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What is InSite?What is InSite?

Kodak InSite software is a portal to the
prepress environment that lets printers 
and their customers work with print jobs 
over the Internet. InSite helps to manage 
the proofing, correction, and approval 
process so that it is more efficient.
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Logging On to InSite:
1. Type the printer’s InSite home page address.

2. Type your Username and Password.
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Changing Your Password:Changing Your Password:
If you have questions see the InSite online help.If you have questions see the InSite online help.



Changing Your Password:Changing Your Password:
Allen Press will require strong passwords in InSite. Strong 
passwords have at least eight characters and a combination of 
different types of characters, such as letters and numbers.
All users can change their own passwords.

For guidelines on creating strong passwords,
see InSite online help.To change your password:

1.Click “P” to edit your user profile.
2.Click “Change Password”.
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3.Type your current password.

4.Type a new password.

5.To confirm the password,
type the new password again.
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Configuration:
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You can check that your system is configured properly to run all
InSite features successfully, such as uploading files and using
Smart Review to view and annotate pages. 

InSite runs a diagnostic test on your system, including verifying
the version of Java that is installed and any proxy settings. The
results are reported to you. If there are problems, you can email
the details to your system administrator. Click the wrench symbol
to check your system configuration.
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Click the wrench symbol
to check your system configuration.

This is the window that will appear.
The system will check your settings as 
mentioned in the earlier slide.

You can review the findings of the review.
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Setting up Customer Users:Setting up Customer Users:
When you create a customer account, you add customer contact 
information. InSite uses the email addresses that are listed in the staff 
user accounts to send notices to the CSRs (Account Managers) about 
customer activity.

To create a 
customer account:

1.Click Add User.
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Adding Users cont:Adding Users cont:
2.Type the user information and assign rights to the user.2.Type the user information and assign rights to the user.

Tip: To view the whole Add User page, use the scroll bars at the right side
of the page. Important: Always complete the boxes that have red letters.
If the user is to receive email notification, you must also type an email
address in the Email box.
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Adding Users cont:Adding Users cont:
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Adding Users cont:Adding Users cont:
4. Click update/Add.4. Click update/Add.



Multiple Users/Groups:Multiple Users/Groups:
Create groups to streamline the process of setting job access and 
requesting user reviews.
Create groups to streamline the process of setting job access and 
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Multiple Users/Groups cont.:Multiple Users/Groups cont.:
When there are many people with different roles and responsibilities
working on jobs. You can limit their access or give them full access.
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working on jobs. You can limit their access or give them full access.
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through the setup for a user,
let us look at what InSite
can do for YOU!
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Uploading files:Uploading files:
When you or another user uploads files or folders to InSite, the 
files or folders are copied to a folder for the job on the printer’s job 
server. The Upload user right is required to be able to upload files. 
To send files to InSite:
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2.Click New Upload.

3.Drag the files or folders you want
to add from your desktop
(or network)
into the Files to Upload box.
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4. Click Upload.
Note: If you are using Mac OS 9 or 10.2.8, you see a tabbed
Upload Files dialog box instead. Click the Upload Files tab and then
Change Folder. Locate the files you want to upload, click Add,
and then Upload.

5.When the upload is complete, click Close.

6.Click Refresh, or select the Auto-Refresh check box to see the status
of file copying or refining if upload processing has been enabled.
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Smart Review:Smart Review:
Smart Review provides a detailed, full-screen preview of the selected page,
several viewing and annotation tools, and a chat feature.
Anyone can view a page in Smart Review. However you need
Annotate rights to review the page and make comments and Approval
rights to approve/reject a page or request
corrections for a page.To view a page in Smart Review:
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Go ahead and trust.

This window will 
appear each time a 
job is ready for 
review.
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You can see that your
file is CMYK.
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Spread View.
Single page view.

Zoom In Tool.
Zoom Out Tool.

1 to 1 Page view.
Full Page view.

Annotation Tool
Drawing Tool.

Rectangular Box Tool.
Horizontal Guide Tool.

Vertical Guide Tool
Eye Dropper Tool.

Ruler.
Hide Annotation Tool

Page Rotation views.
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Approving Pages:Approving Pages:











Congratulations!

Your first job has passed
through InSite.
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