  Gustomesr Approval

Project
Propect Name: L2060
Description: 424803 WebDpner Test Fi
Project Manager:  pidstudio [RAPIDETUDIO)
Customer:  RAPID LABELSENE
Beatws:  Waiting Approval

6 Project View

To download pdfs select Project xxxxx
Tick box and select download button (or hover over panel and select download icon)

®mpid |CIbE|S. Aective Work [EESTETTUM iy WebGenter «  WebGenber User Guide C

Document: proof_424693.pdf

L Docament; proof_424593 pdf (534 sa)
Warsion: &

— Chescriptsm 53 WebDerrler Tesl File

Approval Stage Customer Approval - Gyole Started - Pending °, Stop Cycle Approval infa

Bocumesta iy Tadka g3 Dé - ) Chw Anrt Prome inforeantitn  Approval  Mafstoss  Memben  Eatudy

LT - - R o oot s

B Proea Decorwens B Version Ayl Sage Uploaded Tasks

g 18, 330000 A
‘1@' = ¢ Py Rarrar o AAPTIAMIN (RASTIATME]

T 5

Or hover over panel

Tick box and select . .
and icons will appear

download button
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Client Guide For WebCenter () rapid labels.

Quick Guide to WebCenter

For more detailed information, please refer to the main document from page 4 onwards

@ PRODUCT LIBRARY - To view all Products in your Library
Click on the Product Library tab to go to the ‘Rapid Customer Product Library’

To find the proof you require search in the Description box or if you know the Product Number, enter that number
in the Rapid Labels Product No. box.

In the Descripton box start with asterix (*) and end with an asterix (*) as shown below.
The order of wording does not have to match exactly to find the correct file.

GO TO PROOF: Select thumbnail image
GO TO PROJECT: Select proof name.pdf
DOWNLOAD PROOF PAGE: Click on the Rapid Project No.

® |“upid Iubels. Active Work Qe il b D) My Weblemier = Webenter User Guide - a W&’ .nv
Rapid Customer Preduct Library Clear this Form  Save SearchAs..  Save Resulis i Excel
Rucicd Labels Produst Na. 424693 Bescrigsion  *Test file WebCenter*
Cusiomer Product Code Ll Size Acoss Label Size Aroend

EXCETE N o comparsinViewsr 4 Dowsosd y Add ba Car

Crocrtia! Mares @ Description Cantimer Kams Custirnes Peoduct Cods Lokl Sioe Acosa  Label Size Around  Magid Projct Ne. Appeial Stad

Q procl 434683 pdl ) 434683 WebCeniar Tesi Fie  RAFD LABELS 56 mm 187 mm o

ANTEID LN &4 LASER BORDEALESS

proaf, 201530 pdf TR GHEE RARD LABELE LALDID 10 mem 236842 mm Lt o) w
Thumbnail image Proof name.pdf Rapid Project No.
GO TO PROOF GO TO PROJECT DOWNLOAD PROOF PAGE

Select oldest or newest on the arrow up or down to help you find your latest artwork
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

o Login to WebCenter

https://webcenter.rapidlabels.co.nz/webcenter/login.jsp

Username: Your email address

Password: Rapid CSR / Rep to advise

This will open to the home screen, select “WebCenter User Guide’ to open and view information

() rapid labels. wee s wwme casmsn D 8 o o a@w? @

3 Py el found msiching T Soreent SRRt Critetia

Docusman Mames

Appeoyal Rejecied  thia rmonin -

o e weare found matching the curtent seanch ofiteria

Docurn Mame

Appeoied Comglted g manth -

O Searching for Products

Clients will receive an email every time a new or amended proof is created
At any time you can go to the Product Library to search for Product Numbers, Descriptions etc
Or type into search field at top right

() rapid labels. m»@w~ o e 8- o RN

Rapid Customer Product Library ClearthisForm  Swwe SeurchAs..  Sawe Results to Excel
Prapad Lateels Product Mo, XXXXX Dastription  XXXXX
Cubbamar Product Codé XXXXX Labl Site Atrosd XXXXX Lkl Shpe Advundl X XXXX

R ETEEFESUTO W Compare b Views i Downlead T Add e Cany

| Docusest Nema §755 ] Descrigtion Custamer Name Cuninmar Prodect Code Lokl Site Acvoes Lt Slte Arcund  Ragid Pesypect Mo, Appreoval Sastus

" 11 A4 LASER BORDERL
pral,emespdt (1 E0T LALTIE A LASER BORDERLERS AAFID LARELS LALDTS 210mm 295,86 mm e o

grsel_ AN gl ﬁ:f:;ﬂ‘f?““ LASERBORCERLESY s LADELS LALEES Nomen 206863 ren Pr o
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

o Clients receive email with first Proof
Click on "View Document’ to open link in WebCenter

®
raphd lobals,

Plaaze approve following document(s):
proof_424693.pdf [T
Go o Project

Documant Name: ool 474053 par
Version: &
Description; 424633 WebConer Test Filn
Approval Cycle Started by User;  FAF DADNIN (RAPIDADVIN)
Dwe Dabe:  Sep 15 2020 1700
Approval Stage Name:  Gustomesr Approval

Project
Project Name:  £20600
Duescription:  A20B0E WebCaner Test Fie

o Proof opens in WebCenter
Client can view, print, view colour channels, add annotations, approve, reject etc

amaana on =1 M|

o [ - -
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

© Making Alterations

Select Red Annotation tool to draw around objects to be amended

Use default shape or click on tool to choose options eg arrows, highlighter

Type notes into text box and ‘Save’ (multiple notes can be added)

Saved notes will appear on the left hand side under ‘Annotation List’

Hover over the lower right corner of the saved note for ‘More actions’ to appear, notes can be edited or deleted

Rapid Prepress or CSR’s may also write notes for clients on the proofs, you will see these when the file opens

T, @D = X
s o= m r.h;\n:-ilE@@ x
o :;zmpidlabeh. —
g 8 Be/Z7EIIn™

- g I U & x = & = ;
Changs 'arocf® to Yie' i -
- +
[ p——
A— B ¥ Dule T ——
i
e AT L
L e [ —Im st | =
s e e ST e Q
S A Bl e L
pe——— CEEDEE e Lt n==8
- i - Pt
@ Client must select ‘Reject’ if Alterations made
This ensures the email returns to Rapid with ‘Rejected’ shown so alterations will be looked for
If green ‘Approve’ tick is selected the email will return showing ‘Approved’ and changes will not be picked up
Rejected products will come back to Prepress to be reproofed
T [ pewye— e N I
Z SR SIA LD U BT (R R @ o
o 4 Dropld =
(R s —
e
W
Rl CUSTOMER
Commant
See change requested please send risw prood]
¥ -
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

0 Viewing Previous Versions of Proof

Go to Document Select, click on arrow, and select Show all versions
Open and view previous versions

i Agps [ Googe EE Shgninie Quileck I WebCente B Setlings B Felings

Fropens: 438300 Do grogf ML ad Ve 3 ¥

- Qiaaaad LM =1 BEx A & BO@® 7 e
* Bocument Soleck

—
CurrentT

proof_424683 paf #

Projacy, £24£593
= \arghon; 4

CEmpars with:

Chcks to select & Documant (page) -

prood_alésoa.pdr B
Broject: 474653

= Hida sl varsigns
Wermion: 3
S e rapid labels.
e i Artwork Proof
© Approval

If no more alterations are required select green ‘Approve’ then ‘Commit Approval’
The email will return to Rapid showing proof is Approved and we will proceed

Ewi MR e e S e o r—— A TRy S0 E 7%
Gaagaan dm =1 0 = TAm & @se

(=]

= ]
Approve il :
- -
Role: CUSTOMER £
Set Approval Condition
#
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Y Nes— - [P S —
e e dainhas A
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Client Guide For WebCenter rapid labels.

Proofing / Alterations / Approvals

©  Exiting Proof View

To go back to the main screen select ‘Exit Viewer’ Ex'tl/'ewer
i TSN et il A el et . = S s YR anom @
a8 gaqagsn om = )@ E AL s B9
. ke il bt e R .
i - é’ () rapid labels. |
e s : :
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Artwyrrt Broaf [-1 [EETRECE
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Bmrrusi arom
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S g g

@ Product Library

This takes you to ‘Rapid Customer Product Library’
Select thumbnail image to go to directly to Proof, or select proof name.pdf to go to project

() rapid labels, s s wmsome- oo - anen @

Rapid Customer Preduct Library Clear this Form  Save SearchAs..  Save Resulis i Excel
Assied Labain Produtt Na [
Custoner Prodact Cade Latel Size Across Label Size Around

EXCETE N o comparsinViewsr 4 Dowsosd y Add ba Car

"] - Eveaoryiet Marvw 500 T Casiigrten Cantgmar hame Cusbornes Produst Code  Label Sive Acosa  Label Siis Around  Ricid Project N, Agperwal Slata
I pmal'_-ﬁ-ﬁﬂlpdr 474653 WebContar Test Fie  RAPTD LABELS Bhmm 1E7 mm ArABR3 '

1830 LMIR MIAERMEIENER  mnousns L3 amm ZhE82 me & o

Thumbnail image Proof name.pdf
(Proof) (Project)
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

@ Project View

Project opens in new window
Approval tab shows that the Project is ‘Pending’

®|-qpid labels, s [N oo wooCorior e e c
Uqcument:?pmuf_424ﬁ§3.pdf

Bl Decumaent: prond_S24503 paf(£15 sxn)
Varslonc &
— Descriptionc 424653 WebConter Test File
Project 424693

Approwal Tiage Customar Appeoal - Cycle S0red - Pending ¢, STop Cycie Appraval info

Grophacs Infomation Document |'n1ﬂ|‘n;|[l¢|1 Agtion Hisjory Annotatons Projects Aftriistes Rehennces Characbenstics Digcussions L

Document Approval Setup (0] ©

o Fercm Appreve % ForceRajest () Stop Appeoval Cycla

= nﬂm Approval

ApprCvar Role Assignea(s) or Group Mambars  Type Status (Version) Approval Date  Last Submitted by Commant/Condition
27 CUSTOMER Dae of Rale C

Due Date Zop 15 2020 17.00

@ Project View

Annotations tab shows alterations requested

®|-qpid labels, e [EPEEE | yosceiar . Wobconter s uice c

Document: proof_424693.pdf

Decumaent: prond_S24503 paf(£15 sxn)
Verslonc &
— Description: 424653 WebCenter Test File
Project: 424603
Approvak Sage Customer Apgroval - Cyole Sared - Pending . S1op Cycie Appraval infa

Geaphics information Coogmens Infeernaison Appraval Action Hizioey Prejects Altributes Referencas Charsctanstlics Discussions )

Annotations €y &=

Colors User « Thumbnall size ' 200 - Reperi gtyle | Annotation snd Mavigation thumbnails = Usar | Show Al

Comiment Creator

& View
1 |ab E IS 3 i [0 Change Proaf o Fila rapidstudio (RAPIDSTUDIDY Sap 13

k|Proof .

mg Rapid Labels Limited o WebCenter Client Proofing Guide
Phone 09-4141730 Email thehub@rapidlabels.nz 3 Armstrong Road, Albany, PO Box 100-455, Auckland  www.rapidlabels.nz 9



Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

@® Project View
Action History tab shows history of Project

@ rapid labels. s [ - wsco o
Un_cument:?pmuf_&iﬂﬁga.pdf

Documsnt proot_S24803 pa¥( a5 san)
Warslonc &
e Description: 4246593 Weblanter Test Fila
Project: 424693
Approval SRage Customes Appetal - Cyols S3nried - Pending . 51op Cydie Appraval infa

Graphics Information Bocument informolion Approval Annolalions Projects Aftributes Roferences Charsctenstics Descussions @0

Wersdon Ewventd Helus (Versicn) Date (GMT+12:00) User Rode f Group Cammeni
v Uplaad Mew Version Sep 14, 2020 ot S 10 AM  RAPIDADMIN (RAPIDADMIN]

Stage Customer Approval Oveérview - Pending

Avproest S Sep 14,2020 1 010 AM  RAPIDADMIN (RAFIDADMIN

Appdavid regunsed

fext flole & CUSTOMER -

@ Project View

To download pdfs select Project xxxxx
Tick box and select download button (or hover over panel and select download icon)

() rapid labels. s« [« wsooe o

Document: proof_424693.pdf

Docamant; proof_434687 pdf (535 aE)
Versdon: &
. - Ohersccri 424653 WebCenler Tes! File

Approval Stage Customer Approval - Gyole Started - Pending °, Stop Cycle Approval infa

Buurnestn oy Tedkal Dicofiked ) Chissserates  Afrbu Do nferstien  Appitvsl Wotistoss  Mombirs  Bastudity
Foider iy | m M Compars s Viaswr @ W Delwte Dacumers{y] Migre_.=
ersian Apeoal 2]
q@. = [ St Apadeve

Or hover over panel

Tick box and select . .
and icons will appear

download button
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Client Guide For WebCenter () rapid labels.

Proofing / Alterations / Approvals

®

®

omo

Viewing Active Work

Go to Active Work to see Products:
Waiting Approval / Proofs Rejected / Proofs Approved

() rapid Iube@mm Mrwescear e o e 8 @ W @

Dashboard Swee Pearch As...  eve Resuls o Excel

0

Proof Rejected

My WebCenter (Settings)
Select ‘My WebCenter’ tab to see Profile etc

() rapid labels. s s

My Profile

Liser Details

Usernama®  RARPIDSTUDIO

First Nama
Last Nama® ropldstudio
E-idall wibcRnenErapidiabels. oo nz
Phone Number
Mabile Numbaer

Funmetlon prepressl
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