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Administration

After you hawe installed Skyline, you will be able to upload a document, hawe it converted automatically to a
high quality PDF, place an order to hawe it printed and download the order. However, Skyline is extremely
configurable and the aims of this section is to take you through all the steps required to get Skyline to work for
you.

Configuration should only be carried out after the base installation of Skyline has been completed. During
Installation the following should have been installed and functionality tested.

e  Documents can be uploaded to each Skyline Portal.

o (Optional) Documents can be uploaded using the Skyline Driver to each Skyline portal.

e  The shopping basket work-flow works; documents can be ordered on each Skyline portal.
. Documents are being received by the Skyline PrintStations.

e  Documents can be viewed and printed from each Skyline PrintStation.

. Skyline ProductManager connects to its requisite portal and functions correctly.

For the purposes of this document it is assumed you are logged in as a Skyline user with Administrator and
Manager rights. The examples in this manual assume that all configuration changes will only be applied to one
portal. It is possible to make configuration changes that affect all Skyline portals if logged in with Host rights.

i Administrati
‘-;] You can print a hard copy of a manual by clicking ministration which opens a PDF copy of the

manual. You can then download or print the document.

Version: 7.6.0.8
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The Default Settings

Once Skyline has been successful installed you can only log in to the HTTP:// local host website with the
default setting, as given below. It is recommended that the default passwords are changed.

The http://localhost website is only available to users logged in to the web server. It cannot be accessed
remotely. A new portal will be created for users to access.

1.  Login as a Host administrator with the following username and password.
Username: skylinehost
Password: SkylineHO$t (The password is case sensitive: Skyline H zero dollar t)

2. Log in as an Portal administrator with the following username and password.
Username: admin
Password: Admin123

3. Login to the http:// local host portal as a normal user by clicking on the Register as a New User link on
the home page and following the registration procedure. User accounts can also be created by the
administrator and log in details emailed to the user. For more information, see the section on Creating &

Managing Users[® .

The username skylinehost has full "Host" administration privileges. The only way to recover this password if
you forget it is to:

. Change the skylinehost email address to your email address and configure Skyline to send out emails
correctly so that you can reset the password.

o Promote another user to also have host admin privileges, before you forget your password.

! WARNING:
There is no hidden user account, password or back-door that can be used to recover the skylinehost
password if it is lost. If you forget the skylinehost password and have not promoted another user to Host,
the account will be permanently locked out.

To change the skylinehost email address:

1. Log in with the default username and password.

2. Click the Preferences link at the top of the page.

3. Click the Email link on the preferences screen.

4.  Enter the new email address and confirm the email address.

5. Click Update Email Address.

Version: 7.6.0.8
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Creating & Managing Users

There is no limit to the number of users that can be created in a Skyline portal. The number of users that can
work simultaneously depends on the web server and SQL server hardware but Skyline was designed to handle

up to 10,000 concurrent users. If users log in using their corporate user name and password (LDAP

authentication) they are automatically added the first time that they log in to Skyline. This means that you will

not be able to add any users and 4 Add a new user

other functionality is still available.

|l Add a new user || All Users

*| |G Load || Exporttocsv |

Username Email Last Login Date Orders  Roles Mot Approved
T T
/ Aaron Vanstone annette.webber@eprint.net 12/11/2019 09:27:07 2 Manager, User
’ Angus McDenald annette.webber@eprint.net 12/11/2019 16:40:42 1 User
’ Anne Webb annette.webber@eprint.net 17/12/2019 10:50:11 41 Administrator, Approver, Editor, Manager, Staff, User
V4 annetteswebber@eprintnet annette.webber@eprint.net 24/10/2017 09:14:20 0 Administrator, Manager, Staff, User
& April Showers annette.webber@eprint.net 28/11/2019 11:36:59 6 User
& Boblones annette.webber@eprint.net 07/05/2019 14:50:53 1 User
& Brian Dawsen annette.webber@eprint.net 03/12/2019 13:353:22 1 Manager, User
& Brian Lawn annette.webber@eprint.net 09/12/2019 17:04:45 5 User
& Bryce Cannon annette.webber@eprint.net 12/08/2019 10:47:38 0 User
& Charles Taylor annette.webber@eprint.net 04/11/2019 13:08:07 1 User
& Chis chris.camp@eprint.net 11/09/2019 10:59:19 0 Administrator, Editor, Manager, User
& Chris Topper annette.vebber@eprintnet  03/09/201909:47:23 0 User
& Christmas lues annette.webber@eprint.net 12/11/2019 09:32:08 1 User
& Cuthbert Sewell annette.webber@eprint.net 1712/2019 11:15:47 3 Administrator, Approver, User
& David Donald annette.webber@eprint.net 12/11/2019 09:38:48 1 Editor, User
M| 4 T 2 3| k(M Page Size: ITS_'I 45 items in 3 pages

Example of the users on a portal.

will not be available when you view the list of users. All

All the user details listed can be exported as a CSV file and then viewed in Excel or some similar program.

Simply view the complete list or a filtered list and then click |

H Export to CSV

B C D E G H
1 Username Email Last Login Date  Orders Mot Approved
2 |Edit Aaron Vanstone annette.webber@eprint.net 12/11/2019 09:27 2
3 |Edit Angus McDonald annette.webber@eprint.net  12/11/2019 16:40 1
4 |Edit Anne Webb annette.webber@eprint.net  17/12/2019 10:50 41
5 |Edit annette.webber@eprint.net annette.webber@eprint.net 24/10/2017 09:14 0
& |Edit April Showers annette.webber@eprint.net 28/11/2019 11:36 6
7 |Edit Bob Jones annette.webber@eprint.net 07/05/2019 14:50 1
& |Edit Brian Dawson annette.webber@eprint.net 03/12/2019 13:35 1
g |Edit Brian Lawn annette.webber@eprint.net  09/12/2019 17:04 g
10 |Edit Brvce Cannon annette webber@eprint,net  12/08/2019 10:47 0

Example of exported data in Excel

Version: 7.6.0.8
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Adding Users

Skyline is set up for Database authentication where User Names and Passwords are stored in the database
SkylineMembership. Initially there will be no users on the system. Users can add themselves to this database
if the option Registration - Show Register new userD? is enabled on the log in page or user accounts can be
created by a Skyline administrator.

@ Notes:

. If users log in using their corporate user name and password (LDAP authentication) they are
CDZ' Add a new user

automatically added the first time that they log in to Skyline. The will not

be available when you view the list of users.

. When a user is created the password criteria are not applied so care must be taken that any
password supplied do comply with your password rule. When the user changes their password
the rules are applied to their entry.

. It is recommended that the portal configuration Registration - New Users Must Be ApprovedDs is
turned off if you are going to be adding a lot of users. Ifit is turned on you will have to activate
each account after it has been approved.

When you have created a new user it will be assigned the role of User. You can assign multiple roles to the
user if they require access to specific features.

To add users to the current portal:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. Click CE:' Add a new user

4. Enter the user's details in the Register fields.

Usarname Anne Webb

Fazsword 20%K)%YE &, Generate
Confirm Pa=zsword 207K %YE

Ermail 'un'r-."l-rh-; eprint.net _@

7] send username and password to the user new

\ Create User | Back

1.  Enter the user's name.

2. Click (% Generate | 0 password will be automatically generated.
! When a password is generated the password criteria are not applied. When the user
changes their password the rules are applied to their entry.
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Enter the user's email address. Tick the option Send username and password to the user
new.

4. Click . The new account will be created. The new user will receive an email

containing the details of their account.

5.  You will see the message "Your account has been successfully created". Click Continue to finish the

process. An email will be sent to the user if the option was selected.

Your account has been successfully created.

An email has been sent to the new user with the lagin details

6. You can now add another new user or return to the Admin home page.

The wording of the "Your {portal_name} user account" email can be amended.
To amend the email:

1. Log in with Administrator rights and go to Admin. In the configuration section click System Emails.

[ @ 1 System Emails

2. The wording in an email sent to a user when a new account is created can be amended. To amend the

wording click & to edit the Your {portal_name} user account email.

A uiar aceemunt i been crestes for you on the Skdine petal jul], Yeur login detals ane

Lhemame [usemame}
) Email to neews users wien created by

S 1 - )
o Adiriniistzatos ¥our {portal_rame} user sccount Passroi [passwond]

‘¥ou can change your pesseord to something more memorable on the Preferences page
bt el by erdidenin Thefault as o

Email Sulbject

Viour | paortal_namnie | user accownt
Email Body
B 7 U E=EEEERIZE G
& user sccourt has been created for you on the Siodine portsl [ud]. Your kogin details ane
Username: {usernamse]

Passecad: {password]

You can change your password o somethang maone memoraksde om the Preferences page fittpy! ol Y Userfd oy Def sl saps

» RemoveElement

Version: 7.6.0.8
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When new users have been added they need to be activated. The icon O indicates that the user's account is
not active. To make the account active approval has to be granted by removing the selection of Not Approved.

To activate a new account:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. Load all users that are not approved.

|iﬂi Add a new user || All Users hd ““i,}l load |
a All Users
Username @ Users Not Approved
| Cuplicate Users .1.
& Aaron Vanstone @ Users with no email ber@eprint.net

4. Click & edit by the users that you want to approve and then remowe the tick by Not Approved.

& Theresa Green annette.webber@eprint.net 09/12/2019 17.07:28 Approver, User

Theresa Green I #| Not Approved o I

Send email to Reset Password

Email:| annette.webber@eprintnet Portal URL to use in email: | localhost Ml

| Update | |x Cancel | | @ Delete User and ALL user data |

o

Click Update. An email will be sent to the new user stating that their Skyline account has been
activated.

Version: 7.6.0.8
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The wording of the email sent to notify new users that their account has been activated can be changed.

To amend the email:

1. Log in with Administrator rights and go to Admin. In the configuration section click system Emails.
] ﬁ- | System Emails

Edit the subject and text of system emails

2.  To amend the wording click & to edit the Your new account has been activated email.

. ‘Wour riew account has now been activated. You can now hog in with the usermame usemame]’
f Email to user when set Sctive Your new account has been schrated
and password that you used when cresting your nesy acoount

Email Sulect
Vauf fiba bicounl hai béih Blvaled
Email Body
B/ Uu EEFIEEFiRISE|&
Your new account ks now been scbrarted. You can now log in with the username username] and password that you used when creating your new
sccount,

P = BemoveElement

S Cancel
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Searching for Users

Username

Email

Last Login Date Crders

Rales

Neot Approved

Anne |L

b e

I Anne Webb

4

annette.webber@eprint.net

annette.webber@eprint.net

annette.webber@eprint.net

17/12/2019 10:3%:01 41
24/10/2017 09:14:30 0

Administrator, Approver, Editor, Manager, Staff, User

Administrator, Manager, Staff, User

ENE Y

Page Size: 15 ¥

2 items in 1 page%

Results of a search

If you have a lot of users you can use the search facility to locate the required user. You can search by their

user name or their email address. Simply enter part of their name or email address and press IL Select the
sort criteria you require and all entries that contain the specified details will be listed.

|iai Add a new user ||ﬂ MaFilter |H Export tc
Contains
Uzername DoesNotContain Last Lc
[ann B st
EndsWith
i Aaron Vanstone nasi 1241714
EqualTe
& Angus McDonald 12111/
MotEqualTo
& April Showers GreaterThan 28/11¢
&  Boblones LessThan 07/05/
i Brian Dawson GreaterThanOrEqualTo 03127
J  Brian Lawn LessThanOrEgqualTo 0912/
Between
& Charles Taylor 04711/
MotBetween
& Chris 11/09/
IsEmphy
& Chris Topper NotlsEmpty 03/09/
&  Christmas lves Ishull 12711/
& Cuthbert Sewell NotlsNull 1712/

Examples of the available search criteria

You can also sort the listing by Username, Email, Last Login Date and Orders by clicking on the heading.

Email

Last Login Date

Orders

Roles

Not Approved

Click here to sort |

T

=

ANANAD TN

Aaron Vanstone

Angus McDonald

Anne Webb
annette.webber@eprintnet
April Showers

Bob Jones

Brian Dawscn

annette.webber@eprintnet
annette.webber@eprintnet
annette.webber@eprintnet
annette.webber@eprintnet
annette.webber@eprintnet
annette.webber@eprintnet

annette.webber@eprintnet

12/11/2019 092707 2
12/11/2019 16:40:43 1
17/12/2019 10:226:17 - 41
24/10/2017 091430 0O
28/11/201911:36:59 6
07/05/2019 14:50:33 1

03/12/2019 13:35:22 1

Manager, User

User

Administrator, Approver, Editor, Manager, Staff, User
Administrator, Manager, Staff, User

User

User

Manager, User

Version
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Enabling Self Registration

When user authentication is not set to LDAP, you can allow users to register themselves and when their
registration has been approved they are able to log into Skyline.

To enable self registration:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal
3. Make sure that the following configurations are set:

1. Registration - New Users Must Be Approved should be True
It is recommended that this option is set to true so that users need to be approved before they
can gain access to the Skyline website. If this option is set to False anyone will be able to
create an account.

2. Registration - Show Register new user link should be True
This will put a link on the login page
Username *
Password *
Remember me naxt time

Lag In

|Reqi5ter as MNew User

I forgot my password

4. In the Configuration section click System Emails.

— System Emails
(@ 2ysiem cmalls
i, Edit the swbject and text of system emails

5.  Alist of the system generated emails is shown. Review the 'Email to user when set Inactive after
registration' & the 'Email to Administrator when a new user set Inactive’. Amend as necessary.
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When new users hawve registered they need to be activated. To make the account active approval has to be
granted by removing the selection of Not Approved.

To activate a new account:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. Load all users that are not approved.

|iai Add a new user || All Users ~ ||ﬁ,_}| load |
A All Users
Username © Users Not Approved
| Cuplicate Users .l.
& Aaron Vanstone @ Users with no email ber@eprint.net

4.  Click & edit by the users that you want to approve and then remowve the tick by Not Approved.

& Theresa Green annette.webber@eprintnet 09/12/2019 17:07:28 1 Approver, User [1]

Theresa Green I ¥ Not Approved o |

Send email to Reset Password

Email: | annette webber@eprint.net Portal URL to use in email: | |ocalhost -

| v Update | |x Cancel | | @ Delete User and ALL user data |

o

Click Update. An email will be sent to the new user stating that their Skyline account has been
activated.
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Suspending Users

There may be occasions that you will need to suspend user accounts. When a user is suspended their
account is disabled and marked as not approved. This means that they can no longer log into Skyline to place
any new orders. Any orders that they have placed and that have been processed will still appear in any reports
that are run.

If a user tries to log into Skyline when their account has been suspended they receive a message stating that
"This User has been set as inactive. Please contact your administrator".

Username Brian Dawson

Password b

This User has been set as inactive. Please contact your administrator.

Register as New User
I forgot my password

To suspend a selected user account:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. All the users are listed. Click ¢ to edit the user that you want to suspend.

4. In the example Theresa Green was selected.

& Theresa Green annette.webber@eprint.net 09/12/2019 17:07:28 Approver, User

Theresa Green Gfl Not Approved (4] |

Send email to Reset Password

ﬁ) Email:| annette.webber@eprintnet Portal URL to use in email:I localhost |

| v Update ,X Cancel | | @ Delete User and ALL user data |

1. Select Not Approved 0.

; o Update
2. Click E
5. The selected user will be marked as Not Approved as indicated in the example.
,% Add a new user || All Users ~ ”‘f;l Load ”H Export to C5V |

Username Email Last Login Date Orders Rales Not Approved
there A A

’ Theresa Green annette.webber@eprint.net 09/12/2019 17:.07:28 1 Approver, User

LN LDL (M| PageSize: [15 v | 1 items in 1 pages
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Deleting Users

There may be occasions that you will need to remove the users completely. For more information on removing
specific roles for a user please see the section on Removing User RolesB# or on suspending user accounts
see Suspending Users0'7 . When a user is deleted any orders that they have placed are removed from the
PrintStation when the program is next refreshed.

0 If the user being deleted has the role Approver assigned to them please ensure that any orders that are
awaiting approval are completed or assigned to another approver. If a user is removed and they are a level
2 approver the orders will be lost.

To remove a selected user:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. Select the user in the list. In the example Anne Webb has been selected.
f Anne Webb annette.webber@eprint.net 10/12/2019 16:21:44 Administrator, Approver, Editor, Manager, Staff, User

Anne Webb Mot Approved o
Send email to Reset Password

Email:| annette webber@eprintnet Portal URL to use in email: | eprintngrokio M|

I'\-f Update | ,X Cancel

J | @ Delete User and ALL user data |

1 Click | @ Delete User and ALL user data |

2. You will be asked to confirm that you want to delete all the selected users. Click OK to continue
with the deletion.

Deleting this user will remove them from ALL reports and delete all
documents from their libraries. This cannot be undone.

4. The selected user is deleted.
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Creating User Groups

Groups can be created and then users can be added to the group. Currently user groups are only used with
Skyline Forms.

To create a User Group:
1. Log in with Administrator rights and go to Admin.

2. In the Users section click User Groups.
ﬁ User Groups
Create wser growps and assigm users to the groups

3.  The User Group Window opens.

South I-_FII |£| |i| Search group |$| |H Save | Search users |$|
Test 7.6.0.1 (0) User not in this Group (20)
Fred Bear Adam Becks
George Hill admin
India Jewel Anne Webb
Minnie Netherfield Bob Jones
Carrie Osp
developer
Edgar Falls
Karl Levine
Nettie
Oliver Pine
Paul
Peter
skylinehost

SteveD
Tester

Tester2069

1) Enter a new group name then click + to add the name. Add as many groups as you require. The
groups will be automatically listed alphabetically.
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Once a group has been created you can add users to the group.

| Project A | |ﬂ| |1| Iil | Search group | |&| | H save | | Search users | |&|
User Groups Project A (0) User not in this Group (20)
Adam Becks a

admin

Anne Webb

Bob Jones

Carrie Osp

f West developer
Edgar Falls
Fred Bear
George Hill

|i| India Jewel
Karl Levine

Minnie Netherfield

No users in this group

Nettie
Oliver Pine
Paul

Peter

skylinehost
Stevel)

1) Select the group that you want to add users into. Then select the user in the User not in this
Group list and click |i| The user will be added to the group.
e Users can be added to more than one group.

e [f you hawe a lot of users use search to highlight users that start with a specified lower case
search string. See the example below.

P NEN

User not in this Group (20)
Adam Becks

4

admin

Anne Webhb

Bob Jones

Carrie Osp
Edoar Falls
India lewel

Karl Levine
Minnie Netherfield
Mettie

Oliver Pine

skylinehost
Stevel)

« click I 522 |15 save the users to the group.
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User Roles

21

Each user has defined administrative rights, limitations and capabilities. Skyline has six different portal User
Roles and each user can be assigned multiple roles. By default every new user is given the role User. The

available roles are AdministratorD21, EditorD23, Managerl22, Approver023, Staff123 and UserD22,

There are three main portal roles:

1.  Administrator
The role gives access to the Admin page within a Skyline portal. An administrator can configure and
administer capabilities of individual Skyline portals. They have full control over the current portal and are
able to manage users and products, configure the user interface and portal configuration controls using

the Admin link on the website.

Users

s

Products

Content

-,

]
e

Orders

C AR

LUsers

b atird B4 carisd Partd

Select Products

arage snd mrign prodect for posr paril

Qustom Pages

Mgl EoW) B R el ailie® vl it Bagets

Ao st tect

Select Address Foom

Arzege 3 ol 3 128 pOr

QOrder Statuses

Comwe woim & Zelsts order mmiaen

Portal External Accounts

A SR BOC DS 1D B T

Order Numibers

St t2ar orchar rurmber for s portal

Approval Dptions

S TR GG T dm B T RSO R

Approval Users

Alzcaly L i appeTen

Configuration

B e O

Portals

*

kel Bl N

Acid gagl spcace e Firylng deep pring

Uploaded Document Types

Add and Updata Uplcaded Docurent Types

Eﬁtgm Eﬂ'@l 3

R chas pobiecr and mean of ppniem el

Pootal Configuraton

T e

‘Wabsit nguages

Add acis IWetete Langoss

[

Ro@e &

@ =

]

Boles

blanags ot robin for ourant Porte

Manage Template Permissions

lanage s Fermimom on tenpliter Teted

selecied Custom Pages

Agag® CuimOT b Pl LD pOnlak

I il
ALy Sty v 00 3 parLa

External Accounts

Creasin wwriwmal Bocoars connechom

ACooanis

Al pvetred and Dt IR B0 R DS

fAcoounts and Pricing

Stup your sccoun ned Py provider

User Accounts

AT BOCRAT T S DT

&332 v updars snisl dethngd

Portal Watemmas

St watierairk Fia e paeli

Portal LEL's

Creats and celens wepne in tha cumens gonl
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Administrators are also able to manage shared libraries from their own library page.

'F\ Shared libraries belonging to other users
-

Shared to users

Library Name Qwner Username

Exam Papers Anne Webb Manage Catalogyue Permissigns
Test Docs Anne Webb Manage Catalogue Permissions
Project Alpha Charles Taylor Manage Catalogue Permissions
Skyline Janet Vanstone Manage Catalogue Permissions
Skyline Vernon Pickle Manage Catalogue Permissions

Shared to user groups

Library Name Owner Username

Help Manuals Anne Webb Manage Catalogue Permissions
Research Papers Anne Webb Manage Catalogue Permissions
Skyline Vernon Pickle Manage Catalogue Permissions

Additionally the administrator can download and use both the ProductManager and CostManager.

Manager

The role provides access to the Management page within a Skyline portal. The Manager role also enables
a user to download and install PrintStation, ProductManager & CostManager. They will then be able to
create & edit products using ProductManager and create & edit pricing using CostManager. They are
only able to make changes to pricing and products to the current portal. If global products are being used
they will not have access to ProductManager or CostManager.

Reports
\) Table reports U Legacy Table Reports
Approval Status
Orders
Live Orders
“iew Orders
User

Whenever a Skyline account is created the basic role is automatically assigned to the account. Everyone
will have the role and will be able to use the website to submit documents and create & share document
libraries. They are also able to download Skyline drivers.
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There are four specialised roles which can be assigned to individuals who have special areas of responsibility.

1. Staff
Anyone who is required to log in to a Skyline PrintStation to manage incoming jobs, amend requests,
preview documents, keep the customer updated and direct work to output devices requires the role of
Staff.

2. Approver
Users who will be approving jobs need to be added to the role Approver. When a user is made an
approver, they will not see the Approval tab until they log in again. Once they have logged in again they
will be able to view the approval page whether there are any orders to approve or not.

[ Homa r Librarias ] Businass Stabiorary [ Updoad r |' ] |' skipling Haly r BB Mg |

Orders Meeding Appraval

Canhdanhal

Skyline Website A Plastic Conib Boaid Laminated

3. Editor
Has access to the Edit function within a Skyline portal. An Editor can change the look and feel of a
Skyline portal by changing the wording on a page as well as adding other images. For example the Home
page can be changed to share relevant information to all users. They are also able to show an external
Web Page on the portal.

4. Host
The Host role is assigned to a specific user when Skyline is initially installed and has advanced access
to functionality over that of an Administrator. A Host has top level control to globally configure and
administer all capabilities of all Skyline portals, or for selected Skyline portals from the primary Skyline
portal. A user can only be assigned the role of Host by someone logged in with host privileges.
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Assigning User Roles

Each user can have roles assigned allowing them to access and manage areas of Skyline.

0 If users log in using their corporate user name and password (LDAP authentication) they are

automatically added the first time that they log in to Skyline. If a user does not appear in the list they
need to log in to Skyline using their corporate name and password before they can be assigned to any
roles.

To assign roles for a user:

1.
2.

Log in with Administrator rights and go to Admin.

In

the Users section click Roles.

@ Roles

Manage user roles for current Portal

A list of all the available roles is shown.

Foles

Administrator Manage Users
Approver Manage Users
Editor Manage Users
Manager Manage Users
Staff Manage Users
|zer Manage Users

1. Click Manage Users next to the role that the user is to be added into.

The user needs to be selected and then added to the user role.

Users In role: Apprmn
|'J..m Swarch IE Add Salacted Usars
- Approver
James Kirk = Lisernamee Bemove
Anne Webkh !
Cuthbert x
el b 4
LI EI BN Fagesize |10 - 3 itema in 1 pages

1. If you can not see the user's name in the list, enter part of the name in the Staff field and click

Search. All names that contain your entry will be listed.

2. Select the user and then click Add Selected Users to assign the role to the selected user. The

user is added to the list of users that have been assigned the selected role.

3. Click Back to return to the list of roles where you can assign more user roles.
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Removing User Roles

There may be occasions that you will need to amend the roles that users are assigned. For more information
on suspending user accounts see Suspending Users0 7 .

To remove roles from a user:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Roles.

% Roles

Manage user roles for current Portal

3. Alist of all the Roles available is shown.

Roles

Administrator Manage Users
Approver Manage Users
Editor Manage Users
Manager Manage Users
Staff Manage Users
Lzer Manage Users

1. Click Manage Users next to the role that the user is to be removed from.

4. The user needs to be removed from the user role.

Users in role: Approver

Back

Approver
Abigail Smith *| | Usemame
admin -
Anne Webb Anne Webh
Annette e bber
Axd
Briam Davson
Charles Taylor
Chrisl Saewel)
Christmas kes
Cuthbert Wl «faf »| % Pagesie|10 - ditemns in 1 pages
Cuthbert Sewall
Diavid Allen
Dalty Pen
Eric Long
Eric Wast
Florence
Florence Ashby
Fred
Fred Smith
Freda B

| .

Cuthbert

Jamies Speak

XX XXz
i

1. Click the X next to the user that you want to remove from the role.
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Creating Login Options

By default Skyline is set up for Database authentication where user names and passwords are stored in the
database called SkylineMembership. There are several ways that users can be added to the database.

. Users can add themselves to this database if the option Register as New UserD29 is enabled on the
log in page. If required the registration process can be configured so that user's need to be approved
after registration013° to activate their account.

o User accounts can be createdd24 by a Skyline administrator.

. Users log in to Skyline with their existing corporate user name and passwordD56.

When users log in you can control the options that are available to them. These include:

1. By default an email address has to be entered when a new user self registers or an administrator creates
a new user. If you do not want to force the entry of an email address the option can be changed. See the
section called email address requiredD35 for more details.

2. When a user logs in you can choose whether they can select the option that their log in details are
remembered the next time that they log in. If the users have dedicated PC's you may wish their log in
details to be remembered automatically. The remember me next time option(138 can be configured to be
automatically selected, though the user can deselect the option when they log in. If you do not want to
give the user the ability to select the option you can hide the remember me option[136,

3. By default users will be able to see the forgotten password link when they attempt to log in. If you do not

want your users to be able to retrieve a forgotten password via the log in page, you can remove the link
D44,
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Adding a Website Landing Page

You can add a website landing page to the Skyline website to give users an overview of the services
that you are able to provide them. Landing pages can be internal on your Skyline Server or be an
external page. You can add your own landing page but there is a default one included with the
software. Differently styled landing pages can be added for each of the portals that you have. When
users view the Landing page they are able to use the Login link to open the Skyline website.

What We Do Contact Us

Lorem ipsum dolar 5t amet, consectetur adipisicing =fit. & deserunt neque tempore recusandae animi wPrint Direct

soluta quasi? Asperiores rem dolore sague vel, porro, soluts unde debitis siquam lsboriosam. Repellst 2 Fliar, Gate Mouse

enplicabo, maioees! Fretheme Raod, Weksun Garden City
Herts ALH 6NS

Lewnm |peum dokar &1 amat, consectetr adipiicng it Omnis optio NeqUe CONERCTRTLT CONERGLETUT
Btz quidem quam edit commadi ducimus totam eam, alias, adipiso nescunt P (44) 01438 726 TaZ
E 34 inl

Call to Action =

Example of the Default Landing Page.

Internal web pages are saved on the Skyline server in the ~/home/ folder. If you have more than one portal a
folder with the Portal ID is created for each portal in the ~/home/ folder. When users enter their portal URL the
corresponding portal folder is checked for a landing page. If the portal folder contains a file called index.html,
the users of that portal are redirected to the portal specific pages inside their own home folder. If the portal
specific home folder does not contain this file, then users are taken to the common /home/index file.

0 To view a portal ID log in with Host rights and go to Admin. In the Portals section click Portal. Find the
Portal required and the Portal ID is shown.

Portal Name  Expires

Portal ID Authentication  HTTPS Theme

Portal

Annette

81ecc57b-865c-447F-90bc-50 1df 1b5bf60 Database Portal URLs  Skyline o

& Annette

Portal ID of the Portal Annette is highlighted.
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To add a landing page:
1. Log in with Administrator rights and go to Admin.

ﬁ Yiew Basket {0) | Preferences | Downloads | Edit Management | Logout

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\j‘]

Manage the configuration options for thiz portal

3. Find New users - Redirect to external website in the list.
4. Click & to set this option as True

5. Click B to save the setting.

6. Find New users - Redirection website URL in the list.

7. Click & to set the internal home pages in the Skyline website by setting this value to “~/home/
index.html” or any external website URL.

8. Click ®to sawe the setting.
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Self Registration
Users can add themselves if the option Register as New User is enabled on the log in page. They will be

registered with the role of UserD?' . By default this option is enabled. If you remove this option user accounts
can be created by a Skyline administrator.

Llzername
Password

Ll remember me next time

Eegister as New User

[ forgot my password

Example Login Window
To enable or disable the Register as New User link:

1. Log in with Administrator rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\\S"j

Manage the configuration aptions for this portal
3. Find Registration - Show Register new user link in the list.

¢ [f the option is set as True users will be able to create their own accounts when they log in for the
first time.

¢ In order to stop self registration this link can be removed from the in page by setting the option to
False.

4. To amend this option click e

5. Click ®to save the setting.

To configure Registration - Show Register new user link or Registration - New Users Must Be
Approved for all portals associated with Skyline use the default configuration option. These options are only
available when you are logged in with Host privileges. Any changes to the default configuration will affect ALL
portals associated with Skyline.
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Approving Registration

The system can be configured to require a user to be approved before they can use Skyline after they have
registered.

To enable or disable Registration approval:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\j‘]

Manage the configuration options for thiz portal
3. Find Registration - New Users Must Be Approved in the list.

e [f the option is set as True users will have to be approved after registration then they will be able to
create their own accounts when they log in for the first time.

e Users will be able to create their own accounts when they log in for the first time without being
approved when the option is False.

4. To amend this option click &

5. Click B to save the setting.
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When a new user registers they will see on screen that their account needs to be activated before they are
able to log in.

Reqgister

Your account has been successfully created.

Your new account has been created but it needs to to be activated before you can log in

You will receive an email when yvour account has been activated.

The new user will also receive an email. The wording shown on the screen is the same as in the email.

To amend the email:

1. Log in with Administrator rights and go to Admin. In the Configuration section click System Emails.

E | System Emails

Edit the subject and text of system emails

2.  To amend the wording click & to edit the Your new account needs to be activated email.

! Emial to user wihien et Inpctee after Wour Prsw BCoound needs to ke Wicaur metad acoount has been created bl it needs to bo be scirated befone you cam leg . You
registration activabed will receive an email when your sccount has been actwated.

Erviail Subjuct
Your new acoount needs to be sctrvated
Ersil Bodly
B/ Ul EEIEEEE== |8

Vour riv 8¢ oourd has besr criabed Bul il reeds 1o 1o b actroabid Bilorg pou cam kag i, Youw vwill ridens an amil whieh your acsount has Baen
activabed

P > RemoueElement

Save Cancel
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You are notified by email that a new user has registered and needs to be approwved if you have the role of
Administrator. The wording of the email sent can be changed

To amend the email:

3. Log in with Administrator rights and go to Admin. In the Configuration section click System Emails.

] 9‘ l System Emails
Edit the subject and text of system em

4. To amend the wording click #to edit the A new user has registered email.

J Ervail 1 Adrminiglaalcs whsim 8 niw

- A naw urir Tuseinamal’ has regisiened Bul ther &2courd hag net been activabed. Leg in the the
A P ukier hag regishered 5 .
usar et [nactive Adrnin - Users page 1o acTvabe Chis user.
i
£, roesy wser has regisbened
Emmail Body
B f U IFXET MM == @

A e user {usernamee] s regetered but their sccount has not been sctivated. Log in the the Admin - Users page to activate this user.

P = BemaveElemerd

Lave Cancel
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The icon @ indicates that the user's account is not active. To make the account active approval has to be
granted by removing the selection of Not Approved.

To activate a new account:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. Load all users that are not approved.
|iﬂi Add a new user || All Users
6 All Users
Username @ Users Not Approved
| Cuplicate Users

& Aaron Vanstone @ Users with no email ber@eprint.net

4. Click & edit by the users that you want to approve and then remowe the tick by Not Approved.

& Theresa Green annettewebber@eprint.net 09/12/2019 17:07:28 Approver, User

Theresa Green I 1] Not Approved 1] I

) Send email to Reset Password

Email: annette.webber@eprintnet Portal URL to use in email:l localhost v

| % update | |¥ cancel | | @ Delete User and ALL user data |

o

Click Update. An email will be sent to the new user stating that their Skyline account has been
activated.
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The wording of the email sent to notify new users that their account has been activated can be changed.

To amend the email:

1. Log in with Administrator rights and go to Admin. In the configuration section click system Emails.
] ﬁ- | System Emails

Edit the subject and text of system emails

2.  To amend the wording click & to edit the Your new account has been activated email.

. ‘Wour riew account has now been activated. You can now hog in with the usermame usemame]’
f Email to user when set Sctive Your new account has been schrated
and password that you used when cresting your nesy acoount

Email Sulect
Vauf fiba bicounl hai béih Blvaled
Email Body
B/ Uu EEFIEEFiRISE|&
Your new account ks now been scbrarted. You can now log in with the username username] and password that you used when creating your new
sccount,

P = BemoveElement

S Cancel
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Email Address Required

By default an email address has to be entered when a new user self registersng or an administrator creates a
new userl ™ . If you do not want to force the entry of an email address the option can be changed.

To change the email address requirement:

1. Log in with Administrator rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

2. In the Portals section click Portal Configuration.

it Portal Configuration
\\S_"]

Manage the configuration aptions for this portal
3. Find Authentication - Require Email in the list.

¢ |f the option is set as True an email address will have to be entered when the new user account is
created.

¢ This email requirement can be remowved by setting the option to False.
4. To amend this option click e

5. Click ®to sawe the setting.

To configure Authentication - Require Email for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Remember Me Option Visible

When a user logs into on a Skyline portal they can by default choose to select the option Remember me next

time. However this link can be removed from the log in page.

@ Note: If the option to automatically remember the log in detailsD38 is selected, the username and
password will be remembered the next time that the user opens the Skyline portal even though the link is

not visible.

Username  Anne Webb

Password [IITITIITIT]

[_| Remember me next time

Register as New User

I forgot my password

To remove the option Remember me next time from the log in screen:

1. Log in with Administrator rights and go to Admin.

| Logout

ﬁ View Basket {0y | Preferences | Downloads | Edit Management

2. Inthe Portals section click Portal Configuration.

g, Portal Configuration
\\f‘]

Manage the configuration options for thiz portal

3. Find Authentication - Remember Me Visible in the list.

e [f the option is set as True the option Remember me next time will be visible when the user logs in.

¢ The option Remember me next time will not be available by setting the option to False.

4. To amend this option click e

5. Click Bl to save the setting.

To configure Authentication - Remember Me Visible for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any

changes to the default configuration will affect ALL portals associated with Skyline.
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Setting the Login Expiry Cookie Time

You can control how long the Login information is stored when a user logs in and has selected to have their
log in details remembered the next time that they log in. The username and password are saved in encrypted
form in the login cookie but will expire after the set number of hours.

To set the login expiry cookie time:

1. Log in with Administrator rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

2. In the Portals section click Portal Configuration.

. Portal Configuration
Y

Manage the configuration aptions for this portal

3. Find Authentication - Login Cookie Expiry (hours) in the list.

4. To amend this option click & . Select the number of hours required from the list (1,2,4,8,24,48,72,168 or
720). The default setting is for 168 hours (7 days).

5. Click ®to sawe the setting.

To configure Authentication - Remember Me Checked for all portals associated with Skyline use the
default configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Automatically Remember Login Details

When a user logs in you can choose whether they can select the option that their log in details are
remembered the next time that they log in. If the users have dedicated PC's you may wish their log in details
to be remembered automatically. The Remember Me Next Time option can be set to be automatically
selected, though the user can deselect the option when they log in. If you do not want to give the user the
ability to select Remember Me Next Time you can hide the ogtionD36 .

Username  Anne Webb

Password [IITITIITIT]

l_?l FRemember me next time

Eegister as New User

I forgot my password

To automatically select the Remember me next time option:
1.  Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

. Portal Configuration

\Jj lanage the configuration options for this porta

3. Find Authentication - Remember Me Checked in the list.

e [f the option is set as True an the option Remember me next time will be automatically selected
when the user logs in.

¢ The option Remember me next time will not be automatically selected by setting the option to
False.

4. To amend this option click e

5. Click Bl to save the setting.

To configure Authentication - Remember Me Checked for all portals associated with Skyline use the
default configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Adding a Terms & Conditions Requirement

You can add an option to prevent users being able to login until they have accepted your terms and
conditions. There is a link to the terms and conditions on the login page as well as a tick box to confirm that
they have read the terms and conditions. Log In is not available until the user confirms that they agree to the
terms and conditions.

Usernams |Ar|ne Webb |

|| remamber me next time

Password

I_l I have read and agree to the Terms and Conditions

Bagister as Mew User

1 forgot my password

Example of a Login window with the Terms and
Conditions option

To add the Terms and Conditions option:
1. Login to Skyline with Editor12 rights as well as Administrator rights.
2. Click the Edit link to turn Edit on.

3. To open the Terms web page you need to edit the URL in the address bar from the current page name to
the page name Terms.
For example, if you are on the home page change 'https://[Your Skyline]/default.aspx’ to https://[Your
Skyline]/Terms.aspx. Press enter to view the web page.
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4. Click the Edit button to open the Editor. You can enter text directly into the editor or copy and past the
text from a different source.

1w = Skyline * + - O
& @] ) https:/y eprintnow.com,/ Terms.aspx 78 1= s
a
|E| B I U ake [% i= | "segoe ui”, ar..v| 2 +| GF T Apply CSSCl. v A v {y - |:|
(225880 9-c- [@EL82 % [@axx®r:s ka3 Ea-

Terms and Conditions

= What these terms cover

These are the terms and conditions on which we supply our online print services to you (“Services”).

Why you should read them

Please read these terms carefully before you submit your order to us, These terms tell you who we are, how we will provide the Services to
you, how you and we may change or end the contract formed under them, what to do if there is a problem and other important
informatien. 8y ordering any of the Services you accept and agree to be bound by these terms and conditions.

If you think that there is a mistake in these terms or you have any guestions about them, please contact us to discuss. We will do its best
to correct errors and omissions as quickly as practicable zfter being notified of them.

Additional terms

) . e - . ces to
Unless we bring any Service specific additional terms to your attention as part of the order process, these shall be the only terms and
conditions upon which the University is prepared to supply the Services that you order.

y will
o+ Design | €% HTML 0\ Preview
SHTMLEditer.aspx?namespace=58078tkey=ContentTop

5. Click Save to save your changes.
6. Click the Back button at the bottom of the page.

im} B skyline ®x  + - o

& G ) https:/y eprintnow.com/terms.aspx 6 5= :

4

Terms and Conditions

» These terms
What these terms cover
These are the terms and conditions on which we supply our online print services to you (“Services”).

Why you should read them

Please read these terms carefully before you submit your order to us. These terms tell you who we are, how we will provide the Services to
you, how you and we may change or end the contract formed under them, what to do if there is a problem and other important
information. By ordering any of the Services you accept and agree to be bound by these terms and conditions.

If you think that there is a mistake in these terms or you have any questions about them, please contact us to discuss. We will do its best
to correct errers and omissions as quickly as practicable after being notified of them.

| Back |
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7. You will be logged out in order to refresh the whole session. Log back into Skyline.

8. Click the Edit link to turn editing off.

9. Click the Admin Link.

10. In the Portals section click Portal Configuration.

11. Amend the following configurations:
e Change the option Login - Show Terms and Conditions Checkbox to True.
. Amend the option Login - Terms and Conditions Cookie Expiry if required.

e Amend the option Login - Terms and Conditions Link Text if required.

& \ Legin - Show Terms and Conditons Checkbox True
& Legin - Terms and Conditons Cookie Expiry A year
f Login - Terms and Conditons Link Text | have read and accept the Terms and Condrtions

When users log into Skyline they will now need to accept the terms and conditions before they can continue.
They will not need to do this every time they login as the cookie will remember their acceptance for the time
period that was specified in the 'Login - Terms and Conditions Cookie Expiry' option.
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Adding Login Messages

Messages that are shown on the Login page and Home can be added to specific portals or to all portals.

A message to users to notify them of an upgrade which will mean that the service will be unavailable could be
added to all portals. The message is displayed on both the Login page and Home page.

Due to an upgrade this website will be unavailable from midnight Friday 14 to 06:00 Saturday 15

December.

Username |-"I:"lr|rIe Webb |

Fassword

Example of a message which is displayed on all Portals

A portal specific message could be used to let people know about a new product being available or a change
to the terms and conditions.

You can now place an order for printing dissertations.

Username |-"I:"tr|rIe Webb |

Pazsweord

Example of a message which is displayed on a specific Portal

Both portal specific and all portal messages will be displayed at the same time.

Due to an upgrade this website will be unavailable from midnight Friday 14 to 06:00 Saturday 15

December.

You can now place an order for printing dissertations.

Usernama |-"I:"lr”'|e Webb |

Password

Example of both portal specific and all portal messages.
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To add a Portal Specific message:
1. Log in with Administrator rights and go to Admin.
2. Inthe Portals section click Portal Configuration
3. Amend the following configurations:
o Enter your text in the option Login - Message to Users
e  Change to option Login - Show Message on Login and Home pages to True
& ™ Login - Message to users Vou can now place an order for printing dissertations
& ™ Login - Show Message on Login and Home pages  True

When users log into Skyline they will see the message on the login window and after they have logged in on
the home page.

To add a message to all portals:
1. Log in with Host rights and go to Admin.
2. In the Portals section click Default Configuration
3. Amend the following configurations:
o Enter your text in the option Login - Host Message to users

o Select an expiry date for the message using the option Login - Host Message expiry date if
required.

¢  Change the option Login - Show Host message to True

f Loain - Host M e b . Due to an upgrade this website will be unavailable
eg ost Miessage 1o users from midnight Friday 14 to 06:00 Saturday 15
December,
f Login - Host Message expiry date 2021-12-16T00:00:00
f Login - Show Host Message True

When users log into Skyline they will see the message on the login window and after they have logged in on
the home page.
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Hiding the Forgotten Password Link

By default users will be able to see the forgotten password link when they attempt to log in. If you do not want
your users to be able to retrieve a forgotten password via the log in page, you can remowe the link.

Usernams |

Fassword |

|| remember me naxt time

| LogIn |

Bagister as Mew User

To remove the forgotten password link from the log in page:

1. Log in with Administrator rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

1. In the Portals section click Portal Configuration.

Portal Configuration

Manage the configuration options for this porta

i
<%
‘w&"j

2. Find Forgotten Password - Show Link in the list.
e |f the option is set as True the link "l forgot my password" will be visible when the user logs in.
e The link "l forgot my password" will not be available by setting the option to False.

3. To amend this option click &

4. Click ® to save the setting.

To configure Forgotten Password - Show Link for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Re-setting a Password

If users have forgotten their password you can re-set their log in. An email is generated to tell the users that

they can create a new password.
To reset a user's password:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Users.

Users
Manage users for current Portal

3. All the users are listed. Click é? next to the user's name to edit their details.

4. The user's details are shown.
f Anne Webb annette.webber@eprint.net 21/02/2024 09:58:26 8 Administrator, Manager, Staff, User

Anne Webb OINet Approved (4]

|_|Send email to Resst Password

Email: | annette.webber@eprint.net

| % Update X Cancel

| @@ Delete User and ALL user data |

1. Select the option Send email to Reset Password.

2. Click Update.

5. An email is sent to the user containing their new automatically generated password.

Password Request

&« | & e
Support © S Q| = @
To @ Annette Webber 11:02

A new password has been requested. If you did not request a new password, please ignore this email. Your

password will not be changed yet been changed.

To reset your password please click the following link:
Reset Password

6. Ifthe user clicks on the Reset Password link they will be able to enter a new password. When they click
on the Change Password button they will be taken to their Login page and be able to login with their

new password.

New Password

Confirm Password

| Change Password |
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The wording of the Password Request email can be amended.
To amend the email:

1. Log in with Administrator rights and go to Admin. In the configuration section click System Emails.

Svstem Emails

2. The wording in an email sent to a user when they request a new password can be amended. To amend
the wording click & to edit the Password Request email.

A new password has been requested. If you did not request a new password, please ignore this
¢ Change Password Password Request email. Your password will not be changed yet been changed. TEST To reset your password
please click the following link: {ChangePasswordLink}

Email Subject

Password Request

Email Body

B 7 U ahe

E

A new password has been requested. If you did not request a new password, please ignore this email. Your password will not be changed yet been

changed. To reset your password please click the following link: {ChangePasswordLink}

Save Cancel
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Password Reset Timeout
When a new password is requested an email is sent out containing a password reset link. The length of time

that the link remains active can be set. If the link is clicked after the expiry time a message is displayed, see
the example below.

Your password could not be changed. | The password reset link has expired

To set the password reset timeout:

1. Log in with Administrator rights and go to Admin.

@Uiew Basket (0% | Preferences | Downloads | Edit Management | Logout

1. In the Portals section click Portal Configuration.

o Portal Configuration

gl Manage the configuration options for this porta

2. Find Password Reset Token Timeout (minutes) in the list.
3. To amend this option click & and select the timeout required.

4. Click ® to save the setting.

To configure Password Reset Token Timeout (minutes) for all portals associated with Skyline use the
default configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Setting Criteria for Passwords

You can set specific criteria that have to be met when changing a password used to log in to the Skyline
website. By setting a strong password access to the Skyline system can be protected. You can specify how
long the password will be valid for by setting a number of days until the password will expireD® . There is also
a facility to enter a regular expressionD5“ to set password constraints.

Password criteria can be set so that when a password is changed it has to contain:

. a minimum number of characters0*

e numbersD®

e special charactersD®’

. upper-case charactersDs2 .

When password criteria are set the requirements are shown when a user changes their password. An example
is shown below where there is a specified criteria for each of the options.

Change your password

MNew passwords must meet the password policy requirements

It must be at least 3 characters in length
It must include at least one number

It must include at least one of the following characters 15% " 8&%()_-4+=0~#<,=.7
It must include at least one uppercase character

Your password needs to be changed every 30 days

Current Password |

New Password |

Confirm Password |

[ Update Password ]

G When a user is created the password criteria are not applied so care must be taken that any password
supplied do comply with your password rule. When the user changes their password the rules are applied
to their entry.
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Setting a Minimum Password Length

49

You can specify that password must be of a minimum length. If the criteria has been set & a user tries to

change their password but does not enter enough characters an error message will be displayed. The

password will not have been changed.

Change your password

MNew passwords must meet the meet the password policy requirements

s [t must be at least 4 characters in length

Current Password |

MNew Password |

Confirm Password |

Update Password ]

To set a minimum password length:

1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

1
<%
\\_ﬁ

Portal Configuration

Manage the configuration aptions for this portal

3. Find Password Minimum Number of Characters.

4. To select a value between 0 and 16 click &I 0 is selected then there is no minimum number of

character required in the password.

5. Click B to save the setting.

To configure Password Minimum Number of Characters for all portals associated with Skyline use the
default configuration option. These options are only available when you are logged in with Host privileges.
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Password Must Contain Numbers

You can specify that password must contain numbers. If the criteria has been set & a user tries to change
their password but enters a password that does not include any numbers an error message will be displayed.
The password will not have been changed.

Change your password

New passwords must meet the meet the password policy reguirements

= It must include at least one number

Current Password |

Mew Password |

Confirm Password |

Update Password I

To set the criteria that a password must contain numbers:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

2%, Portal Configuration
W

Manage the configuration options for thiz portal

3. Find Password - Numbers Required.

4. To select a value between 0 and 8 click . This is the number of characters in the password that must
be numbers.

5. Click Bl to save the setting.

To configure Password - Numbers Required for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges.
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Password Must Contain Special Characters
You can specify that password must contain special characters. If the criteria has been set & a user tries to

change their password but the new password that does not include any special characters an error message
will be displayed. The password will not have been changed.

Change your password

MNew passwords must meet the meet the password policy requirements

+ It must include at least one of the following characters 159%™ &%()_-+=@~#<,=.7

Current Password |

New Password |

Confirm Password |

Update Password ]

To set the criteria that a password must contain special characters:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

%, Portal Configuratiorn
)

Manage the configuration aptions for this portal

3. Find Password Special Characters Required.

4. To select a value between 0 and 8 click €. This is the number of characters in the password that must
be special characters.

5. Click ®lto sawe the setting.

To configure Password Special Characters Required for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges.
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Password Must Contain Capitals

You can specify that password must contain upper case letters. If the criteria has been set & a user tries to
change their password but the new password that does not include any capital letters an error message will
be displayed. The password will not have been changed.

Change your password

MNew passwords must meet the meet the password policy reguirements

+ [t must include at least one uppercase character

Current Password |

Mew Password |

Confirm Password |

Update Password I

To set the criteria that a password must contain upper case characters:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

2%, Portal Configuration
W

Manage the configuration aptions for this portal

3. Find Password Uppercase Characters Required.

4. To select a value between 0 and 8 click ¢”. This is the number of characters in the password that must
be upper case letters.

5. Click B to save the setting.

To configure Password Uppercase Characters Required for all portals associated with Skyline use the
default configuration option. These options are only available when you are logged in with Host privileges.
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Setting a Password Expiry Date

You can specify that passwords will expire after a number of days. When the user tries to use their password
after the specified number of days they are forced to change their password. This is not applied to users
assigned the roles of Skyline Host or Administrator,

Change your password

New passwords must meet the meet the password policy reguirements

= Your password needs to be changed every 30 days

Current Password |

Mew Password |

Confirm Password |

Update Password ]

To set the number of days that a password is valid for:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

It Portal Configuration
W

Manage the configuration options for thiz portal

3. Find Password Expiry Days.

4. To select a value of 0, 1, 7, 30, 90, 180 or 365 days click & . This is the number of days that the
password will valid for before the user is forced to change their password.

5. Click B to save the setting.

To configure Password Expiry Days for all portals associated with Skyline use the default configuration
option. These options are only available when you are logged in with Host privileges.
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Entering a Password Regular Expression

If a regular expression is entered it will override any other password criteria you have entered. An example of a
regular expression is shown below. Further examples can be found on the website http://regexlib.com/
Search.aspx?k=password&AspxAutoDetectCookieSupport=1.

Expression:-  Na-zA-Z]\w{3,14}$

Description:-  The password's first character must be a letter, it must contain at least 4 characters and no
more than 15 characters and no characters other than letters, numbers and the underscore
may be used

When a regular expression is used to set the password criteria the user is not told of the criteria on the
password preferences window. You need to tell users the password criteria set & if a user tries to change their
password but enters a password that does not meet the criteria an error message will be displayed. The
password will not have been changed.

Change your password

The password does not meet the specified complexity requirements

Current Password |

Mew Password |

Confirm Password |

Update Password I

To enter a password regular expression:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

. Portal Configuration
W

Manage the configuration options for thiz portal
3. Find Password Regular Expression.
4. To enter a value click & .

5. Click B to save the setting.

6. Make sure that all other the password criteria except for password expiry date are set as zero. The
criteria will be overridden by the regular expression but the password requirements will be displayed to
the user.
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Change your password

MNew passwords must meet the password policy requirements

It must be at least 3 characters in length
It must include at least one number

It must include at least one of the following characters 15%"&%()_-+=0~#<,>.7
It must include at least one uppercase character

Your password needs to be changed every 30 days

Current Password |

Mew Password |

Confirm Password |

Update Password ]

To configure Password Regular Expression for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges.

55
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Login Using LDAP Authentication

You can set up Skyline to allow users to log in to a portal with their corporate user name and password. A
portal can be changed to use the same user names and passwords used when logging into a domain
computer. This is known as Single Sign-on, Network authentication or LDAP authentication. You will need a
portal exclusively for Network authentication.

"l-..._‘__

Username and Password |

--..-‘

Login page

- J User authenticated

=

Domain Controler

Home page

When a Skyline Portal is set up to use Single Sign-on (Network authentication), users simply log in into
Skyline with their existing domain user name and password. These are not stored at any time on the Skyline
server. The user credentials are simply passed on to the network domain controller for validation.

When a new user connects to a portal set for LDAP authentication, a new Skyline account is created for them
the first time they log in. New users do not have any administrative rights, so promoting one of the LDAP
authenticated users to administrator for example is not possible from the LDAP portal because there is no
existing administrator. If you have only purchased one portal and need to authenticate users via LDAP, please
contact ePrint Direct who will issue you with a license for a second portal.

G Note: User's will only be able to use their LDAP log in with Skyline Website and PrintStation. If you need

a user to log in to other Skyline programs please see the section on accessing other Skyline Programs
Mes )

You can only authenticate to one domain control. This means that if you have 3 portals they all have to be
either LDAP or Database.

To configure log in using corporate names you need to:

1. Create LDAP Portal0s"

2. Check error settingst’S.

3. Add domain name0® .

4. Test LDAP SettingsDe .

5.  Configure Network AuthenticationD¢? .
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Creating a LDAP Portal

A new portal needs to be created as you need a portal exclusively for Network authentication. If you have only
purchased one portal and need to authenticate users via LDAP, please contact ePrint Direct who will issue
you with a license for a second portal.

To create a portal to be used for LDAP authentication:

1. Log in to http://localhost with a username that has Host Admin privileges and go to Admin.

ﬁ View Basket (0% | Preferences | Downloads | Edit Management | Logout

2. Inthe Portals section click Portals.

? Portals

e Create, edit & delete portals

3. At the end of the list of existing portals there is an Add a New Portal section. Complete the fields with
the details of your new portal that will be used for LDAP authentication.

Add A New Portal

Portal Name Portal URL

Admin UserMame Admin Email

Adrmin Passward Confirm Password

Apply look & feel from b

Expiry Date gl Auto-Delete Data &

¢ Portal Name - A unique name for this portal e.g. LDAP.

¢ Portal URL - The URL that will be used to access the LDAP portal. The Portal URL is the web
address users will enter into their browser to access the Skyline portal. If you have not set up the
corporate DNS server with a URL to point to this portal, enter the server's IP address in the URL
field.

¢ Admin UserName - Choose a username for a local user with admin rights e.g. admin.
e Admin Email - Your email address in case you forget your password.
e Admin Password - Choose a strong password that you will remember.
e Confirm Password - Retype the strong password.
¢ Apply look & feel from - The new portal will be a copy of an existing portal selected here.
¢ Expiry Date - leave empty.
¢ Auto-Delete Date - leave empty.
4. Click Submit when all the required information is entered.

5. Leawe the new portal setting as "Database".
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Check Error Settings

The portal configuration Global Errors - Show Friendly Error Messages needs to be checked that the

setting is False. This will mean that if there are any errors found during testing the full error details will be
displayed.

To check the error setting:

1. Go to Admin. In the Portals section click Default Configuration.
]

iﬁ] Default Configuration

Manage the default configuration options

2. Find the setting Global Errors - Show Friendly Error Messages and make sure that it is set to False.
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Adding the Domain Name

To change the authentication method used by Skyline, you will need to edit the file web.config on the Skyline
server. The file contains settings common to all the portals and in particular it contains the name of the Active
Directory domain so that Skyline knows where to authenticate users. The Skyline server must have
permission to pass the log in username to the domain controller for authentication. Therefore, the Skyline
server needs to be given the location of the domain controller.

To amend the web.config file: connectionUsername

1.

Log in to the Skyline server as a local administrator. Locate the web.config file and make a copy before
you make any changes.
The web.config file is found in the root directory of Skyline (C:\Skyline\wwwroot) by default.

Open the web.config file in notepad. Double click the file will usually open it.

Locate the LDAP connection string You need to enter your domain network name.
<add name="ADSeniceWindows" connectionString="LDAP://eprint.local/OU=eprint, DC=eprint,DC=local"
/>

Replace eprint.local with your own domain name. If the fully qualified domain name (FQDN) is split into
several parts, then you should enter the FQDN after LDAP= followed by a separate DC= section for each
part. The default port number for doing LDAP Authentication is 389 and this should be added after your
domain name. If this is omitted then authentication may be slow.
For example:
<connectionStrings>

<add name="Skyline" connectionString="data source=.\Skyline;initial catalog=Skyline;persist security info=True;user
id=Skyline;passw ord=Skyline" providerName="System.Data.SqlIClient" />

<add name="SkylineMembership" connectionString="data source=.\Skyline;initial catalog=SkylineMembership;user
id=Skyline;passw ord=Skyline;packet size=4096; Enlist=false;" providerName="System.Data.SqIClient" />

<add name="ADServiceWindow s" connectionString="LDAP://lyour.dom ainnam e :389/DC=your,DC=domainname" />

</connectionStrings>

QNote: If you use secure LDAP authentication the port number used should be 636.

Find the section starting <membership defaultProvider="Database">. There is a line of code that instructs
the Skyline server to use the connection string. If this line is commented out, the connection string is
ignored. If the line is commented out it will start with the characters "<!--" and end with "-->"; these
characters must be removed
<providers>

<k- NB. Do not change the names of these providers -->

<clear />

<add name="Database" connectionStringName="SkylineMembership" requiresQuestionAndAnsw er="false"
applicationName="/" type="Eprint.Skyline.Web.Pages.ApplicationProvider" requires UniqueEmail="false"
minRequiredPassw ordLength="1" minRequiredNonalphanumericCharacters="0" passw ordStrengthRegularExpression=
maxInvalidPassw ordAttempts="999" />

<l--<add name="Netw ork" attributeMapUsername="sAMAccountName" requiresQuestionAndAnsw er="false"
type="System.Web.Security.ActiveDirectoryMembershipProvider, System.Web, Version=2.0.0.0, Culture=neutral,
PublicKey Token=b03f5f7f11d50a3a" connectionStringName="ADServiceWindow s"/>-->
</providers>

Add a user name and password of an account that has sufficient privileges to user rights to check the list
of users on your domain controller.

<add name="Network" attributeMapUsername="sAMAccountName" requiresQuestionAndAnswer="false"
type="System.Web.Security. ActiveDirectoryMembershipProvider, System.Web, Version=2.0.0.0,
Culture=neutral, PublicKeyToken=b03f5f7f11d50a3a" connectionStringName="ADSeniceWindows"
connectionUsername="username" connectionPassword="password" />

Save the web config file.
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Testing the LDAP Settings

When you have created the LDAP portal and amended the web.config file you are ready to test the settings.
Although the connection to the LDAP server has been set in the configuration file web.config, the Skyline
portal has not yet been configured to use this setting. If there are any typing errors when the web.config file
was amended you will not be able to log in to Skyline and a full error message will be displayed. Rectify the
problem then try to log in to Skyline again.

To test the LDAP settings:

1. Log in to http://localhost with a username that has Host Admin privileges and go to Admin.

ﬁ View Basket (0% | Preferences | Downloads | Edit Management | Logout

)

2. Inthe Portals section click Default Configuration.
]

iﬁ] Default Configuration

Manage the default canfiguration aptions

3. Find the setting Global Errors - Show Friendly Error Messages and set this back to True. This setting
hides errors from users.

4. Return to the Admin page.

5. In the Portals section click Portal Configuration

g, Portal Configuration
\\f‘]

Manage the configuration options for thiz portal

6. Find the setting Global Errors - Show Friendly Error Messages and set this back to True. This setting
hides errors from users.

7. Browse to the LDAP portal you created. Check that you can log in to the portal with the username and
password you defined when you created the portal.
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Restrict Access to Skyline

You can restrict access so that only a specific group of uses can access Skyline. To do this you need to
change the OU (Organizational unit) to a recognised name. Only accounts in that unit will have access.

If you want to restrict access to Skyline to a group of users, the LDAP connection string can be refined.
To add an OU name:

1.  Log in to the Skyline sever as a local administrator. Locate the web.config file and make a copy before
you make any changes.
The web.config file is found in the root directory of Skyline (C:\Skyline\wwwroot) by default.

2. Locate the LDAP connection string You need to add the OU to the connection string. In the example
below the LDAP group Staff has been added. Only users belonging to that group will be able to log in to
the LDAP portal on Skyline.
<add name="ADSeniceWindows" connectionString="LDAP://your.domainname/

OU=staff, DC=your,DC=domainname" />
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Configuring Network Authentication
The LDAP portal configuration needs to be changed from Database to Network authentication.
To change the portal authentication:

1. Log in to http://localhost with a username that has Host Admin privileges and go to Admin.

ﬁ View Basket (0% | Preferences | Downloads | Edit Management | Logout

2. Inthe Portals section click Portals.

ﬁ Portals

e Create, edit & delete portals

3. Click the edit icon on next to the portal you want to configure to LDAP authentication. This open the
portal configuration settings.

Portal Poral Marns Espirgs Auto-Delate Dats HTTFE: Thearme
H L P—— P S —— m Eaoral
211042012 0x00:00 2510£2012 00:00:00 Dalabase = OLs s |
X [atabaze
et

4. Change Database to Network on the drop down list.

5. Click [ Save.

6. Browse to the URL defined when you created the LDAP portal. You should be able to log in with a
network username and password. The LDAP setting defined so far will allow any user for the domain to
log into Skyline with their network username and password.
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LDAP - ProductManager Access

User's will only be able to use their LDAP log in with Skyline Website and PrintStation. Details on how to
configure Localhost and then log in to ProductManager is described below.

To configure Localhost so that a user can log in to ProductManager:

1. At the Skyline Server enter Localhost in the browser address bar.
File Edit “ew Hiskory Bookmarks Tools  Help

| ) coogle | +

localhost

2. The Skyline log in screen opens. Log in with host rights and go to Admin.

ﬁ View Basket (0} | Preferences | Downloads | Edit Managerment | Logout

3. In the Portals section click Portals
? Portals
—— Create, edit % delete portals
4. Identify the Portal that is associated with the name localhost. In the example below the portal name is
Skyline.
Parte Portal Hame E=pires Barto-Dielete Dake HTTPE Theme
Metwork N .
s risbwcalc s printoffice oo [ L letwnrs = Bortal URL: Ckoyhine
Skoyline
F Srline Dutabase F Portal UL Seyhire
Testl
it T aprin bt o g oy Testl Dutabiis r Partal UL
bl e primboffe e oo

5. The machine name and/or the IP address details need to be added to the portal. Either the machine
name or IP address will be used when logging into the ProductManager.

FPorts Portal Hame Expiray Burto-Dielete Diske HTTRE Therme
Hetwork N -

¢ riehacrle 2 printoffice oo bz letwnri F Portal UBL: Seyline
Skyline

F sealhoot Seyeline Databaie r Skeyhre
Textl n
it Faprin bofTa e.c oy Testl Dutabiie r Partal UEL
testLepeinbofe e.con

1. Click the Portals URLs link.
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6. Enter the machine name and/or the portal address.

Hiw Wabdite URL

XXX

E Hack

1. Click Add to enter the machine name or portal URL to the list.
2. When the details have been entered they are listed. Click Back to return to the list of portals.

7. The machine name and/or the IP address details have been added to the portal.

Forts Postal Hame E=pires Buto-Delete Diake HTTRE Theme

& Metwork Metwork Hetwork = Portal LS, S ine x

niebacrksprintoffice com

Skoy line

& h Syline Dutabade r Partal LEL: Seyhre
locathost
Textl

P o Testl . m Portal L2 x
el eprintoffe e.con

8. Users can now log into ProductManager using either the localhost machine name or IP address from their
own computer.
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To open ProductManager:

. ProductManager
1. Click

2. The Skyline ProductManager automatically opens with a log in screen. Click 'n' to change the portal
details.

Skyline ProductManager

http:// | customer.eprintoffice.net

@ anne webb

F
0
E Remember me Login Cancel

Versiom 7.020

3.  The connection details window opens. Enter the localhost machine name or IP address and click

Connect
Skyline Productfanager *
Connect to portal
Mt customer.eprintoffice. net | Connect
[use HTTPS
Prosyy details

|:| U= Proogy Server

Progry address Prony port
0 =
Us=rnams Pazzword Domain (Optional)

Version: 7.0.2.0 -

4. Enter the user name SkylineHost and password SkylineH0$t, then click Log in.
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5.  The ProductManager opens.

— 5kyline Product™Manager - Connected portal: Host

File  Print Room Opkions  Producks  Address  Delivery || Change Portal | rlielp
.............. : : : Global
| hMedia | Document Options  Delivery Options
Metwork,
Shline
Create and maintain a lisk of all the media types vou hawvs Testl edi
products offered on a Skvline Portal.

L Indicates mandatory fields
N e BRI e

- ~k EN

1. Click Change Portal and select the portal that you want to administer.

6. Make sure that the correct portal name is shown in the title bar before you start to amend the products.

— Product™Manager - Network

File  Print Room Opfions  Producks  Address  Delivery  Change Portal  Help

| hedia | Document Options  Delivery Options

Create and mainkain 4 list of all the media types vou have available, The lisk of Media
S S ‘xm%_vl.m-‘_#—\#_‘# H_\_‘__‘-r—\_*.
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Amending the Log In Message

You can specify the message shown when users view their Login page.

Username | @nne.webb |

FREREEER |

Password

Please enter your system login username and password

To amend the Login message:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.
% Portal Configuration

Manage the configuration aptions for this portal

3. Find Login - LDAP login prompt. The default text is 'Please log in with your company username and
password'.

4. Click ¢ and amend the default text as required.

5. Click B to save the setting.

To configure Login - LDAP login prompt for all portals associated with Skyline use the default configuration
option. These options are only available when you are logged in with Host privileges.
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Customising the User Interface

When users log in to Skyline they will view the Home page so it's important that it is well thought out and
easy to understand. It's a great place to publish any special deals or print room features that users may not

already be aware of.

The features that are available for your users will depend how you have chosen to setup your portals.

B SKyline
UE'SJQ"IEU & dessdoped Dy ePrimDNrect Lid

Hame  Business Stationery

saraces and producks

annatts | iy View Bagket [0} | Preferences | Qowelosds | Edi Admin | Managemank Legout
Wpload Paper Originals Libraries ‘Orders Approval

Akhough desktop printers are
convanient for short or ane off
prinks they are expensive for

mora spphisticated documsants,

parbculary thasae that contain

colour,

Halp reduce waste and save
yoursel bme by sandng these
documsants oo the Print Room
winare they wil bs pnnted
queckly, efficiently and o &
consistant standard

Save bime ad mongy. Skling provides you Tast and easy aceess o professionsl prnt

Submit your documents for
protassonal panting and fineshing
f prasant them to best a'rfav:t,
raflacting the care you have made
in their compos&an.

To start using this servica selact
the LUpload tab and folaw the
instructions ta submit yaur
dacurment far prirtrg and
finishing.

9 ﬂ i T h;'n'.

Example Home Web Page
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Hiding Menu Tabs

You can select whether the senices on your portal are navigable via tabs or not. You may wish to disable tabs
to minimize options to users or to change the layout using specific hyper-links in the body of your portal. Tabs
enable users to click Home, Libraries or My Orders to view page content. Turning off the tabs will not stop
users typing in the specific page URL to gain access to the page (e.g.. http://yourportal/libraries.aspx).

Menu tabs are hidden in the above example.

To Hide/Show Menu Tabs:
1. Log in with Administrator rights and go to Admin.

2. In the Portals section click Portal Configuration.
‘\\9 Portal Configuration

Manage the configuration aptions for this portal

3. Find Look And Feel - Use Menu Tabs in the list.

¢ [f the option is set as True users will be able to see the menu tabs when they log in.

e Menu tabs can be hidden by setting the option to False.
4. To amend this option click e

5. Click ®to sawe the setting.

To configure Look And Feel - Use Menu Tabs for all portals associated with Skyline use the default

Tharesa Green | i View Basket (0] | Preferences | Logout
Home Busimess Stationery Upload Drders Paper Originals Libraries Ganngle
Cave trme snd monay, Ckyime provides you fast snd essy seoesd to professional prirt
et--Ly .:_““,...‘ VLR, b s i, e R Al At | el e s s i s gui e
Menu tabs are visible in the above example.
Theresa Green | o Wisw Baskost (00 | Preferences | Lzsgout
Save bme and maney, Skvline grovides you Task and essy actess to professanal print
saryipEs and products
—=" A i e S T

configuration option. These options are only available when you are logged in with Host privileges. Any

changes to the default configuration will affect ALL portals associated with Skyline.
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Hiding just the Products Tab.
1. Log in with Administrator rights and go to Admin.
2. Inthe Portals section click Portal Configuration.
3. Find Products: Hide the products tab from users in the list.
¢ [f the option is set as True users will be able to see the Products tab when they log in.

e The Products tab can be hidden from Users by setting the option to False. Administrators and
Hosts will be able to view the Products Tab.

6. To amend this option click e

7. Click Bl to save the setting.
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Changing the Tab Style

A choice of tab designs are available for display, see the exam;glesD71 listed below.
To change the tab style:
1. Log in with Administrator rights and go to Admin.

2. In the Portals section click Portal Configuration.

'\% Portal Configuration

Manage the configuration aptions for this portal

3. Find Look And Feel - Tab Style in the list.

e Select the tab style you require. ExamplesJ71 are shown at the end of this section.
4. To amend this option click e
5. Click m to save the setting.

To configure Look And Feel - Tab Style for all portals associated with Skyline use the default configuration
option. These options are only available when you are logged in with Host privileges. Any changes to the
default configuration will affect ALL portals associated with Skyline.

Examples
e Block Style.

annette | ggy Miew Basket (1) | Ereferences | Dowslosds | Bdk | ddmin | Mensgement | Logouwt

L SN N SRR S e I . J*h:r\“-'r-_ S el e

e Strip Style.

sonette | o Wiew Basket (1) | Preferences | Comnlosds | Edit | Sdmn | Mansgement | Logout

P P P I e 2L ot =
¢ Inbox Style.

annette | ggy Wiew Backetin) | Prefersndes | Downloads | Ede | Admin | Mansgement | Logout
Hmme  Business Statlonery | Uplead - Paper Orlginals Librarles  Orders 1

6.6.2.255  Laggedin s Portsl Adgrictratar rrdn B,
i~ -.u—..---"h-‘ ‘-‘" il g WI*-‘-«.’“”"'“ i . ﬂq._.i 5

e Mac Style.

snnette | gy Wiew Backar (1) | Preferences | Cownlosds | Edit | 4dmin | Mansgemers | Logout

[ vome | Business stationery | uplead | paper originals | Libraries | orders |

|"'||l._._ M ‘_\ '_ﬂ.ul-ﬂ'"\- r....‘," ., -' 'Al::.:\:; j:z-;w:‘jwr_\:wmrl Ml'nlrhl
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e Custom Style.

srnette | g Wiew Backet (1) | Preferences | Complosds | Edit | fdmin | Mapsgemest | Logout

Business Stationery  Upload  Paper Ongnals Libraries  Orders

ol ol g g et oW N g

e Vista Style.

annette | gy Wiew Bagket(d) | Breferences | Downdeads | Eds | Admin | Manegement | Loasut
| Home | Business Stationery | Uplosd | Paper Originals | Libraries | Orders |
e U LT BV S SPIPR RIS SRS S s
e Wizard Style.

annette | gy Wies Bakat il | Prafecences | Cosnlesds | Edf | Admin | Mansasmect | Leasut
Hame Business Stationery Upload Paper Originals Libsraries Orders

h‘&rﬂ“‘m“\,@m # \" S Logaed in am :.;..:I Mm“"iiﬂ-wmm

e Theme Style.

annette | ggp view Bogket (1) | Preferences | Downioads | Edt | 4dmin | HMansgemest | Logout

| Home | Business Stationery | upload | Paper Originals | Libraries | orders

I I l‘ﬂ‘r_-. -J__‘ F"_,-. '. S %E\-Zﬁﬁ LOEH inopgi Poeral Adois tfﬁl

e Default Style.
annatte | gy iew Basket(a) | Eroetersoces | Qesmicads | Ed¢ | Admio | Hanssswsod | Leaauf

Haome Business Stationery Upload Paper Originals Libraries Orders

Lagged in ap:  Pertsl Adminigtcrator |

Version: 7.6.0.8



Administration 73

Editing the Tabs
You are able to change the wording that is used on the tabs. For example, you might want to change the tab
name 'Orders' to be 'My Orders'. If you use more than one language, select the tab language to be changed.

To change the tab names:
1. Log in with Administrator rights and go to Admin.

2. Inthe Content section click Tabs.
’ Tabs
Aadd edit tabs

3. A list of the tabs is shown. Tabs which are not available have & beside the tab name.
Portasl Langusge en-gb -

Home
| ) Bursiness Stationery

Paper Originals

Paga Nama

Upload Docurmnents SEWE
Libranes

Orders

Quotes

Approval

Products

4. Select the tab name to be changed. Enter the new name and click Save.

Portal Language engh =

Haome Page Hame
&) Business Stationery £ | My Drders

Paper Originals

Upload Documents Save

Libraries

Qrders

Quetes

Approval

Products

5. The tab name has been changed.
Portal Languags engh -

Home Page Name
&) Business Stationery

Paper Onganals

Upload Documents

Libraries

Quotes

Approval

Products
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Upload Web Page

The upload page allows users to send jobs to the print room without installing any applications on their PC.
Uploads are automatically converted to PDF and a web based job ticket presented for job submission. For
details on how to upload a document, see the section on Using Upload.

anne webb | g Wiew Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

S Ees

e ¥

[ Home I Upload T Paper Originals I Library I Orders I User Forms I FBI Business Card I FBI Production Page

Upload Your Document to Print

Select

Supported File Formats

Your documents are being converted.

Position File Name

Mo records to display.

Exam ple Upload Web Page

You might very rarely see a message on the Upload web page stating that the senice is currently only able to
accept PDF file uploads. This means that the PDF Converter is not running. An email message will have been
automatically sent out to all Administrators stating which senvice is not running so that the relevant senice
can be re-started.

anne webb | @ViewBasket (0) | preferences | Downloads | Edit | Admin | Management | Logout

S Eme

T

Skyline
W

[ Home I Upload T Paper Originals Y Library T Orders T User Forms I FBI Business Card I FBI Production Page

Upload Your Document to Print

Select

Supported File Formats

PLEASE MOTE. The service is currently anly able to accept POF file uploads,

Version: 7.6.0.8



Administration 75

To re-start a service:

1. Log in to the Skyline web server.

2. Open Windows Senvices.

3.  Start the required senices that the email stated was not running. In the example email shown below it

tells you that all 3 senices need to be re-started.

The PDF Converter is not running
S| K|

09:31

Support
To @ Annette Webber

The DCStart service in not running on the Skyline webiste
The Skyline PDF Converter service in not running on the Skyline webiste
The Skyline PDF Scheduler service in not running on the Skyline webiste

Example email that is automatically sent to the administrator if the PDF Converter fails.

This senvice is turned on by default. However, there may be a situation when there is no email server
connected so you are able to turn this senice off.

To stop checking the PDF Converter Service:
1. Sign in with Skyline Host rights.

2. Go to Admin. In the Portals section click Default Configuration.
]

“i Default Configuration

Manage the default canfiguration options

3. Find the setting Upload - Check the Status of the PDF Converter services and make sure that it is
set False.
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Uploaded Document Types

You can manage what document types users are able to upload for automatic conversion to PDF. Uploaded
customer documents are automatically converted to high quality print ready PDF's on the Skyline server. In

order for this to happen a copy of the customer application must be installed and configured on the Skyline

server.

If no document types have been specified for a specific portal, the default configuration is used. If any
document types are added for a specific portal, only the portal specific list will be used. You must therefore
ensure that you enter all the required file extensions. If this is not done you might find that document types
that you used to be able to upload are no longer supported on the portal. For example, you might add the file
type XLS to the uploaded document type list for your specific portal but not specify all the other file formats.
However, if the file type is not added users are unable to upload documents. When they try to upload the
documents other than Excel spreadsheets they see a message similar to the one shown below. If this
happens you need to add the missing file formats that can be converted to PDF.

@ Note: Skyline needs to extract the first page of a PDF to create the first thumbnail. You will be unable to
upload a PDF if the security set on the PDF does not allow page extraction. Any documents that need a
password to be entered before they can be opened can not be uploaded.

To add a document type for PDF conversion:
1. Log in with Administrator rights and go to Admin.
2. In the Configuration section click Uploaded Document Types.

t

Uploaded Document Types

Add and Update Uploaded Docurnent Types

3. Alist of existing document types for the portal that you are connected to is shown.

Dt irnenlTypss Exlgfvsion

#  Euxe I i |

Dacuimant Trpe Wioed

File Extansion Doc | _t : ]
Add |

1. Enter the name of the document type to be added.

2. Enter the file extension of the document type. For example, for a Word document you would enter
Doc.

3. Click Add. The document type is added to the list of supported file formats that can be conwverted to
PDF format.

@ Note: If you need to delete a document type, click the T associated with the document type that you
want to remove.
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Showing the Supported File Formats Link

By default the option to see the Supported File Formats link on the Upload web page is true.

Use the Select button to upload one or more files.
Select
When all the salacted files have been uploaded, dick
on the Proceed button

supported File Formats

Posstion File Mame

Mo records to display.

Upload Web Page with the Supported File Formats Link.

To hide/show the supported file formats link:
1.  Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\\S"j

Manage the configuration aptions for this portal
3. Find Upload - Show Supported Formats link in the list.

e If the option is set as True users will be able to see the Supported File Formats link. This is the
default option.

e The Supported File Formats link can be removed by setting the option to False.
4. To amend this option click e
5. Click ®to save the setting.

To configure Upload - Show Supported Formats link for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Allow Users to Upload Documents

You can set whether users are able to upload documents to a portal or not. It is possible to remove the Upload
web page, which stops users from being able to submit documents via the Upload function to a Skyline portal.
Users can order business stationery or other documents stored in the library.

@ If you are signed in with Host or Administrator privileges, you will always see the Upload web page, even
if the option is set to false.

To change whether users can upload documents to a portal or not:

1. Log in with Administrator rights and go to Admin.

@ View Basket (0% | Preferences | Downloads | Edit Management | Logout

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal
3. Find Upload - Allow users to upload documents in the list.
e [f the option is set as True users will be able to see the Upload web page. This is the default option.

¢ The Upload web page can be remowved by setting the option to False.

4. To amend this option click &
5. Click ®lto sawe the setting.
To configure Upload - Allow users to upload documents for all portals associated with Skyline use the

default configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Changing the Upload Message

You can use this configuration option to change the message displayed when a PDF is being converted.

Select

Supported File Formats

The conversion process could take a little while, depending on the complexity of your document and the number of other documents in the PDF converter queue. The position of your document

is shown below, The conversion stages are:

Qusued -> Creating PDF -> Creating thumbnails -= Finzlizing

Position File Name

Mo records to display.

Example of the default Upload message
To change the default conversion message:

1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.
28 Portal Configuration
e

Manage the configuration options for thiz portal

3. Find Upload - Custom PDF Conversion Message in the list.
4. To amend this option click & and enter the required message.

5. Click B to save the setting.

Select

Supported File Formats

Please be aware that very large documents will take longer to upload than small ones.

Position File Mame

Mo records to display.

Example of an amended message.

0 To revert to the original message simply remove the message entered in Upload - Custom PDF
Conversion Message and save the blank message. The default upload message will be displayed.
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Paper Originals Web Page

The Paper Originals web page allows users to submit job tickets with a reference to a physical hard copy or
"paper original". You can amend the page by:

¢  Changing the wording of the Document Name label.

. Amend the wording of the error message that appears when 'Next' is clicked before both fields are
completed.

o Prevent users from being able to submit paper original orders.
@ To configure all portals associated with Skyline use the default configuration option. These options are

only available when you are logged in with Host privileges. Any changes to the default configuration will
affect ALL portals associated with Skyline.

Paper Originals
allows you to provide finishing instructions via Skyline for 2 hard copy document mailed to the print Room. Providing your instructions this way gives you access to zll the document finishing

options availzble and ensures your requirements are clearly understood.

Document Mame

Number of Pages Next p

Example showing the label that can be changed
To amend the label for the Document Name:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

g, Portal Configuration
\‘5_"]

Manage the configuration aptions for this portal

3. Find Paper Originals - Document Name Label in the list.
4. To amend this option click e Change the wording as required

5. Click B to save the setting.
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You can amend the wording of the error message that appears when 'Next' is clicked before both fields are
completed. An example of the default wording can be seen below.

Paper Originals

options availzble and ensures your requirements are clearly understood.

Document Name

Criginal

Mumber of Pagas

‘ir arder for paper originals must include the document name and the number of pages '

Example of an error message.

To amend the error message:

1.
2.

Log in with Administrator rights and go to Admin.

In the Portals section click Portal Configuration.

it Portal Configuration
W

Manage the configuration aptions for this portal

Find Paper Originals - Missing Information Error in the list.
To amend this option click e Change the wording as required

Click B to sawe the setting.

allows you to provide finishing instructions via Skyline for 2 hard copy document mailed to the print Room. Providing your instructions this way gives you access to zll the document finishing

Next p
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If you want to stop users from being able to submit paper originals to Skyline portal you can hide the tab. The
example below shows a typical Paper Original web page. For more information on ordering documents with
reference to a physical hard copy, see the section on Using Paper Originals.

Paper Originals allows you to provide finishing instructions via Skyline far a hard copy

- document mailad to the print Room. Providing your instructions this way gives you access to
all the document finishing options available and ensures your requiremeants are clearly
understood.

Document Name MEst

Number of Pages

To hide the Paper Originals web page:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.
\B Portal Configuration

Manage the configuration options for thiz portal

3. Find Upload - Allow Paper Originals in the list.
. If the option is set as True users will be able to use the Paper Originals web page.

. Users will not be able to use the Paper Originals web page by setting the option to False. They will
be able to see the Paper Originals web page, as shown in the example below.
Paper Originals allows you to provide finishing instructions via Skyline for 3 hard copy
" document mailled to the print Room. Providing your instructions this way gives you access to
all the document finishing options availlable and ensures your requirements are claarly

undarstood.

You do Aok have permission to order using paper copias

4. To amend this option click e
5. Click B to save the setting.
6. Find Upload - Show Paper Originals Tab in the list.
. If the option is set as True users will be able to see the Paper Originals web page.

e The Paper Originals web page can be hidden by setting the option to False.
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Libraries Web Page

Libraries store uploaded documents which users can submit for printing.

. | & m ¢ v w2 ":' | ~ &)  shared Libraries
& My Library

(@ proctapre o Era—] T

& Project Omega =4 Skyline
Personal Libraries Libraries Shared to a Group

l‘::; Exam Papers

oOQ® i Website 23/05/2020 2280 o
15231028 _
039:31:28 [ Librariz Shared to Users J"
O ':4’7'_.. \my ProductManager 29/06/2020 T.ET WE 123
09:31:27
oQ® ] PrintStation 29/06/2020 5.51 ME 102
09:31:27
O @y Manual 25/08/2020  26.33 MB o
09:31:27
(] ':J,","; vy Installation 29/06/2020 10.64 MB 174

Example Libraries Web Page

Setting the Default Library View

When a user views their personal document library they can have a choice of views. Setting the default library
view will select the setting for a new user when they first view their library. If they select a different view to the
default view, they will see their library in the selected view the next time they open it.

G Note: Any changes to the default view will only effect new accounts. As soon as a new user selects a
view the default library view will not effect their selected view.

To select the default library view:

1. Log in with Administrator rights and go to Admin.

2. In the Portals section click Portal Configuration.

% Portal Configuratiorn
\&"j

Manage the configuration aptions for thiz portal
3. Find Library - Default View in the list.
4. To amend this option click & . Select the required mode:
o ListView.
¢ DetailsView.
¢ ThumbsView.

e Catalog View

5. Click Bl to sawe the setting.

To configure Library - Default View for all portals associated with Skyline use the default configuration
option. These options are only available when you are logged in with Host privileges. Any changes to the
default configuration will affect ALL portals associated with Skyline.
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Creating Shared Libraries

Users can create shared document libraries in order to be able to share their documents with other specified
users. Once documents have been uploaded into their personal library users can mowve the documents into the
required shared library. This setting affects all users of the specific Skyline portal.

To allow users to create shared libraries:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\j‘]

Manage the configuration options for thiz portal

3. Find Library - Allow Custom Libraries in the list.

¢ Users can have the choice to move documents to their personal library or a shared library by setting
the option to True.

e [f the option is set as False users will only be able to use their personal library.
4. To amend this option click e
5. Click ®to sawe the setting.
To configure Library - Allow Custom Libraries for all portals associated with Skyline use the default

configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Showing Shared Libraries

When shared libraries are used the Libraries web page needs to be edited so that the shared libraries are
visible.

Y . 0 W S e = H H
| | [ W  x > w v ; M 0 Shared Libraries
& My Library .
(@ poecpre o B | e vana
2 Project Omega z & skyline
Perzonal Libraries Libraries Shared to a Group
OQ® oy Website 29/06/2020 22 mo a i Exam Papers
03:31:28 | Libraris Shared to Users I
O ':%Z "mi( ProductManager 29/06/2020 T
03:31:27
oOQ® o PrintStation 29/06/2020  5.91 MB 102
09:31:27
0O By Manual 29/06/2020  36.93 MB 0
03:31:27
oOQ® g Installation 29/06/2020  10.64 MB 174
L

Example Libraries Web Page
To edit the libraries web page:
1. Log in with Editor rights.
2. Select the Libraries page and click Edit.

3. Floating Edit menu bars appear on the page.

4. Click Lo to open the column chooser window.

Anne Webb | @View Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

O E
[ '

Skyline
g ¥ :
L2 = i

[ Home Y Upload Y Libraries I Paper Docs I Products T Orders I Approval T Website ]

) —_— e
_I d = | | @ X v 2 w ‘3-3_" d M 0
Dsesnt oo a

Document Name Dat= Sizs Number of Pages
[ Administration 24/05/2020 12.88 ME 120
10:42:15

oQ® ﬁ\l' Simple 18/06/2020 2.28 MB 80
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5. The Column Choose window opens
Column Chooser x

Column Chooser

Hide Left Column Hide Right Column |:|

Cancel . 1 '

1. Removwe the tick by Hide Right Column.

2. Click Apply.

6. Refresh the web page by going to the home page and then returning to the Libraries page. There is a
blank column on the right of the page.

Anne Webb | g5 iew Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

= —
[

Skyline
g ¥
L =" il

[ Home Y Upload Y Libraries Y Paper Docs Y Products I Orders Y Approval Y Website 1

S ¥ 0 FARY . e - - = PaR 4
. |l Uy x R T ) N
O sl by Lbrary a8
Document Name Date Size Humber of
Pages
O 1] @! Administration 24/06/2020 12.88 MB 120
10:42:15
oQs \my Simple 18/06/2020 3.28 MB 80
10:12:14
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7. Click & in the blank column to edit the HTML. A blank form opens.

B x
W | B/ Dade EZEEE RS S it | Size - || (F = | Appiy CSS CL.. | A = 2y = | B
YT 1o FE T I =0
| # Design | €»HTML O Preview Words: 0 Charscters 4

8. Any text an be added in this page and formatted as required. To show the libraries you must enter the
code #!#Catalogues#!#

Shared Libraries

#l#Catalogues##

. sl ol ol el

9. Click =l to save your changes.

10. Click OK when you see the message Saved OK.
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11. Refresh the web page by going to the home page and then returning to the Libraries page. Shared
libraries will be listed in the right column of the libraries page.

Skyline

| P

Anne Webb | @View Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

[ Home I Upload Y Libraries I Paper Docs I Products I Orders T Approval I Website ]

il

N EE

| My Library " |é‘
[ select al My Library

Document Name
o & Vi Administration

0Q®E @ Simple

Loy EY o

W x T

5 -~ Lﬁg ‘i‘|m T 0 Shared Libraries
Goa— J[EY | & project omess

Dat=

24/06/2020
10:42:15

18/06/2020

Size

12.88 MB

2.28 MB

Number of

Pages

120
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Previewing Documents

Thumbnails of a document can be produced so that the document can be previewed without opening the
associated PDF. You can selegt how many pages of the document can be previewed from a drop down list. To

preview a document click the '~ associated with the document.

@ Note: When Skyline is first installed the default configuration option Library - Number of Preview

Pages is configured as 20 pages and Library - Click Thumbnail is configured as Preview. All portals
associated with Skyline will use the Global setting. The number of pages can be left as the default global
setting, or changed for each specific portal.

To select the number of pages to preview as thumbnails:

1.
2.

Log in with Administrator rights and go to Admin.

In the Portals section click Portal Configuration.

it Portal Configuration
\\S_"]

Manage the configuration aptions for this portal

Find Library - Number of Preview Pages in the list.

To amend this option click e

¢ Select the number of pages in the document to be shown as thumbnails from the drop down list.
The choices are 10, 20, 50 or All pages. The default selection is 20 pages. If the option All Pages is
selected there may be a delay in showing all the pages on very long documents.

click B to save the setting.

You can also preview the document by clicking the thumbnail associated with the order when the library view
is either Thumbnail or Details. You can change the setting Library - Click Thumbnail so that want the user
will be able to place an order when they click the thumbnail.

To place an order when you click the thumbnail associated with a document within the library:

1.
2.

Log in with Administrator rights and go to Admin.

In the Portals section click Portal Configuration.

Lo, Portal Configuration
\j‘]

Manage the configuration options for thiz portal

Find Library - Click Thumbnails in the list.
e [f the option is set as Preview users will preview the document.

e To allow users to order a document when they click the document thumbnail change the setting
option to Order.

To amend this option click &

click B to save the setting.
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Forcing Preview Before Sending Order

When a user clicks on the shopping basket from a document in their library they can be forced to preview their
chosen document before ordering.

To force a user to preview their document:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\j‘]

Manage the configuration options for thiz portal
3. Find Document - Preview Mandatory in the list.
e [f the option is set as True users will be forced to preview their document.
e Users are not forced to preview their documents before ordering by setting the option to False.
4. To amend this option click &
5. Click B to save the setting.

To configure Document - Preview Mandatory for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Downloading PDF's

When a user accesses their document library they can be permitted to download a copy of uploaded
documents as a PDF or not. When you view documents in your library you will see a  next to the

Download

-
document or a </ button if you can download the document as a PDF.

To change the permission for PDF downloads:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

, Portal Configuration
\\S_"]

Manage the configuration aptions for thiz portal
3. Find Library - Users Can Download PDF in the list.
e [f the option is set as True users will be able to download a PDF.
¢ To prevent users downloading a PDF change the setting option to False.
4. To amend this option click e

5. Click Bl to sawe the setting.

To configure Library - Users Can Download PDF for all portals associated with Skyline use the default

configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Hiding the Libraries Web Page

You can choose to remove the Libraries web page for all users of the portal so that they will not have access
to a personal document library. By default all users have access to personal libraries so they are able to order
or re-order documents from their own document library. When libraries are turned off users can only order
documents when they are uploaded.

@ Note:

If you choose to hide the Libraries web page this will affect all users of the specific Skyline portal. If a
user signs in with Administrator or Host rights, the Library web page will always be visible.

To hide the Libraries web page:

1. Log in with Administrator rights and go to Admin.

@ View Basket (0% | Preferences | Downloads | Edit Management | Logout

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal
3. Find Library - Allow User Libraries in the list.
e [f the option is set as True users will be able to see the Libraries web page.

¢ The Libraries web page can be hidden by setting the option to False.
If you are signed in with Host or Administrator privileges, you will always see the Libraries web
page, even if the option is set to false.
4. To amend this option click &

5. Click ®lto sawe the setting.
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Amending the Help Button

On the Libraries toolbar there is a help button. The button can be configured to link to a web page, a PDF or
an email.

My Library - é x - \_" . "_‘__Lg s L.

To configure the Help button:

1. Log in with Administrator rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

2. Inthe Portals section click Portal Configuration.

Lo, Portal Configuration
\\S"j

Manage the configuration aptions for this portal
3. Find Help link for Library page in the list and set the link to show either:

o Email: set the link to: mailto:email@example.com?subject=Mail from our Website. This opens the
user’s default email application with the email address and subject filled in already.

e  Web Page: set the link to any web page you want to link to e.g. https://help.eprint.net/index.html?
orderingdocuments.htm

o PDF Document: set the link to the full path to a PDF Document, e.g. https://www.example/
attachments/article/650MH896.pdf. This opens the PDF in Chrome, Edge, Firefox and Internet
Explorer 11.

4. Click = to save the setting.
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Amending Delivery Details

When users place an order they can select the delivery priority and method. By default this page is part of the
order process. The layout of this page is a form which is created and managed in ProductManager.

G If the Checkout Mode[199 is configured to show separate pages you can hide the shipping details web
page if the information is not applicable to your organisation. If the Checkout Mode is selected to show
combined pages, the delivery details will show even if you set the Checkout - Show Delivery Priority
Page option to false.

—
D¢ At T Produ I okic Ea E Addre Shipping
o Back
1

Prigrity Mormal -
Date required 30/04/2015 B
Delivery Method I'll pick it up i
Notes Thi=s i=s not urgent but if ready

before the reguired date please ring

extension 6754 & I will arrange

collection.

Next -

Example Delivery Details Web Page
To hide/show the shipping web page:
1.  Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

. Portal Configuration
)

Manage the configuration aptions for this portal
3. Find Checkout - Show Delivery Priority Page in the list.
¢ If the option is set as True users will have access to the shipping web page.

¢ The shipping web page can be remowved by setting the option to False.
4. To amend this option click e

5. Click ®to save the setting.

To configure Checkout - Show Delivery Priority Page for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Saving the Delivery Address

If you do not want users to be able to save their delivery address during the order process the delivery address
tick box needs to be removed from the delivery address page. Users can enter their delivery details using the
preferences link and changing their address details. Any changes made will be reflected when they place their

next order.
« Back
Title
Name Therasa Graen
Company Name ePrint Direct Lid
Addrass 1 Unit 3, Gatewsy 1000
Address 2 Stevenage
County Herfardshire
Postal Code =G12 8FF
Phone Number +44(0) 1438 842420|

save this delivery address

Example Delivery Address

To hide/show the save delivery address option:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

g, Portal Configuration
\\f‘]

Manage the configuration options for thiz portal

3. Find Checkout - Save Delivery Address in the list.

e [f the option is set as True users will have the option to save their delivery address.

¢ The sawe delivery address option can be removed by setting the option to False.

4. To amend this option click e

5. Click Bl to save the setting.

Mext

To configure Checkout - Save Delivery Address for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any

changes to the default configuration will affect ALL portals associated with Skyline.
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Controlling Printing Levels using Smart Calendar

The Smart Calendar option enables you to set the maximum number of pages that can be printed by the print
room for each day. This means that the print room should not receive more orders than they are able to
produce as users are only able to select a delivery date where there is still capacity to produce the order. You
are also able to select the days that the print room operates and set a different print level for specific days.
This could be especially useful if there is reduced capacity on a specific day due to a printer being serviced or

a public holiday approaching.

The Smart Calendar will be displayed to the user when they place their order on the confirmation page.

&=

s
Document Type Product Opticns Basket Address Shipping Confirm

¥ Cancel Order

Please check the order details below and confirm your order

Select the date 4 4 March 2020 e
required
Mon Tue Wed Thu Fri Sat Sun
24 2 2 2 2 2 i
Date availzable
2 2 4 = & 7 =1
Raduced printing
capacity
= i0 i1 iz 13 14 i5
Lowr printing
capacity
- ) - ) ) ) )
Date not available -
® Contact print room a3 04 a5 0 a7 0 0s
Clozed or dat= in
the past 20 31 =
Quantity Document Product Pages Price
5 Manual Binding 7.0.4 918 1948.50
Total 1948.50

Example showing the Smart Calendar on the Confirmation page. Until a date is

selected the order cannot be placed.

G Note: If you are using the Smart Calendar you should not use a calendar in your delivery form created in

ProductManager.
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To configure the Smart Calendar:

1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Smart calendar.

Smart Calendar
Sat working days and maximum jobs per day

3. The Smart Calendar configuration form opens.

Smart Calendar

B Show the Smart Calendar when placing an order (Check to enable the controls on this page)

Checkout heading This service is being transferred to a new server and will be available again on Monday 7th November
User Prompt Select Date Required [J user Prompt in red
Low Capacity Message ‘Wour order exceeds the print capacity for this date. Please select another date
“« 4 May 2023 L Work days Total printing capacity
Mon Tue  Wed Thu Fri Sat  Sun fion 100000] - paximum pages per Day
_ ~ . 7l Tue
24 25 2 27 28 29 30 = Selected date
Wed Printing capacity
1 2 3 4 S 5 7 Thu Low printing capacity waming
Fri 3| Low level threshold
8 9 10 il 12 13 14
[()Sat

Users will not be able to submit prints

15 16 17 18 19 20 24 (JSun P stop Level

22 23 24 25 26 27 28 ) Date available Date available
_ Printing capacity
29 30 2 ’ 5 3 4 ~ changed Printing capacity
© Low printing capacity Low printing capacity
M Allow jobs to be submitted today ® Stop Level Date not available
Minimum Lead Time (days) @ Closed or date in the past | cjoced or date in the past

L Eack | |_$ave |

1. Select the option to Show the Smart Calendar when placing an order. You will now be able
to amend the controls on the page.

Amend the checkout heading (optional).
Amend the User Prompt if required and select if you want it to be displayed in red text.

Enter a low capacity message.

o > 0D

Select the appropriate work days for your print room. By default the option to allow jobs to be
submitted for the current date is selected. If you remowve the selection users will not be able to
place an order which is required on the current day.
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10.

Enter the Printing Capacity levels as required.

If you are closed on particular dates, for example for a public holiday, you can prevent orders
being placed for delivery on those dates by selecting the date and setting the maximum prints for
the day as being Zero. If you set a printing level to zero the date is greyed out and cannot be
selected.

You can enter a value in the stop lewel if required. This will create a buffer zone in the PrintStation
to allow for special orders to be printed if needed.

Amend any messages to the user.

By default the user is not able to select the date required to be the same as the date that they
are placing the order. If this is allowed select the option to Allow jobs the be submitted today.

Enter the number of lead days required in the field labelled Minimum Lead Time (days). Non
work days are not included in the calculation. By setting a 'Minimum Lead Time (Day) you
override the option 'Allow Jobs to be Selected Today'.

When you have completed the form click Save.
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Combining the Address, Delivery & Account Pages

When you proceed through the ordering process you complete your address details, then on the next page
the shipping details and finally enter the account details, if required. You can amend the check out mode to
combine the Address and Delivery pages or the Address, Delivery & Account pages.

To change the checkout mode:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal

3. Find Checkout Mode in the list.
e Separate pages - The address, delivery and account pages are shown separately.

e Combine Address and Delivery - The address and delivery pages are combined into one web
page. The accounts details are shown on a separate page.

e Combine Address Delivery and Accounts - All three pages are combined into one web page.

146

@ The option to enter a mask for the account numberD™ when users manually enter the account
code, name or description is also only available when the accounts page is shown separately.

4. To amend this option click e

5. Click Bl to sawe the setting.

To configure Checkout Mode for all portals associated with Skyline use the default configuration option.
These options are only available when you are logged in with Host privileges. Any changes to the default
configuration will affect ALL portals associated with Skyline.
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Orders Web Page

The Orders web page displays any orders that have been placed. The view link for an entry in the list will
display the complete job ticket for that order. When the initial configuration of the system is implemented the
order number formatd™ can be configured and the start number specifiedd™. If there is a red cross by an
order, the order can be deleted. The job statuses can be amended to allow or prevent orders from being
deletedD2,

PDF | Job Ticket | Document | Order Number | Order Date | Required Date | Status | Quote | Delete
7__" |m| TUI lceland 0000111 30/04/2024 14:03 Downloaded

7__- |E| WorldWide Escorted Tours 0000111 30/04/2024 14:03 Order Placed 5
s |E| Administration 0000111 30/04/2024 14:03 In Production

T [View| Manual 0000111 30/04/2024 14:03 Order Placed (X
7__- |E| MNewEngland 0000111 30/04/2024 14:03 Completed 5
7__" |E| Word (6 pages) Mono Q000111 30/04/2024 14:03 Downloaded

7__" |E| Testing Motes for Additional Fields 0000111 30/04/2024 14:03 Printed

Example Orders Web Page
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Modifying the Look & Feel

You can change the way Skyline looks so that it conforms to your companies style. You can also use Skyline
to share relevant information to all users, for example any special deals or print room features that users may
not already be aware of.

The main ways to change the look and feel of Skyline is to:

e Change the contents0™ of the Home web page.

e Show an external web pagel™ , for example allow access to the companies Intranet.

e Apply specific portal themesD™ .

Changing the Page Contents

You can change the wording on a page as well as adding other images. For example the Home page can be
changed to share relevant information to all users. This is a brief oveniew on how to amend the web page
selected.

To amend the home page:
1. Log in with Editor rights.
2. Select the Home page and click Edit.

3. Floating Edit menu bars appear on the page. These can be used to amend the page.

- MSkyline

Designed & developed by ePrimDirect L1d

anrette | g \eew Basket (0] | Preferences | Downlosds | Edit | Admin | Mansgsment | Logout

Home Business Statlomery Upload Paper Driginals Libraries Owrders My untes

F B e

e

Sava bme and maney. Skyline provides you fast and sasy scoess to profassional print

services and products |

Submit your documants for

prafessonal primbng and finshing
Althaugh desktop prnters are to prasant them to best affect
conwenient for short ar ane aff reflacting the care you have made
PAREE they are expendass 1of £ TR cOmpositan
mora sophisticatad domments,

particularly thosa that contain

cElaLf
To start using this sarvice selact

Halp raduts waste and save the Upkoad tab and fallow the

yaursel bme by 2anding thage Airuchans Bo submit waur

dotuments to the Print Boom gacument far grinting and

whara thay will be prmbed firishinig.

quickly, effsigntly &nd b &

consistant standard g Shorm mm b

B course Hotes

.' Past Exam Papers
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¢ Edit HTML

When you click & the HTML editor window opens containing the text and graphics of the area selected. The
example below shows the HTML editor window open for the main body of the page when the icon on the lower

toolbar is selected. Use the editor to make your changes and update your page.

]

ﬁ|n I U g =
& o GG (B

@ ig i= = | “Open Sans”,.. v Size | [F 7| Apply CSSCl. v A v &y ~ |:|
9-0-|RAES S b |G WE |4 a-[EFHa-]

This web site uses cookies. Cookies are pieces of information that a website transfers to your computer's hard disk for record-keeping purposes. Cookies in and
of themselves do not identify users, although they do identify a user's computer. Most browsers are initially set up to accept cookies.

If you set your browser to refuse cookies, you may not be able to take full advantage of the website

|/ Design | <3HTML @, Preview Words: 67 Characters: 397 -

/HTMLEditor.aspx?namespace=2468tkey=ContentTop

< Edit Style

You can change the background colour of the pages using the & icon. A new window opens which you can

select the colour or specify a custom colour.

Edit Style a

Background colour

Select a colour from the dropdown list or enter your own

Salect Colour: MNone r
Apply Custom Colour:

Apply to all pages |l

Cancel Apply

fCS5Editor.aspx?namespace=2468key=centerbarC55
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7 Edit Columns

The text is layered out in columns. You can choose to show the hidden columns to the left or right. Make the
selection from the column chooser and click Apply.

Column Chooser B8

Column Chooser

Hide Left Column | | Hide Right Column | |

| Cancel | | Apply |

fColumnC55Editor.aspx?namespace=2468tkey=ColumnCS5
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Showing an External Web Page

Linking to an external website is a useful way of adding extra functionality to your Skyline installation. You
can link a tab in Skyline to any internal or external site that is usually available to users of the system via their
web browsers. This will be available to all users of the portal. To create a tab to show another website you first
need to create a custom page and then add it to the portal.

@ Note: If you log in with a user name with Host Privileges, you can create a page that will be available to
all the portals on a Skyline server.

To create a custom page:

1.  Log in with Administrator & Editor rights and go to Admin.

2. In the Content section click Custom Pages.
q:: Custorm Pages

&dd, Edit & Remowe custom website pages

3. Alist of any existing pages will show.

Add new custom page

1. Click the link Add new custom page.

4. A new field appears.

1. Enter a name for the new web page.
2. Click Submit.

5. Your custom page has been created. The page now needs to be added to your portal.

Add Few GISEOn DiEie

Carporata [ntranet x

((Beck |

Version: 7.6.0.8



Administration 105

6. Click the Admin link.

7. In the Content section click Selected Custom Pages.

1 Selected Custom Pages

Azsign custam website pages to portals

8. All the custom pages available to the portal are listed. Some pages may have be created by a user with
Host privileges. These pages will be available to all the portals on the Skyline server.

[ webcasts

[ coagle
[ comorate [rtranat i]
E

1. Select the pages you want to add to your portal. If more that one page is added, a drop-down list
next to each page will show the order the pages will appear on the navigation tab.

2. Click Save order.

9. The new web page tab will be added.

7° (] @
annettn | gd Yiew Bosket (1) | Preforences | Comnlosds || Ed# || Admin | Mansgemen gt
Ham# Business Stationery load Orders Paper Originals Libraries approval Corporate Intramnet
F ¥ s ¥ 0 &F ¥

1. Select the new web page tab that you hawe created.
2. Click the Edit link at the top of the page.

3. The edit tools for each website pane will load.
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10. You need to ensure that the embedded page fills the entire lower pane. Click G in the centre column.
The column chooser window opens.

|=] Column Chooser B

Column Chooser

Cancel

ColumnCSSEditor.aspx?namespace=496&keyv=ColumnicSS

1. Select Hide Left Column and Hide Right Column.
2. Click Apply.

11. The external web page needs to be embedded.

L & O

1. Click the Edit link at the top of the page.
12. The HTML Editor window opens.

|

=
rﬂﬁli L lm!'!.l KIS S | Fonimame  »|mne oF - pewcsscnt A e F

o Damipn | ApeTAL B e WWoeds I Charetoes: 0

VHTWLEdHor 357 rame spas a= 3G my=CantenTog

1. Click Insert Code Snippet and select Embedded Website from the drop down menu.
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13. The frame may fill with the Google search page.

5 -

gl B 7 U IE3E XM B EFFESE|rmrare =[S0 5 - S csscee A S =
HiofGhean - [dEE &8 4@ hS [Hia a-EHa-

Google

° b

L parign [€3 FmaL | S Preview Wards: 0 Charackns: 0

HT WL E 0.3 S 1 1 o e 05 e By il

| €% HTML

1. To change the embedded page click ! at the bottom of the edit window.

14. Look at HTML code.

¥ o

| Demign £BHTHL S, Preiew
MTH LEd e 2vs pecn am s po g e= 3 B kme ConteniTop

|€

1. Change the URL to the page you want to embed. So http://www.google.com becomes http://
your web address here.com.

Q. P review

2. Click to view how the page will look if you sawe it.

/" Design

3. Click then click = to sawe the page and your changes.
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Editing the Login Page

Normally, the only time you see the log in page is when you are logged out, but when you log out, you no
longer have access to the editor. To be able to edit the log in page, do not log out of the portal.

To edit the log in page:

1. Open the portal you want to edit and click the Home tab.

2. Click Edit.

3. In the browser address bar, edit the portal URL and change it from http://... /Default.aspx to http://... /
login.aspx
This opens the log in page without having to log out.

4. Edit as required.

Adding Links to the Online Manual

To make it easier for your users you can add links on the web pages to the online Skyline Manual. For
example, you can add a link on the libraries page linking to Searching Libraries page in the online manual

Home Orders

Personal library

This is your personal Library
where you can save
documents and order

reprints

How to : Search Libraries

Link to the
online manual

e %W‘

Business Stationery

| Anne Webb

[] Select All

File Name
|:| ':\‘!_’T: "ihﬁ?’ 40 Pages

[ |:4j7: w Yeosimite

|:| Q '7'; MY word Document

[ LW Thisisan a2

Portrait Page
bl e

Upload Pa

Date

06/07/20
30/06/20
30/06/20

30/06/20

‘M.H“-"-__w‘-’\
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To add a link to a Web page:

1. Open the online help [http://help.eprint.net/] and view the page that you want to link to. Highlight and

copy the help URL to the required page.

File Edit View History Bookmarks Tools Help

L (' | @ help.eprint.net/indexhtmi?search

Skyline M... » Skyﬁnglu"lanual‘) it

¢l B @ & /A 4 O

& B gyjildserver [6.8] ©0 Google Images ™8 Hosted - Annette = Website g V" E @; 5 R

Skyline Manual

6.9.1

| Contents | Index @ Search

=2 Introduction

[E%2 Installation

F Administration

E%2 Upgrading Skyline

E1 (3 Skyline Website
[=§2 Starting Skyline

@ Changing your Preferences

[£]2 Placing a Print Order

[21 ordering a Chili Product

[Z] viewing Orders Placed

@ The Quotations Process
E lﬁ Using Libraries and Catalogues

E Searching Libraries

E Changing the Library View
E Qﬂ] Managing Documents in your Libraries|
@ Previewing Documents

’ @ Opening a POF

:,_- @ Copying a Document
@ Moving a Document

@ Deleting a Document
g @ Merging Documents

2. Log in with Editor rights to Skyline.

E Adding a Personal Library

Managing
Documents in your
Libraries

m

as well as viewing the PDF.

Documents that have been uploaded intol
personal library can be deleted, copied o
to another library. You can also merge se
documents to make one combined docu
The icons at the top of the libraries windg
used to perform these actions. You can &
the controls available beside each uploag
document to preview the document befor

You are also able to order documents as
re-order documents that are stored in the

3. Select the web page that you want to add the link.

4. Click Edit. The floating edit menu bars appear on the page.

REAVAR http://help.eprint.net]
[index.htm|?managingdocuments. hitey

COpen Link in New Tab

Open Link in New Window
Open Link in New Private Window

Bookmark This Link

Share This Link

Save Link As...

Copy Link Location

Copy

Search Ask Search for "http://help.epr..”
Share Selection

This Frame 3

View Selection Source

Inspect Elernent (Q)

5. In the area to add the link click ¢ . The HTML editor window opens containing the text and graphics of

the area selected.
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6.

Enter the required t_ext for the layout.
Hf | B 7 U ae

Personal library

L1500

FE Y

I ||| This is your persenal Library where you can save documents and order reprints.

How to: Search Libraries

Text added ]

Managing Docurnents

)

N o e AP A s A A s i
Highlight the text and click Hyperlink Manager.
=

=)
||ﬂ|§|ﬂf Ua.bt..

Personal library [ Hyperlink Manager (CTRL+K] ]

H | | This is your personal Library where you can save docurnents and crder reprints.

How to: Search Libraries

Lt s " ‘W_M‘ " 'ﬂm#
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8.  The Hyperlink Manager window opens.

Hyperlink Manager B

0 hi A
Hyperlink \ Anchor % E-mail 1

URL | http://help.eprint.net/index.htm Hlﬂ_l

Link Text | Managing Documents

P

D | o)
Target | Mew Window - {9
Existing Anchor | None ~ |
Tooltip | |
€SS Class | Apply Class |
OK | | Cancel |

1. Paste Help URL you copied in step 1 into the URL field.
2. Select the Target New Window.
3. Click OK.

9.  When the mouse pointer is moved over the text it is shown in blue. The text is underlined on the page to
indicate that it is an URL. Click Save.

10. Click Edit to exit from the edit mode. Test your new link. The help page should open in a new window.

Home Orders Business Sta

Personal library | Anne Webb

This is your personal Library
where you can save
documents and order

reprints.
How to @ Search Libraries

Managing Documents
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Changing the Default Language

If the default language is not listed in the list of specified website languagesD'* then Skyline will not start.

To change the default language:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal

3. Find Look And Feel - Language in the list.

4. To amend this option click & and enter the required language code. For more details refer to the
Language Country Codes listed in the appendix.

5. Click ®lto sawe the setting.
To configure Look And Feel - Language for all portals associated with Skyline use the default configuration

option. These options are only available when you are logged in with Host privileges. Any changes to the
default configuration will affect ALL portals associated with Skyline.
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Using Multiple Languages
A Skyline portal can be configured to be able to switch languages. Once a Skyline portal has been set up for

multiple language selection the language required by the user is selected by clicking on the nationality flag in
the top right hand corner of the Skyline portal.

annette | golp Aew Bagket (D) | Preferences | Dowmnlosds | Edit | &dmin | Mansgement | Logout

Home Business Stalionery Uplaad Paper Originals Libraries Orders My Quotes

Save time and maney, Skylne providas you fast and easy aceass to professional pring

servicas snd products |

Sulbmit your documants for
professional pringng and finisheng
Although deskiog printers are to present tham to best affect,
comvanient for short or ane off reflecting the care you have made
prings they are expensiva for in their camgosition
more sophisticated documents,
particularly thasae that conkain

[ LulR]y

o start uzing this service select
Halp reduce waste and save the Upload tab and follow the
yaursel ome by sandng these instruchicns to submit your
douments to the Frint Room documsnt for prnting and
whara thay will ba printed finighng
quickly, efficiently and to a
consistant standard g b ima b

To select the available languages:
1. Log in with Administrator rights and go to Admin.
2. Inthe Portals section click Website Languages.

~o Website Languages
=

&dd edit Website Languages

3.  Select the required languages from the drop down menus.

English (United States) { en-us)y =
German (Germany) { de-de ) - ™
English (United Kingdom) {en-gh) - B
ltalian (taly) { it-it - i
Select Language -

4. Click Submit to save your selection.

5. Confirmation that you have successfully updated your available languages is shown. Click OK to
complete the procedure.
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Configuring Approval

The approval function allows managers to decide what jobs are printed by Skyline and automatically keep the
user informed of those decisions.

When a user completes placing an order an approval messagel™ will inform them that their order requires

approval before it is passed to the print room for processing.

Chrders Hesding Approval

4 Ovddars Assd ts ba approved bafsrs thay sra ralassad

- Select Uisers

Refresh
Do cumsnt Agrount Dt Date
User name Orderld . Product o Fages Coples o 0 ited - Frionity
w 0003049 =
lawmmey 1o
. O Angus 0RUGSI01E
NEa iebonald 0003049 GOPR 44 Booklet 007 18 2 Lot
Campliancs
v DDO305G
Y gm
[l " Devid Donald 0003056 ProductManage Simple 0T 62 G 1I:l:' IT;:‘.I.S 2206/ 2015 Mot urgent
» 0003057
w NANER i
i m 3
Overview ' Details ) Customer Details | History ', Notes
CostManager Portrait Staple Larmin abed Eﬂ
=
; o Diocumant A4 White B0gsm * | Doulble Saded *  Black and 'White =
— Frant cowar = x .
‘l ll |l Back eswvar: - - -
' Account Coda o7 Binding =
Account Name International Rescue Pages 28 Copms | 5 Frice .
Account Descripton Help Requared Durte required | 3,068,208 | & Cadrulate Price
If a request s being refected please enater one of the standard refection codes,
If the order ix being approved please ssver the fllawing enformatsen:
a] Project Number. b] approval Code c] Cast Code
Bpprevars
Sadert 0 Level I pprover for thus document -

w" Approve | | Reject
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Any job with % are orders that you have selected and the it is locked to you. If you leave the page without

clicking the refresh button, the order will stay locked. Orders with & are being viewed by another approver and
are locked to that user. If you select the order you will be able to view who has the order opened.

This record was opened by Mary Bud on 12 June 2018 11:57 and cannot be changed while it is locked.

When you click OK you will be able to view the order details at the bottom of the screen. If you need to unlock
the order click the Unlock button at the bottom of the window. This will assign the order to you and the other
approver will no longer be able to make any changes.

Reason for Approval or Rejection

|w* Approve | | ¥ Reject | lﬂ Unlock |

An Approver can view orders details so that they can decide to send the order to the PrintStation or reject the
order. The system can be configured to allow approvers to change the following parts of the order if
appropriate.

e Order detailsD"™® - For example they could change the paper type, printing options e.g. double sided or
single sided, Mono or colour print and quantity.

e Account Information@™ - amend the account code, name or description.

. Recalculate pricesB™ - If orders are priced using CostManager there could be a cost implication if there
are any changes to the order details. If this happens then the order price needs to be re-calculated.

e Customer Details0™ - contact details
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Single Level Approval

Users can be assigned to one or more approvers. However, if a user has not been assigned an approver
notification of their request is passed to the default approver and any administrator by email. The users is also
shown in red when viewing the list of users that can be allocated to approvers. If there are no default approvers
then all the approvers with administrative rights will receive an email stating that a user "has placed an order
but they do not have an approver allocated to them. Please allocate an approver to this user". For more
information see the section on assigning users to approversD”“.

In some cases you might have users that will not require their orders to be approved. You can make the user
exempt'™®® so that any orders they place are passed directly to the PrintStation in the print room. For more
information see the section on assigning users to approversD““.

.'. o o
&7, - o
'- Unassigned User

Users Exempt User l
Approver C Default Approver

Job passed to the
print room

0 Approval is set and configured for each portal in your system.

Approver A Approver B

Version: 7.6.0.8



Administration 117

Two Level Approval

If you use a two level approval process any job that has been approved is then passed to a level 2 approver
and not the print room. If the level 2 approver approves the job, then it is passed to the print room.

Any user that is exempt will still be able to place an order which will pass directly to the PrintStation in the
print room. Any Default Approver or Administrator will still receive notification of any orders placed by users
which have not been assigned to an approver.

o
L]
&F

\

Approver Level 1

Apprc—ver A Approver B Approver C
leprover D Approver E Approver Level 2

\/

Job passed to the
print room

To help approvers decide whether an order should be passed to the PrintStation the system can be configured
to allow them to download the associated PDFD ™.

Anyone assigned the role of Approver will be able to see details of the jobs and then decide whether to pass
the order to the PrintStation. Skyline will automatically send an email to the person who placed the order to
confirm that their document has been approved or rejected. The wording of all automated email messagesD*
can be changed to suit your requirements.
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Assigning Approver Roles

Users who will be approving jobs need to be added to the role Approver. When a user is made an approver,
they will not see the Approval tab until they log in again. Once they hawe logged in again they will be able to

view the approval page whether there are any orders to approve or not.
To assign a user as an approver:
1. Log in with Administrator rights and go to Admin.

2. Inthe Users section click Roles.

m Roles

3. Click Manage Users next to the Approver Role.

Manage user roles for current Portal

Roles

Administratar

’ Manage Users

]
Approver | Manage Users |
Editor | Manage Users |
Manager | Manage Users |
Staff | Manage Users |
User | Manage Users |

4. If you can not see the user's name in the list, enter the name in the field and click Search. In the example
below, the search facility has been used to show all users called Steve. SteveD has been selected.

Stewve

Usars in rola: Appravar
.SEE"UE - Username
| Steven | Anne Webh
SkylineHost
W) 4 [2] v||H| Pagesize 10

| Search || Add Selected Users |

-

Remave

x
x

2 items in 1 pages

Eack

Back

5. Click Add Selected Users to assign the role of Approver to SteveD. The user is added to the list of users
that have been assigned the selected role.
Search || Add Selected Users | N
Anne VWebb = Username Fermiove
annitti Anne Webb
Annethe Webber e et x
ApproverBoss SkylineHost b4
Bod
Cuthbert SteveD x
Fred r - )
Freda K | [T_l kM Page size: 100 - 3 items in 1 pages
James Speak
Jemima
Lok

e .‘,4_* i o thnla Rl p— B s b ol -.Al'-'“\-lh--n-..._,‘_rﬂ-- il sy e il At ol 0,
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Turning Approval on

By default approval is not turned on. Approval needs to be enabled and the required settings selected.
To select the approval settings:

1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Approval Options.

Approval Options

u Setup the options availzble to spprovers

3. Select the option Check to enable order approval to turn approval ON.

Order Approval Settings

Y| check to enable order approval

4. Click | 3¢
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When approval has been turned on more options are available.

697 Baild - 3

Lant Upgrade: 2018 Fabruary 28

Lopged in mn:  Pareal

Acministretor

&dmin Homs

[ chack o anablis order spproml

Approval Settings

[¥] wigws FODIVETS t0 Select thair owm USeTs
Sareght bevel appiceeal bl

User -> Approver -> Qrder Placed

Hermal Approval Calay | uptﬂllql =
T [T (Y
Ceomt 1wk E

[ aeprovars can adit ordar datails

[ amprevars can sdit the Accouet infomation
[T azprovars can recsicuiste pricer

] agprovars can adit customer details

B oo ety L

E Approven havs bo anber @ commact in tha Spproval Motes Falkd

| tha & BOF

d d to vz mbovs the Approwal Notes fisld (313 charctems max)
I a requedt i being rejicted please enter one ol tee standard rejection codes
W tha codi m bing agpioved phias et iha Tellowing inloimabeec

a] Praject Mamber, b Appréval Codls  ¢] Tt Code

Message

Message Do USers

Masdags disglived b2 uiis on the chatkeut Bage aflar am orded 15 placed

Marage |Dn-curmnl:wi not be printed until they 2are approved. |

Approval Emails

Emad (0 wiars whan an ceder |‘Im

Subjest | Cader Approreal Request |
Masdags ‘Wour order rambser |Ordedd] bas been spproved. The request oo the dooument te ke prntsd ks now been sent
+ Orderld |

Emad fo wsars whan an coder in deckined

Subrect Cuder Apprereal Ragquart
Message ‘Wiour order rrumibser ({Orderld] has been declined. This coder has been canceled.
|+ Orderld |

Ema 8o Approwsrs when nem coders require spprovsl

Subjuct |mwcuau Boavaking Appical

Message Wiou have new orders awaiting approval. You can view these onders by clicking on this linic { SwaitingApprowallink}

|+ Approvel Link |

Emml fo Defuult or Ads whan raw crders requirs approvel. bt the ussr dosa not hevs sn sllcosted Spproves

Subject Mo appeover for a user

"‘;"“9‘ | The user {usemame] has placed an order but they do ot hawe an approver sllocated to them. Please allocste an spprover to this user
|+ Uiamame

Example of all the appoval options available
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Configuring Approval Settings

The amount of changes that approvers can make to orders can be controlled by choosing the required options
in the Approval Settings section.

Enabling Approvers to Select Users

Depending on your requirements Approvers can be assigned users or they can select the users that they will
manage. Please refer to the section on Assigning Users to Approvers0™ for more information. If Approvers are

|a Select Users

able to select their own users a

|button is available in their Approval page.

Orders Heeding Approwval

3 Ceders need to be approved befors they sre relssssd ‘ Selwct Uners

Dgusmnimn - Subenitiad
User Mame Crrder ID Mame Product fccownt Code | Fages Copees Diste Required Date | Prionity

i o e S s et g e i *M--@M—Aﬂﬂa—ﬂ,ﬁ_ "‘Mﬂ—-ﬂ-—-—h—
Examle of the Approval page with the Select Users button available,

When an approver clicks | Select Users |they will see a list of users allocated to them as well as a list of
users not allocated to them. They are able to select and remove users from their allocated users list.

Allocated Users sers mot allecated to this approver

Q

Bob Jones Christmas hves = Gave Back
Brian Desszon i Cuthbert Seael
Dawid Donald Hide allocated users

Debbie

Dorald

epring testl

epnnk test?

Eric 'West

Felix

Fred
Fred@epwint.met
Freda

Geonge
Gennge@eprint riet
Giles

Helen

Hervigthe

@ Approvers will be able to edit the Additional Field values if they have "Allows approvers to select their
own users" selected.

To make the Select Users button available:

1.  Select the option 'Allow approvers to select their own users' and save your change.
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Selecting Approval Type

Approval can be either single or two level approval. For more information please see the section on Configuring

Approval

114

To select the Approval Level:

1.

2.

Select the option from the drop down list.

Approval Settings

Allows approvers to select their own users

[Single level approval v] User -> Approver -> Order Placed

Single level approval Uptol day -
Two level approval

Chver 2 days

|-, M‘*m%"-‘-\ L

Click | S2v& |
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If you are using two level approval you need to change approvers from being a level one approver to being a

level 2 approver. After you have saved the approval setting as Two Level Approval' click | Select Users | The

Assign Users to Approvers window opens. Level 1 approvers have @ next to their name and level 2

approvers have .

Assign Users To Approvers

Approvers Allocated Users {11} Users not allecated to this approver
Dafault Appecwvir | | Sat A Q
a Approvel Esernpt Users Hanan Vangtong Amptan S Save Eack
Ance Webb fingus McDorald annetie ﬂ
Hane Webhl Airevetls Wehber 1 Ul Hide alicosted umars
@ Apel Shontems Bgril Shermnn ancette verkibe Paprint.net
@ Thiresa Green Charies Taylos Pr—
Carthbert Sewesll Hpproves I
Dhaseie] IDhaiihd Hidther 1
Kike Evans Earry
Higel Bread Bab
Pippa Db Bob hones
Thenese Green Boumne
Etian Dawdan
Brian Larmm
chricamp
Chefigiman heaas
Debbie
wprint. hest]
R

Example showing Approvers who are level 1 and level 2.

To allocate Level 2 Approvers:
1.  Select the required approver.

2. Select Level 2 Approver from the drop down list.

3. Click | St |,

Assign Users To Approvers

Approvers

[I_e'.rell Approver V] | Set |

Default Approver

W

Level 1 Approver

[r——

Level 2 Approver 2
W

@Th eresa Green

Ll o
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Select Warning Time Period

The status of orders waiting for approval can be viewed using the Approval Status report. If any of the orders
have been waiting to be approved for over a specified time period the orders can be highlighted. Days waiting

refers to the number of days since the document was ordered. Not the number of days waiting for the
particular level of approval.

To select the warning time period:

1.  Select the time period from the drop down list for each of the approval delay levels.

Approval Settings

)\llcmﬁ approvers to select their own users

Twio level approval - User -» Approver 1 -> Approver 2 -> Order Placed

| Mormal Approval Delay | Up to 1 day -

| Warning Approval Delay | Over 2 days hd
——
"""""""""""""""""""""""""" Mot Set
Approvers can edit order details Overl day

Appro\rers can edit the Account informal Over 2 da)rs
Approvers can recalculate prices Over 3 days

Over 1 week
Approvers can edit customer details

Over 2 weeks
Approvers can download the document

Over 30 days

Approvers have to enter & comment in

FF
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Enable Editing of Order Details

To enable an approver to edit order details:

1. View the Approval Settings.

2. Select the option Approvers can edit order details.

Approval Settings

Allows approvers to select their own users

Single level approval - User -> Approver ->= Order Placed
| Normal Approval Delay | Uptol day
| Warning Approval Delay | Ower 2 days

Critial Approval Delay Ower 1 week

| Approvers can adit order details

Approvers can adit the Account information

B R L T

3. Click | 5 |

If an approver can edit the order details they can amend the fields outlined below. When amendments have

been made they are not saved until |_ SE

files & paper original documents.

| is clicked. The number of pages can only be changed for ZIP

Overview Detads  Custorner Detaits |  Histary . Motes

Website A4 Plasthc Comb Bound Laminated o sawe
E Documant &4 ‘White Blgsm - Double Saded - Black and White ol

Frant cover: - - -

Eack coven &l ‘White Card 160gsm - = =

Accoun Code | Bening Plastic ccmb -||

Abeoiail Barie Pages 0B Copies | 10 Prce 80

Account Description

Drats requirs =] Calculate Price

Notes can be added to the order which are not visible to the person who placed the order.

| Overview ) Detadls '\ Custoner Details ), History |Nﬂtﬂ

Ugsar Rotes

g Fave
Your Notes (Mot visible to user)
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Enable Editing of Account Information

To enable an approver to edit account information:

1. View the approval options.

2. Select the option Approvers can edit the Account information.

Approval Settings

Allows approvers to select their own users

Approvers can edit order details

Single level approval =
| Mormal Approval Delay | Up tol day
| Warning Approval Delay | Owver 2 days

Critial Approval Delay Over1 week

| Approvers can edit the Account information

[ -
Approvers can recalculate prices

3. Click | S |

User -> Approver -> Order Placed

T S w P I e T TP VIR,

If an approver can edit the account information they can amend the account code, name and description. The

field labels are set on the Accounts and PricingD ™ page. Click || to save any changes.

| Overview ' Detals "'_Cudom:rl:ldmh "_Hls'bnry ', Motes

Website A4 Plastc Comb Bound Laminated o e

. Daoscu e nk & White B'.'Igsrn - Doubde Seded - Black and White -
Frant cower: - - -
Back tovar: &4 Write Card 163gsm - - -
Acount Code Banding Plestic comb -
Apcoun Mame Fages 58 Copies | 10 Price 7180
Account Desorigtion Crate required El Caleulate Price

Notes can be added to the order which are not visible to the person who placed the order.
| Overview \ Detads ", Customer Detaits '._Hnmn- |Mw.-s
B sve

Ugar Robes

Wour Motes (Mot visible to user)
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Enable Price Recalculation

If the pricing of orders is automatically calculated using CostManager any changes to the order details could
effect the price. If changes are made there is a recalculate button available to update the price.

To enable an approver to recalculate prices after amending order details:
1. View the approval options.
2. Select the option Approvers can edit order details.

3. Select the option Approvers can recalculate prices.

Approval Settings

Allcw.rs approvers to select their own users

Single level approval - User -> Approver -> Order Placed
| Mormal Approval Delay | Uptol day A
| Warning Approval Delay | Ower 2 days "

Critial Approval Delay Ower 1 week hd

Approvers can edit order details

thprovers can edit the Account information

| Approvers can recalculate prices

thprovers can edit customer details

Lot s o ailinenactlhe o - - oy g

4. Click | 5= |

If an approver can recalculate the price of an order after editing the order details they can update the price of

Calculate Price

the order by clicking | | When amendments have been made they are not saved until

|| is clicked.

Overview ' Defads Custoener Details ', History ', Motes

Website A Plastic Comb Bound Laminatad o v
E = Dusumrsant Ad White BDgsm - Dioukde Seded - Black and White -
ST Frank covar: - - -
“ II || Back covern A4 White Card 160gsm = - -
—— ACCOUN Code Banding Plentic comb -
Aocounl Mame Pages | S8 Copies | 10 Price 7150
Apcoun! Description Diata raquired El Calculste Price

Example showing the location of the Calculate Price button.
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Enable Editing of Customer Details

To enable an approver to edit customer details:

1.
2.

3.

View the approval options.

Select the option Approvers can edit customer details.

Approval Settings

Allows approvers to select their own users

Single level approval - User ->= Approver -> Order Placed
| Mormal Approval Delay | Uptol day
| Warning Approval Delay | Ovwver 2 days

Critial Approval Delay Ower 1 week

Apprcwers can adit order detzils

Approvers can edit the Account information

W .
Approvers can recalculate prices

| Approvers can edit customer details

x.?wwh‘e d ERRF e

Click | 5ve |

If an approver can edit the customer details they can amend the information fields shown below. Click

) save | to save any changes.

Notes can be added to the order which are not visible to the person who placed the order.

| Ovenciew \ Detads ]Cuﬂmlrl}dllk " Histary ', Motes

Mame prefic by Organisation name erint

First name Agril Sreet Long Strest
Family niame Showers ity Big City
Ermiail scddress arnette. webber@epeint et Fegian The Ward
Phons nusmbser 01010 58 963 456 Post Code

B s

| Owerview | Detads ".Cunmlrtlelmn ".Hlmry |N|ms

Uzar Notes

B s

Tour Rotes (Mok visible to usaer)
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Enable Viewing of PDF

To enable an approver to download and view a PDF:

1. View the approval options.

2. Select the option Approvers can download the document PDF.

Approval Settings

Allows approvers to select their own users

Single level approval - User -> Approver -> Order Placed

| Normal Approval Delay | Up tol day

| Warning Approval Delay | Over 2 days

Critial Approval Delay Cwerl week

ﬁpproverﬁ can edit order details
ﬁpproverﬁ can edit the Account information
Approvers can recalculate prices

ﬁpproverﬁ can edit customer details

|Appro\rers can download the document POF

ﬁpproverﬁ have to enter a comment in the Approval Notes field

3. Click | S |

B |

If an approver can download the document PDF a & is available to the left of the document image. Click & to
download and view the document PDF.

| Overview | Detads % Custoener Details ', History '\, hotes

Website A4 Plastic Comb Bound Laminatad | (3 S0
Decumant Al ‘White Blgzm v|  Double Sided w|  Black snd White -

Frank eovar: - - -

Back covarn A4 White Card 160gsm - - -
Account Code Banding Pleatic comb -
Aocouni Mame Fages 58 Copies | 10 Price 7180
Accounl Dgsriphon Datn racquired = Calculate Price

Example showing the location of theView PDF button.
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Enable Compulsory Notes

If this option is selected approvers have to enter a comment in the Approval Notes field before an order can be
approved or rejected.
To force approvers to add a reason for approval or rejection:

1. View the approval options.

2. Select the option Approvers have to enter a comment in the Approval Notes field.

Approval Settings

Alluws approvers to select their own users

Single level approval - User -> Approver -> Order Placed
| Mormal Approval Delay | Uptol day A
| Warning Approval Delay | Over 2 days hd

Critial Approval Delay Owerl week o

Apprcwers can edit order details

Approvers can edit the Account information
Apprcwers can recalculate prices
Appruvers can adit customer details

Apprcwers can download the document POF

| Appruvers have to enter & comment in the Approval Notes field

3. Click | ¢ |

If an approver does not enter a comment and tries to approve or reject the order, an error message is
displayed..

PFlease entar 3 reason for Approval of Rejadlion

x|

Example showing the error message when no comment has been entered.
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Add a Message to Approvers

The standard message displayed above the approvers comments is Reason for Approval or Rejection.

Reason for Approval or Rejection

W' Approve M FReject
Example of the Standard Message.

Depending on how you organisation you might require approvers to enter a reason code or include specific
information. The text above the comments box can be amended as required.

To amend the message to approvers:
1. View the approval options.

2. Enter the required message in the message box.
Maassge daplayed to approvers above the Approvel Hobes fiald (812 charchers max)
HMazasga I a request is being rejeched pless & off the standard rejechon codes
If the cader iz being approved please enter the folkowing informatsce
aj Project Number,  b] Appeoval Code o] Cost Code

3. Click | “2"&

The message displayed to approvers will be updated with the text specified.

If a request is being rejected please enter one of the standard rejection codes.
If the order is being approved please enter the following information:
a] Praject Number, b] Approval Code c] Cost Code

W' Approve M FReject

Example of a new message
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Changing the Checkout Message

When a user completes the order process a message will be shown informing them that the order requires
approval.

Your order was successful.
Order Number: 0005279

Documents will not be printed until they are approved.

All order notifications will be sent to your registered email address which is: annette.webber@eprint.nat

Quantity | Document Product

Pages Price

@ 4 Website Ad Plastic Comb Bound 92 3052
Delivery 1.00

Priority 0.50

Total 32.02

Example of approval checkout message.

The message can be altered as required on the Approval Options page. Simple enter the text required in the
message field in the section Message to users.

Masspge displayed to users on the checkout page after an order is placed

Massage Docsments willl not be printed until theey are approved
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Amending Email Messages
Email messages are automatically sent out to users and approwers to keep them informed about their order.

Eminil to umsrs whan an crder iz spproved
Subjsct Oirder Approval Beguest

Mezage Wour ornder rumier [Drelerld] have Besn apprined. The request for the document 1o be printed has now Besn sent

4 Cuderld

Email o umars whan @0 order is dechined

Subject Oirder Approwval Request

M siagR Wour crder rumiber | Ovdedd] hes been declined. This order has been canceled.
4+ Cederld

Email to Approwsrs mhan nes arcemn require sppravel

Fubject Mew Orders Awaiting Approva

Mezrage Yo have new ceden awaiting appeoval, You can view thess arders by clicking en this ek [Awaitmgapprovallink]

+ Approval Link

Email ko Delault Approvers of Admisssiraters whah faw Sde's reguing aoproval, Bot the user does nob have an allocated Approver
Subject Mo approver For a uses

Message The wser {usarname] has placed sn order bat they do not have sn spprover sllccsted to them. Plasss sllocate sn approves to this uses
+ Usemame

Approval Emails

When an order is placed an email is sent to the user's approver letting them know that they have received an

order which requires their approval. If a users places an order and they have not been assigned to an approver
an email is sent to the default approver or if no default approver has been set the message will be sent to any
Skyline administrator. This ensures that an order is not left 'in limbo' and is processed as required.

When the approver reviews the order they can accept the order for processing by the print room and an
automatic email is sent to the user telling them that their order has been accepted. If the order is rejected and
email is sent to the user informing them that the order has not been accepted. The order is deleted and not
passed to the print room.

The wording of the email subject and content can be altered as required. An automatic field can be added to
the email if required by clicking the insert field button. The following information is added:

+ Orderld | e order number is inserted into the email text.

+ Approvallink | _ A jink to the Approvals Web page is inserted into the email text.

+ Usemame | 116 name of the person who placed the order is inserted into the email text.

If the form is saved and any of the subject or message fields are blank they are automatically completed with
the default text.
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Assigning Users to Approvers

Users need to be allocated to approvers. They can be allocated to one or more approvers depending on your
requirements. There may be users in your organisation that do not require their orders to go through the

approval process. Those users can be allocated to an exempt group so their orders will be passed directly to
the print room.

To allocate users:

1.
2.

3.

All approvers are shown in the left hand list. The allocated users shown

Log in with Administrator rights and go to Admin.

In the Orders section click Approval Users.

va

The Assign Users to Approvers window opens.

Approvers

Approval Users

Allocate users

Diefawile Apprower - et

[ Yo
@ e
@Aﬂuu\ Me

Exmrrgt Ly

Denald

@Ma.;, Hud
@E.rh..u c

fe4s

@Hmna Gramn
{D Tracey Theenbon

1o Spprowers

Allocated Users (6)

Bob hones
Jemes Speak
Jenet Vengtone
Jehr Bhint
Karen Bucile

Lily Camey

Users not allocated to this approver

Aaren Vanctans
Arnpbon

Angus MeDenald

Arne Webbl

annette

Arnethe Webber

annetie webber@ eprintnet
Approver 1

Approver 2

April Shicwwers

Aighedr 1

Etairy

Boumme

Birign Dawsan

Brian Lawn

Charles Tayles

chris.camp

[l WS p—

Q

Save Back

IHice allocated uzers

selected approver. Users are listed in the right-hand list.

in the middle list belong to the
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If a user is in green they have been allocated to an approver. If they are in red then they have placed an order
but not been allocated to an approver. Until a user is allocated to an approver or they place an order they are
shown in black.

Aaron Vanstone
User has been allocated to an approver.

Ampton Hover over the name to see the approver.

Angus McDonald

Erian Lawn
Charles Taylor
Craig

Cuthbert Sewel

User has not been allocated to an
approver and has submitted an order.

David Donald
Debbie
Dieter
Dieterll

Donald ' User has note been allocated to an
eprint.testl approver.

eprint.test?
Eric West
Felix

Fred

Crm o 1 mimr i ok

If the option to hide allocate users is selected all the users that have been allocated to an approver will be
hidden.

Ampton i | Save | | Back |

Angus McDonald
Brian Lawn Hide allocated users

Charles Taylor
= -l "ﬂaxw.,"“ il fghn

Allocated users are hidden
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Default Approvers

Approvers

Default Approwver v Set

Gﬁkppruval Exempt Users
Anne Webb

@ April Showers
@ Theresa Green

Approver has been configured as
the Default Approver

An email is sent to all users who have been assigned as a default approver & anyone with administrator rights
when orders are submitted by users that have not been allocated to an approver. The Default Approver will also
see a message if they view their approval page. There can be more than one default approver for each portal.

Orders Needing Approwval

Orders need to be approved before thay are relsased

1 order has been placed by a user that doesn't have an approver allocated to them

User Name Order ID a::::lmt Product Account Code Pages Copies

S ot ’-WJW el o g I~ i, IO, b, i, B i o o ot i, A,
Example of the message seen by default approver

To create an Default Approver:

1.
2.

3.

Select the Approver.

Select the option Default Approver from the drop down list.
Approvers
| Default Approver e Set

0 Approval Exempt Users
Anne Webb

'@ April Showers
@ Thereza Green

Click | >t
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To remove a Default Approver:
1.  Select the Approver.

2. Select the option Approver from the drop down list.

Approvers

| Approver - Set

e Approval Exemnpt Users

Anne Webb

3. Click | 2t

If a user has not been assigned to an approver and there is no default approver the user will see a message
when they place an order. The message states the "Your order is awaiting approval but you don't currently
have an apprower allocated to you. Administrators for the site have been informed."

Your order was successful.

Order Number: 0002220

Your order is awsiting approval but you den't currently have an approver allocated to you. Administrators for
this site have bean informed
Quantity  Document Product Pages Price
20 Australia by Rail Collated Sets 43 32.80
Priority 0.50
Total 53.30

Example of the error message shown to a user with no approver allocated.

An email is automatically sent out to all Skyline Administrators on the portal, see the example below.

Tue 06/03/2018 14:14
S Support
User not allocated to any approver
To @ Annette Webber

The user 'Brian Dawson' has placed and order but has not been allocated to any approver. Error message: This
user has not been allocated to an approver and there are no default approvers

Example of email sent out when there is no assigned approver for a user and no default approver.
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Allocating Users

To allocate a user to an approver:

1.  Select the Approver.

2. Highlight the user or a group of users by using the CTRL key.

: 1
3. Click | " to add the selected users.
; Save
4. Click
Approvers Allocated Users (2) Users not allocated to this approver
Aprpronver - St Q n
6 Approval Eoernpt Users Brizn Laan En-b" - m Back
Anne Webh Christrmes Les - . Bob Jones
E """""""""""""" ¥l Hide sllccated users
@ Agril Shcrwers AT

@ Thieresa Goeen
)

| el e A *_H"#. g st gl ot gl M i, AN e I bt it e ]

Removing Allocated Users

To remove a user from an approver:

1.  Select the Approver.

af

Briam Dawson
chris.camp
Debliwe
Donald

2. Highlight the allocated user or a group of users by using the CTRL key.

| to add the selected users.

3. Click .

4. Click | ¢
Approvers
Approver b Get

Q Approval Bxermpt Users

-.nnr Webb
.-.pnl Shoraers

@ Theresa Green

"“—A.M“‘M. T T WA "l

Allocated Users (2)

Bran Lawn

Ehrlstrra: bres

Ay

Users not allecated to this approver

R :

Jo'

L Bob =

Save

Back

" Boume
| Brian Dasason

Chares Taylor

onnz.camp

Cuthbert Sewell

R "-hm-“.“_ul—h‘._.

Hide allocated users
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Approval Exempt Users

In some cases you might have users that will not require their orders to be approved. You can make the user
exempt so that any orders they place are passed directly to the PrintStation in the print room.

To add a user to the Approval Exempt list:
1. Select the Approval Exempt Users.

2. Highlight the user to be added.

=

3. Click to add the selected user.

4. Click | 3¢

Approvers Allocated Users (1) Users not allocated to this approver
Q
Q-ﬁpp roval EBxgmpt Users l @ Anng Webb Aaron ¥anstone ~ Save Back
ﬂ Annse 'Webb Armplon :
Angus MecDonald Hide sllocated ussre
@:pr Shorwers
Anre Webbl
@ [heresa Green amnette
Ll ,,_..,—-\___w*__._,-_._._,.n-.-.u..........n . ""“"“?'1""""‘&"“' *h_"‘um ot e el e e bl s i il ]
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Configuring Pricing Options
You can select your pricing requirements for orders placed.

. Pricing can be done automatically when a user places an order. When an order is placed the value of
the order is shown in their shopping basket. You need to use CostManager to set the pricing.

e  Additional fields can be added to a product which will provide information or add an additional charge
depending on how the fields are used.

. Prices can be recorded for reporting purposes even when prices are not shown to users. If you want
to hide the pricing from the user you need to remove the price columnD™ from the shopping basket

page.

e You need to select a payment method of either AccountD™ | StripeD™ or WPM EducationD™ .

If you have enabled the account code featureD ™ you can configure the account information required to suit
your accounting requirements including:

e Making an account code mandatoryD™ .

o Providing a list of internal account codesD ™.

. Linking Skyline to an existing account code databasel ™.

e Validate a manually entered account numberD',
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Activating Colour Analysis

Colour Analysis is a licensed feature of Skyline. The license needs to be installed before you can activate the
feature. For more information please see the section on using colour analysis.

To Activate Colour Analysis:
1. Sign in with SkylineHost or administrator privileges and go to Admin.

2. Inthe Portals section click Portal Configuration.

i, Portal Configuration
\\S_"]

Manage the configuration aptions for this portal
3. Find Library - Enable Colour Analysis of uploaded documents in the list.
o If the option is set as True colour analysis will be available.

e  Colour Analysis is turned off by setting the option to False.
4. To amend this option click &

5. Click ®lto sawe the setting.

It is recommended that colour analysis happens during the upload procedure. This will mean that the
documents will take slightly longer to upload, depending on their size. If analysis happens on the Website it
will prevent the website being operational for other users during the analysis.

To set Colour Analysis to happen during upload:
1. Sign in with SkylineHost or administrator privileges and go to Admin.

2. Inthe Portals section click Portal Configuration.

g, Portal Configuration
\‘5_"]

Manage the configuration aptions for this portal

w

Find Upload - Create PDF Thumbnails.

. If the option is set as True colour analysis will happen during the document upload procedure.
o PDF's are not created during the document upload procedure by setting the option to False.
6. To amend this option click e

7. Click Bl to save the setting.
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To select the colour analysis model required:

1.
2.

Sign in with SkylineHost or administrator privileges and go to Admin.

In the Portals section click Portal Configuration.
. Partal Configuration
[ :

Manage the configuration aptions for thiz portal

Find Library - Colour Analysis Model in the list and select the option required

e  Black only is monochrome.
If the analysis shows that the values for Cyan, Magenta, Yellow are blank and there is only a value for
black then the page is treated as being monochrome.

Pzge Cyan % Magenta %% Yellow %% Black % Analysis

68.13

Colour

Manochrome

e Cyan, Magenta and Yellow equal is monochrome.
When you create a PDF of a Word document the text is treated as processed black. This means
that the page will appear to contain some colour as there will be values for Cyan, Magenta and
Yellow. If this is not what is required you should try the model where Cyan, Magenta and Yellow
equal is monochrome.

Page Cyan % Magenta % Yellow % Black % Analysis
32 1.16 1.16 1.16 1.06 Monochrome

. Cyan, Magenta, Yellow and Black equal is monochrome.
If the values are all the same then the page is treated as being monochrome.

Page Cyan % Magenta % Yelloww %% Black 9% Analysis

8.33

2 45 45 45 : Monochrome

Click B to sawe the setting.

Depending on the type of documents that you receive, you may want to amend the colour percentages. You
are able to do this by adjusting processed black threshold.

To amend the Process Black Threshold:

1.
2.

3.

5.

Sign in with SkylineHost or administrator privileges and go to Admin.

In the Portals section click Portal Configuration.
d Paortal Configuration
o

Manage the configuration options for thiz portal

Find Library - Process Black Threshold Percentage in the list and select the percentage required.

click B to save the setting.
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Enabling Account Codes

When a user submits an order they can select an account code for their documents during the job ticket

process.

To change visibility of the account code option when placing an order:

1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

wi;?’ Accounts and Pricing

Setup your accounts and payment provider

3. The Accounts and Pricing page opens.

Pricing | CostManager hd

Plzasze salect Payment Provider Account =

)Q User Prompt
¥| Show Account page

Incarrect account code message

Account Code mandatory

validate Account Code

Account Code or Account Name mandatory

Users enter an Account Code in a text box Account Code

®) sers ars shown a list of Account Codes Account Nams
Account Description
Delivery
Prigrity

Search Button E

Cancel Save

Last Upgrade: 2020 January 2%

Logged in as: Portal  Administrator | Admin Home

| Enter your account code:

Please enter a valid account code.

Field Label
Account Code
Account Name
Account Description
Drelivery

Pricrity

Optional Mask

Hidden

Hidden

1. Select the payment provider Account.

2. Select the option Show Account page.

3. Click Save. The Accounts and Pricing page will close.
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Hiding Prices in the Shopping Basket

Prices can be recorded for reporting purposes even when prices are not shown to users. If you want to hide
the pricing from the users you need to removwe the price column from the shopping basket page. This option
should not be selected if you use the Stripel™ or WPM EducationD™ payment providers.

Document Product I Quantity | Price Pages

Manual Comb Bound 10 @ 136250 602
Pricing showing in the shopping basket

Document | Preduct Quantity | Pages

Manual Comb Bound 10 | 802

Prices hidden from the shopping basket

Print room operators will be able to view the price when the order is selected on the pricing tab.

= +Cormssdn

Bt et Lesgeiges  Hop

On Dermand #rinting

Famaie
td

ke | ke | PeniEuion  mieed

B e 5T
L TETRE T
i arva o
Wl B 1
ofil] Tazi 3%
ol ow S T

& Dy Plated

||t

i memesn 1 Doeniia 31 | ] Doverisn i oveer mim Jpnise ¢ S view [l oo (G mee s Tt

wdAD] P Daturrast Mgma: Wigmyrs EL

3 - A0 3008 Rl Coctidn . b Pokis Cnckis FLscso LW WA

Frada] Poget  TEp:

i b R TR

Tbrrilind ek L

Cvenies  Detwl | Fricng | Bosy FontCow  MkCowe  Owieery  Origimd

frest | Rt
L= Ploare e bev ey g s be bess -
(Crder Pk ooa0oas 5 - =
Datwmert Hpmer Ty iV nage f:;'a
e T&I-"‘ i e
Dsirnen] Fiar 1003
I
L -
E .i=cl'"."
e s 11 000 ke T
gl "o
'
n i e S

ot

Example showing that pricing is displayed in PrintStation when the pricing is hidden from the person placing
the order.
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To hide pricing in the shopping basket:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

, Portal Configuration
\\S_"]

Manage the configuration aptions for thiz portal
3. Find Ordering - Show Price in the list.
e [f the option is set as True users will be able to see the pricing in their shopping basket.
¢ Pricing can be hidden by setting the option to False.
4. To amend this option click e
5. Click Bl to sawe the setting.

To configure Ordering - Show Price for all portals associated with Skyline use the default configuration
option. These options are only available when you are logged in with Host privileges. Any changes to the
default configuration will affect ALL portals associated with Skyline.
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Manually Enter Account Codes

Users can enter an account code into a blank field when they place an order. An example of the window that
the user will view is shown below. If you use this feature you can also select to check the entries by validating
the account codesD™ .

If the option "Users enter an account code in a text box" is selected without validate, any information entered
in the text box is passed through to the PrintStation. However, even if a correct code is entered the account
name and description is not shown as the code has not been checked against an internal or external account
code list which includes those details. It is therefore advised that if you use a list of account codes that you
select the option to validate the account code entered to ensure that all the correct information is available.

Enter your account code:

Account Code
Account Name

Account Description

Example showing the page presented when the option to manually
enter an account code is selected.

The option to enter a mask for the account number when users manually enter the account code, name or
description is only available when the accounts page is shown separately. You cannot validate the entry if you
want to apply a mask and the portal configuration Checkout Model199 should not be set to 'Combine Address
Delivery and Accounts'.
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To enable an account code field:
1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

_@, Accounts and Pricing

Setup your accounts and payment provider

3. Choose the options for manually entering account codes.

7.0.4.1 Last Upgrade: 2020 January 29 Logged in as: Portal  Administrator | Admin Heme
Pricing CostManager > |
Fleaze select Payment Provider Account v D
{3}
Q User Brompt | Enter your account code!
#| Show Account page 2
Account Code mandatary Incorrect account code message Please enter 2 valid account code

Validate Account Code

Account Code or Account Name mandatory

Field Label Optional Mask @
® Users enter an Account Code in a text E@ Account Cods Account Code E2-FEE EEE
Users are shown a list of Account Codes Account Name Account Name vd -||:|:e-|@

Account Description Account Description ¥ Hidden
Delivery

Friarity Priarity

oD
Cancel Save

1. Select the payment provider Account.
2. Select the option Show Account page.

3. Enter the user prompt. This is the wording that used to tell the user what details to enter in the
blank field.

4. Select Users enter an account code in a text box.

5. (Optional) Enter an account mask. You can use any of the following mask characters:

# Number

L Uppercase character

I Lowercase character

a Uppercase or lowercase character

If you use any other characters in the mask they will be included as a literal value. If you require the
characters L or | to be included as a literal value preceded the character with \.
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6. (Optional) If the Account Name or Account Description fields have the Hidden check box selected
the fields will not be available to the user. In the example shown above only the account code field

will be shown to the user.

—
Document Type Product Options Baskst Address Shipping  Account
4 Back
Enter your account code:
Account Code

Farmat: ##-#%% #8%
) MNext |
# number

L: uppercase letter
I: lowercase letter
& number ar letter

7. Removwe tick in the Hidden fields if you want the fields shown to the end user.

8. Click Save. The Accounts and Pricing page will close.

Version: 7.6.0.8



Administration 149

Validating Account Codes

If you have enabled the text box option for account code entry you may want to validate the entry to awid
users making mistakes when entering data. When users enter an account code they have the option to
validate their entry. If they have entered an incorrect code a message is displayed. All entries will be invalid
unless you have created an account code list. The code listing could be an internally created databaseD™ or
extracted from an external databasel)™ which may already exist.

0 Note: If the option "Users enter an account code in a text box" is selected without validate, any
information entered in the text box is passed through to the PrintStation. However, even if a correct code
is entered the account name and description is not shown as the code has not been checked against an
internal or external account code list which includes those details. It is therefore advised that if you use a
list of account codes that you select the option to validate the account code entered to ensure that all the
correct information is available.

Pleaze try again - Invvalid Code

Error Message Shows When an Incorrect Account Code is Entered.

Account Code Description

BNE - New QR

Plaase enter your account code | 300a | Validate

Example of an Account Code that is Validated.
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To validate an account code entry:

1.
2.

Log in with Administrator rights and go to Admin.

In the Orders section click Accounts and Pricing.

Setup your accounts and payment provider

The account setup page opens.

Pricing

Please select Payment Provider

#| Show Account page

Account Code mandatory

¥ validate Account C:dem

Account Code or Account Name mandatory

®) Users enter an Account Code in a text box

Users are shown a list of Account Codes

7 ;"f Accounts and Pricing

7.041
| CostManager x|
| Account ~

User Prompt

Incarrect account code message

Account Code
Account Mame
Account Description
Delivery

Priority

Cancel Save

Last Upgrade: 2020 January 23 Logged in as:

Enter your account code:

Please enter a valid account code.

Field Label Optional Mask
Account Cade

Account Name

Account Description

Delivery

Pricrity

Portal  Administrator | Admin Heme

¥ Hidden

¥ Hidden

1. Select Validate account code.

2.  Enter an incorrect account code message.

3. Click Save. The Accounts and Pricing page will close.
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Showing a List of Account Codes

Users can enter an account code into a blank field or you can configure Skyline to provide an account code
list. Users will then be able to select the correct code in the list. If you provide the users with a list of account
codes you need to firstly create the account code list. The code listing could either originate from an internally
created databaseD™ or extracted from an external databasel™ which may already exist. If you provide a list
of account codes a search box is enabled. Users will then be able to search the account code, description or
details fields.

Account Code - EéE[EE

Account Code Accoumt Marme Account Description
O 1 Exarnple name 1 Exampla Description 1
[ 2 Example name 2 Example Description 2
[0 3 Example name 3 Example Description 3
O 4 Example name 4 Example Description 4
L] 4 Exarnple name 5 Example Description 5
[ 4 Example name & Example Description &
1 7 Example name 7 Example Description 7
O s Example name 8 Example Description 8
112 3 14 age 1 of 4 ilems 1 to 10 of 40

Example showing the page presented when the option "Users are shown a list of account codes" is selected.

Version: 7.6.0.8



152 Administration

To show an account code list:
1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

-y g Accounts and Pricing

Setup your accounts and payment provider

3. The account setup page opens.

7.04.1 Last Upgrade: 2020 January 2% Logged inas:  Portal  Administrator | Admin Home
Fricing | CostManager ~
Please select Payment Provider | Account = .£
@ Show a, " a@ User Prompt Enter your account code:
ow Account pag
Account Code mandatory Incorrect account code message Please enter a valid account code.

Validate Account Code

Account Code or Account Name mandatory

Field Label Optional Mask
Users entar an Account Code in @ text I:E Account Cods Account Code
®) Users are shown a list of Account Codes Account Nama Account Name Hidden
Account Descrintion Account Description Hidden
Dalivery Delivery
Priarity Pricrity

¥ Search Button
Only return exact matches in searches

®) Return all values that contain tha ssarch text B

Cancel Save

1. Select the payment provider Account.
2. Select the option Show Account page.

3. Select the option Users are shown a list of account codes. Select the search results that you
want to return. By default the option "Return all values that contain the search text" is selected.

4. Click Save. The Accounts and Pricing page will close.
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Assigning Specific Accounts to Users

Users can be assigned specific account codes. When a user places an order they only see the accounts that
they have been assigned and not all the accounts in the system.

' This feature can only be used with internal accounts.

Billing Code - Search

| Billing Code Account Mame Account Description |
[ 007 International Rescue Help required

| & 2574 Training Documents Test Department |
[ 3482 Training Documents Engineering Departrment

| I 765 test test |

0 If you enable user specific accounts you will need to assign accounts to each of your users. If a user
does not hawve any accounts assigned to them they will not be able to place an order as the account
codes are mandatory and are validated.

To assign account codes to specific users:

1. Log in with Administrator rights and go to Admin.

(]
2. In the Users section click ®& User Accounts.

3. Select the option Enable user specific accounts ifit is not already selected.
W Enable user specific accounts

| | Search || Allusers |
Usernames Accounts Allocated Accounts
Anne Webb = 007 =

annette 0254

Annette Webber | 0256 3

Bilbo 1 2574 1

Fred 2578

Freda il 2589

James Speak 3482

Kiki 3487

Save || Back |
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4. Use the search facility to locate the required user. You are able to select multiple account codes before
you allocate the accounts to the user.

V| Enable user specific accounts @

|ar1r1e | Search || Allusers |
Usernames Accounis Allocated Accounts
Anne Webb 007 “| =
annette 0256
Annette Webber 2574 !/ =l [
2578
2589
3487
765
[4 ] 8450
< mcmmmnnn
| Save || Back |

1.  Enter part of the users name and then click Search. All users that partially match your
requirements are listed as the search facility is not case sensitive. Select the required user.

2. Select the account codes to be assigned to the user. Use the Ctrl button to select non adjacent
account codes.
3. Click =4 to allocate the selected accounts. If you want to allocate all the available account to
the selected user click 4
4. Click Save to complete allocating the accounts to the selected user.
5. Accounts that have been assigned to a specific user can be remowved by either selecting the allocated

+= L

account then click . If you want to remowe all the allocated accounts click
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Creating Internal Account Codes

Creating Skyline or Internal account codes is a quick way of getting your Skyline installation up and running
with minimal fuss. You can create new account codesD*™ or change existing onesD'.

To setup and manage internal account codes:
1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Accounts.

gm

Add, arend and delete internal account codes

3. All the current account codes are listed. From this screen you can manage existing account codes and
create new ones.

I5a this page to reate accounts to be displayed to and selected by users far any given job/document
) Add new recon T Refresh
Account Code Cescripton Coetail
F FFle Firania Annual Rapoe Ewarnple accaunt x
F m IT Manuals Exampla account x
F = Tales Dopartmen E=arnple aceount b4
f TTZ s ACcound Example account x
To add a new account code:
1. Click Add new record. New fields become available.
]
& i new recont ChRelesh
Acoount Code Dz criphon Detail

(]

x

& FF1 Finance Depatments A

&F FF2 Finange Annual Repor b4

& m IT Warwals x

F IT Help Brochures b 4

F o Sales Depariment x

F T Sales Easter Pramotion b4

Back

2. Enter the new account code and a description for the user. The details section is an optional field.

3. Click ﬂ to save the new account code.

To edit an existing account code:

1. Click & next to the account code to be amended.

2. The account detail fields are shown. Make the amendments as required.

3. Click [ to sawe the changes.
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Using an External Source

Linking to an external accounts list is a quick way of adding pre-existing account codes to Skyline. The file
formats that are supported are:

. Microsoft Excel files saved as an XLS . CSV files.
file.
e  Microsoft Database files (MDB). e  SQL files.

@ Note: Microsoft Excel files saved as an XLSXfiles are not currently supported.

The files must be stored on the server that Skyline is installed on. If you are using a hosted sener refer to the
section on updating external accountsD™ .

To create a link to external account code database:
1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click External Accounts.
j!: External Accounts

Create external accounts connections

3. Click the link New External Accounts Connection.

Sdmin Hoon g

New External Accounts Connectian

[ Back |
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4.  Enter a connection name and string.

Connection Name
Eprint Accounts ﬂ

Connection String ‘

Privider=hicrosofl. el OLEDE 4 0 Dala Source=C1SkdineiEdemal AccomtsiAccound Codes sis Edended Propefies="Excel 8 0;HDR=Yes IME==1",

1. In the field Connection Name enter a descriptive name for the accounts list. In the example the
connection is called Eprint Accounts.

2. In the field Connection String specify the database type, location and log in credentials. In the
example the account codes are in an Excel workbook called Account Codes. (If you are unsure of
the correct connection string to use the website www.connectionstrings.com is helpful).

@ Notes:

If you were connecting to an CSV file the connection string would be similar to the one shown
below:

Provider=Microsoft.Jet. OLEDB.4.0;Data Source=C:\Skyline\Customers\;Extended
Properties="text; HDR=No; FMT=Delimited";

If there are no field headings in your file amend the section HDR=Yes to HDR=No, as shown in the
example below.

Provider=Microsoft.Jet. OLEDB.4.0;Data Source=C:\Skyline\External Accounts\Account
Codes.xis;Extended Properties="Excel 8.0;HDR=No,IMEX=1";

5. The Select statement is used when users are shown a list of account codes. It needs to show the name
of the worksheet in the workbook that contains the account details as well as specific fields, if applicable.
See the section Example Queries0™ for working examples of the syntax that can be used. Click Test
settings to test the statement.

6. The Account Code Validation Query is used when users are have to enter the account code into a single
field. The Select Statement & Account Code Validation Query can be the same. If this is the case you
can copy the select statement into the account code validation query area and click Test Settings.

Version: 7.6.0.8


http://www.connectionstrings.com

158 Administration

7.  An example of a completed connection is shown below. Click Submit to save the connection.

Cannecticn Hama
Ennint ALz ounts

Conmection String
Frovider=Hicrosoft.bet OLEDE 4.0,Data Scure= CABiinelExSernal Acountswss countCodes 4 xis;Esended Froperties="Exel 2 0 HDR="o5 MEX=17,

Select Statement

The quary afed Do £ o all acoouat infamnacsan feam yeir dacabace

Th firer colemns remumad will be frored a8 the sccount cade, the ecend a8 the sccownt name sad che thind ag the scoownt descriptian
You may call the celumng by say name, 35 long a5 chay are reswrnad in ches sboue ardex

Yow kv hiwa tha eption of fiRsring wouwr accowts by wdarsama ar usar rale

Enample of 4 quary: ralett scosuniede. sccsuntMame, dascripiion Trem acceant whan ssamaeme = {0} snd aserfiels @ ({1}
40 will b replacsd with ches laggsd inursmsme snd £ 1} sith 5 comens ceparsmsd lice of tha bagged in ursre rolse

selec] [Code] gooject, [depamend froem [sneell §|

Parameter {0}
Parameter {1}

Account code validation query

The quary sxed to check ifthe sccourt cods santsred by the uaer sxizts in the databaze.

Again tha Srat column rntorrad wll ba atarad ag tha accouat codn Bha awcord aa the eccount aama and the Bhird aa the sccouns deacnption.
Esniple of 3 quargs selert scoeantlobs, socountrame, SescripBan frem sccoent wbers soosmicods = (8}

= gmbect * fram socsant whers sccosntoade = {0} ard seemame = 1} and ssenale in ({71)

L1073 will ba riplizad by the acecurt coda the usar had artared {17} will ba raplacad winh tha bggad in uiamene aed {2} with a carmma saparatad bt of tha lagged s usars relas

salact [coda], Jnrojeci [deparimant from [shast §

Parameter {0}
Parameter {1}

Parameter {2}

TestSefings

code project department
2250 Project C ALcounts
2251 Projed: X Afcounts
2253 Project & BLounts

-L__WM“‘_ *“Mw\#

Please note that the worksheet name is ended with a $ symbol.

8. You are returned to the External Accounts web page. The connection details that you have entered are
shown.

h-3 rnal £

& Eprint Accounes o

Provider=Ricrorof Jec OLEDE 4.0 Dats Sowrca=CHSkylnsi\Ertemal Accoursn’AccournaCed srd. i Extanded Propartise="Excel B.0;HOR= Fau; INER=1";
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9. Click Back to return to the Admin page. The account codes need to be made available to the Skyline
website.

10. In the Orders section select Portal External Accounts.

3 Portal External Accounts

Aszign accounts to a portal

11. Select the external account database that you want to use and click Save. In the example below the
new connection that has just been added has been selected.

O esternal 50U Example
| | new
O Esxcal Example
MNe'w connection has been selected i Cancal || Seve

12. The connection needs to be tested. Make sure that you have enabled the account codesD*: feature then
place a test order.
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When creating a select statement or account code validation query the same syntax can be used.

All entries from an Excel worksheet.

In the example statement the account information required was everything in the worksheet called sheet1.
When the settings were tested there was an error message returned stating that the worksheet name was not
recognized. The worksheet name entered needs to be exactly the same as in the workbook. In the example a
space was included which was not in the workbook.

‘'sheat 1" is not a valid name. Make sure that it does not include invalid charackers or punctuation and that it is not too long.

Conmection Hame
Eprint Accounts

Connection String
Provider=Microsofl. et OLEDB 4. 0;Data Sourte=CASkKineiExtemal Accountsiaccaunt Codes s, Extended Propetias="Excel B 0;HOR=Y&3 IMEX=1";

Select Statement

Thee quary wsed to select all sccount infarmatien from yowr databasae

The first calwmn returned will be stored as the sccount cede, the second a5 the accoent name and the third a5 the accoust description
You may call the umnse by any name, ax long s they are returned is the shaws ordec

You alds have the eption of Blternag your aceounts by wiarhams &f uier rola.

Ewample of 3 query select accountode. account™ame, desoription from accsent wrhere usemame =" {0} and vsefade in ({1})

(0} will be replaced with the logged i username and {13 with 3 comma separaed st of the lagged in wrers roles

select ™ frarn |sheat 15)

There should not be a space
in the worksheet name.

Parameter {0}
Parameter {1} .

L Agcoust code validatiamawere, . e S A At N A Al s Bt s o et bt ..,

.-ztr"d-'“:-- i e '“'-_.-.'—-..-,,z\.-'—"-""f'x-_p )

29

Worksheet contains
no spaces.

an — !
M 4 » W} Sheetl  Sheet2 f Sheet3 /
Ready

Select Statement used when entered correctly for example: select * from [sheet1$]
Please note that the worksheet name is ended with a $ symbol.
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No headings used in the Excel worksheet.

161

If there are no headings used in the Excel file the fields are referred to as F1, F2 F3 etc. When the users see
a list of account codes the headings will show as F1, F2 F3 as shown in the example below.

| F1 F2 F3

[l &0589 2036 Departrment &
[] &0590 2037 Department B
[0 60591 2038 Department C
[0 &0582 2039 Department D
[] &0593 2040 Departrment E

g .y, w““"""-%ah—-*“r""‘m Camptithan g A IS A d

To show a descriptive name in the heading you need to amend to Select Statement to include the names, for

example:

select F1 as [Work Order], F2 as [Cost Centre], F3 as [Department] from [Sheet1$]

The users will now see a lost of account codes with headings.

Work Order Cost Centre Departmeant
[] 60589 2036 Departmant A
[] 60590 2037 Department B
] s0501 2038 Department C
[] s0592 2039 Department D
[] 60593 2040 Department E
R P T L e N S ~~..4W*-l-—-l"‘“u i o LUt b I e b
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Select specific Excel fields.

In the example be_Iow the ﬁeld Nomlnated Owner is not requwed.

T = I Tt S T, o p—

IIIIIN.II'II IIIJIJE nralldutlun Uery
Tha query uded 1o chick F thi s00ent cade eaterad by the wfir auisns is the deebaie
Aguin ks Tesn cobama remumid @il b stored of the scceant code the sacend o8 the acoowt name ssd the thisd s che scooust des odpein

Tasmphe of & quary: select sccomntiade, sccoumttamae. desripticn, fram sccoust whers sccoanteads = {0
oF saleat * frem szcomnt where sraustzoda = (0] and usernarea ="{1}" and userreds m [{2}]
{0 will kg replaced by the Socowt code thi arer s eangrad £1F ol bt oeplacad with the legged in eseename snd {2} with 5 comms separanad liss

{ #fthe logged i s reles
sehec] * from [shesti §]

Parameter {0}
Parameter {1}

Parameter {2}

TESISB‘HI‘I@E

Code Praject Department Mominated Owner Concal Sabmil
2250 Privjiact C ALLOunts [ Robarts

2251 Projed X Apaunks E Edwardsen

2253 Prioject & Actounts 1 Smith

2252 Project Accourks B Flatchar

A | et BB (g i e b DR DERN s i O i e sk, g ]

Amend the select statement to include the fields that you require. In the example below the field headings
Code, Project & Department have been inserted in the statement. Click Test Settings to check your
statement Only the requwed f elds should be shown as per the example

e e 2 e m—— = AT o

e — s
Account code validation query
Tha quary unsd to chack iftka azcoumt code satarad by tha urar awizty incha detabans.
Aqain tha Srat celumn rataraed will by Pteeed af the sccaust code, Ba fotead a3 tha aceount nara and the third ok tha scaust duseripteor
Erampls of & geany: select sccoustCede, sosumtiame, deacriptian frem scceunt where sccountzads = [0]
ok walect * fram account whers da = {8} and ="{1}" smd usnerols w ({2})
{0} will ba repisced by the sccoust code cha sxer has entered, {1} will be raplaced wich the legoed inugemame sed { 75 with 5 commey geparsned lies of che kgged is upens raler

st | jeode, [project, [department] fom [shest §)

Updated statement which includes the required fields '

Parameter {0}
Parameter {1}

Parameter {2 ]

Only the required fields are selected '
Tesl Seftings f"_,.a-—

I code project department r
o
2250 Progect ACOOUNTE
2251 Project X Acpaunts
2253 Progect & Aroounts

e b AR Al A B, 1 At s | s gl s i, | e e o e e o

Select Statement used for example - select [code],[project],[department] from [sheet1$].
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Rename existing field headings

You can display a different field name on the website from the field name contained in the file. For example
you might want to present to the end user the field name "Account Code" instead of "Code". All or just one
field can be re-named.

Example of one field being re-named:
select [code] as [Account Code], [project], [department] from [sheet1$] where [Number]={0}
Example of all fields being re-named:

select [Number] as [Project Number],[Name] as [Project Name], [description] as [Project Description]
from [sheet1$] where [Number]={0}

The syntax where [Number]={0} needs to be added when creating a query for the account code validation. It
shows which field contains the account code that will be verified with the code entered by the user. The field
name used needs to be the original name that is contained in the file.

If you are creating a statement query where [Number]={0} is not required the user will select an account

code from a list.

Q-;] Note: If you are using a CSV file the field names are F1 for the 1st field. F2 for the 2nd field etc. To set
the field names that are displayed to the user, use the syntax F1 as [Work Order]. The name of the
fields should always be in square brackets as in the example shown below.

Select F1 as [Work Order], F2 as [Cost Centre], F3 as [Description] from Repro.csv where F1={0}
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When you need to update external account files on a hosted senice you need to configure the system to

update the information automatically. For example, the excel workbook containing the account details on your
server is amended and then the copy that is on the hosted server needs to be updated. The update process is
controlled by software called SyncBackPro which will update everything in a selected folder at a specific time.

You can fully automate the synchronization of the accounts file using the utility SyncBackPro. This will provide
the following features:

e A scheduled senice monitoring a shared folder using SyncBackPro.

e At a specified time period any changes to the specified files in the shared folder are checked and
any changed files are automatically uploaded to the FTP senver.

e  All the FTP traffic is encrypted using a strong SSL certificate on the server. Non-encrypted traffic
is not permitted.

e  The account codes are automatically updated on your Skyline portal.
@ Note: You need to Install and license SyncBackPro. The software can be purchased from http://

www. 2brightsparks.com. Before you are able to configure SyncBackPro you need the user name and
password associated with your folder on the hosted server. Please contact Eprint for FTP access.

To configure an external account file on a hosted service using SyncBackPro:

1. Open SyncBackPro and open a new profile.

= SyncBackPro ¥6.1.0.5

Prefies Task Preferences Columns  Help

| 1 New Clrl+ N | Type ILaitRJ.m | Result I 5 Mesxt Run ] Le
= ity ."."IIF.R & Backup 100742012 0%5T7:47 W Success Mot Scheduled O
B Deiete Crel Backup &' Imported 1170742012 08.. Do
- Fr It

TR
mm Disable
g stop all prafiles LS
Tu Pause all profiles Ctri+Alt+P
3 Resume all profiles Ci+Alt+ R
| Refresh Fs
= Select all Ctri+A,
Unselect all Ctrl+ U

o Caport Profil

aF Upioad Profile t

& Import Profile

% Import profiles from SyncBackSE

EEE N T R RS _*_\"r..‘i-..\_.‘.\‘..—.d. 1_\__"*__,' ’ﬂ“\_‘w_*q ’ﬂ‘x

1. From the Profiles drop down menu select New.
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2. The New Profile window opens.

& Mew Profile

M= |

& profile itore: infarmation abowt the folder: or files you veould like to backup or ynchranize.
You can create multiple profiles for more complex tasks,

Profile Mame /{D
id |

T [ Thisis & group prafile

@) Help Nest ¥ Do | Apart

1.  Enter a name for your new profile.

2. Click Next.

3.  You need to select the type of profile that you want to create.

L Mew Profile

M= B

What Bype of profibe do wou want to create?

T &[] * Badkup

7 i | O synchronize

? 8 = Mirror

W Help £ Back | | HNet ¥ o" Done Abart

1.  Select the option Backup.
2. Click Next.
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4. The locations of the files need to be specified.

= Sew Profile

[_ 0] =]
Click the dropdown lists to select the locations of your files,
Source Destination
Internalfesternal drive, neterark path, etc. j B |1"‘L FTP LJ
I Fibes are compressed
Backup

Wi Help £ Back | Hest 3 " Done Abart

1. Select the location that of the external accounts file.
2. The destination is FTP.
3. Click Next.

5.  The FTP connection details need to be entered.

= Sew Profile

FTP Connection Dwelails i

[ [D] %]

Hostname r .
Lsername [,

Bassword |mu|

Part 1 1=

[~ This is an SFTP server [port 22)

W, Test settings

¥4 Help " Done Abart

1. Enter the Hosthame, username and password as supplied by ePrint.

2. Click Done.
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6. Aninformation window opens stating that the main profile setup window will now open.
Information I

Iﬂ«l The main profile sebup window will now open, This will give you the opportunity to make changes to the profile, ¥ required.

ITI b |

[T Do nok promgt me again

1. Click OK.

7.  The profile setup window opens.

= Profile Setup: Skyline Accounts - Siniple

* Cliek For Optinns o seanch | |

T - ™~ u |

E Source | _-I #81 Altermatives I
When

't, Decisions - Flles FTF | [ :.I\ #21 AlEermative I

Vv P

B Expert Choose sub-directories znd file | *Sr'r ange Cilter I

Description of thiz profile

our profile is alnmost complete.

lick the Folder icons abowve and to the dght of the "Source™ and "FTE" buttons bo select your drectories,

© Help | kel Appty v oK E3 canesl
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8.

9.

The FTP advanced settings need to be configured.

2 Profile Setup: Skyline Accounts - Simple

* Click For Options

W Easy

v Auto-collapse
# Expoart profile

E Sawve as defaults

CH . .

s 0Py settings from another profile

E.bm Load defaults

B3 Rewert to fackory settings

e «”..-_""‘“‘n ; <t g gl
1. From the Click for Options drop down menu select Expert.

There are more options available in the Profile setup window.
& profile Setup: Skyline Accounts - FTP - Advanced

| ¥

-
* Click For Cptions i Search |
- FTP Server Connedion Detalls
Simple
o When [~ This is an SFTP server [port 22
® FastBackup Port Sy
‘ri Decisians - Files ———
B copyDelete Reconnect Attempts 1=
oz Compare Options bareen Attempts £=
I Compression
econds) G0-2
£ Encryption Y |
% Fe Encryption and compression aptions
H 2ancec [~ Encreptth ication chanmel
nic & communbcation chanme
H Prosy £
i Firewall i eerhifTeRte o =
i Mise. ™ Crcrypt Bre data
HE Programs - Before
™ Use implicit comnection [mort 290
% Auto-close l
Ta Email [T Reduce bandwidth by using compression MODE Z)
= Log hlisc,
Oy
& Network Limit Banduidth usage te 0 =1 bykes per second.
& CO/DVD Bumer =
Claud Quote Character
S variables Senver timezone
7| Motes _
Use Unicode [UTFS) [orny iF e FTP semver supparts it =|
= Soripts
= Backup Email MOTH syntax ||:l'rfu ult j
O Easy .
[T Use LIST command without options

% Help | | 2ty

1. Under FTP select the Advanced option.
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10. The encryption and compression options need to be configured.

: Profile Setup: Skyline Accounts - FTP - Advanced

* Cligk For Options o Search | |
- FTF Server Connection Detalls -
Simple —
«£f When [T This is an SFTP sener [port 22
® FastBackup Port
2L
L Decisions - Files =
B CopyDelets Reconnect Atbempts 2=
9o Compare Options Seconds Bebaeen Attempts 55_
o ':umpre.sslnn Feead timeout [seconds) sl
& Encryption
® FIP —Encryption and compression options
i3 need "I Encrypt thie communication chanmel
H Prooy et
&l Fievwral @. Client certificate to use [Derauiy =l
e Mise. ™% Encrypt the data channel
HE Py = Befo
® A:tg-::::; Erare v Use imphicit connection [port 990]
B Ta Email | T Reduce Banchwidth by using compression MODE Z)
= Log
BL Metwork =
) CO/DWD Bumer You may need bo change the FTP port: number from 21, Would you ke & changesd bo the default (port 93007
Cloud '\
i variables
7 Motes Yes Mo I __I
= Soripts ’
[ Dorot prompt me again
= Backup Email "'I
O Easy -
| [T Use LIST command without options ;I
W Help | | ooty | ' oK E3 canes |

1.  Select the option Encrypt the communication channel.
Select Encrypt the data channel.

Select Use implicit connection (port 990).

> N

21. Would you like it changed to the default (port 990)".

11. The FTP Senrver connection details are updated.

Select Yes when you receive the warning "You may need to change the FTP port number from

2 Profile Setup: Skyline Accounts - FTP - Advanced

* Click For Options o ek |

[ FTP Server Connedcton Detalls

= Simple
oF when [~ This is am SFTP senver [port 22
% FastBackup Port Iﬂ“u-
‘o Decisions - Files Y |
& copyDelete Recornnedt Attempts |
g Compare Options Seconds Bebaeen Attempts 5_:‘
Ul Compression Read timeaut (seconds) 0=
i Encryption

neryption and compression aptiong
% F1P Encryption and ian opti

% Advanced .
EE [« Encrypt the communication channel

"‘Hmﬂ"‘- B DT T —WW
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12. The FTP settings need to be tested.

- Profile Sebup: Skyline Accounts - FTP

* Click For Optians o Search |

. -
¥ Simple [w FTPfiles are am an FTP server —_

13
Wi .
% = Shared Settings
® FastBackup
5. Decisions - Files  Use shared settings:
=

IF CopwDelete oo INE'“E :J uﬁ Rename | M | Dielete

Compare Optians
Il Compression 1

Programs = Before

I

% Auto-close
= To Email
=

Livg

B3 Metwork

) COfDWD Burmer
Cloud

i variables

7 Motes

= Soipts

= Backup Email

O Easy

@ Help I

FTP Server Conmection Details

Haostmname |
Username i
Password

I-u.-u

™ Prampt far the pasiword when run [profile will Tail if run unattended)

SFTF K -_.l

=

SFTP Hey Passward I

[ IFthe FTP server caninot set a files date & time then change the local files date & time to match that on the sene

T& Test FTP settings

a7

kel Appty o Ok

1. Select FTP.

2. Click Test FTP settings.

Version: 7.6.0.8



Administration

171

13. The settings are tested. When complete you will receive the message that the FTP server was logged

into.

* Click For Options

= Simple

«£f When

& FastBackup
Crecizions - Files
CopwDelete
Compare Options
Compression
Encryption

FTP

1% Advanced
Fi Prooy

& Firewall
[LIETR
Programs - Before
Auto-close

Ta Email

Log

Metweiork
CO/DAD Bumer
Cloud
Wariables

Motes

Soripts

Backup Email
Easy

= J5H

o
LE}

@ ¥ 0|3 R & R o=

0 @ @ = gk

w4 Help |

1. Click OK.

Pazsive connection; Yes

Supports 1afe copies: Yes
Supparts file hiashing: Ma

Can set file last modification date and time: Yes

kA
i Saarch
[w FTPfiles are am an FTP server =
[ Shared Settings
Use shared settings:
_ﬂ |hl|:-ne = [ Rename | Mewr I B Delete |
| FTP Server Connection Details |
Haostmname | 1
Username | '
Password
[~ Prompt The FTF server was logged into, [ ruf unattended) |
SFTP K
SFTP Key Passweord
Il — I
[~ Ifthe FTP server cannot set a files date & Gme then change Tocal files date & time to match that on the sence
T2, Test FTP settings |
REST: Yes -
HERC: Mo _I
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14. The locations of the folder that contains your external accounts information needs to be specified.

= Profile Sebup: Skyline Accounts - Simple

* Click For Options

ol Perfarmance
of When

% FastBackup

i Decisions - Files
[ CopwDelete
e Compare Options
Ul Compression

i Encryption

® re

Mise,

M Programs - Before
Auto-close

To Email

Log

Metwark
COYDND Burner
Cloud

Wariables

Motes

Soripts

Backup Email
Easy

ot = §
=it

o @l @ [

&

0o |

@ Help |

Altermatives I

Description of thiz prof
our profile is alnost

ok the Folder icons abos

Browese For Folder

Select a directory For Source

Alternaties I
Yf'ﬂ'yrflhr I

Bl Dasktop

[ Libraries

[+ A Admiristrator

i B Computer

[+ ¥ Metwaark
I Skyline.License, GUT
L SyncBackPro

Hrechories.

1.  Select the option Simple.

2.  Specify the location of the folder by clicking Choose Directory.

3. Select the directory that contains the external accounts file and click OK.
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15. Details of the profile are shown.

=- Profile Sebup: Skyline Accounts - Simple

Click For Options

|d$|s.-d. | |

A =

=

3 0 B

) e

SN -

@ Help I

Simple

il Perfarmance
When

Fast Backup
Decizians - Filei
CopyDelete
Compare Options
Compression
Encryption

FTF

Mise,
Program; - Before
Auto-close

To Email

Log

Metwwark
COYDND Burmer
Cloud

Wariables

hates:

Seripts

Backup Email
Easy

Sourpe | BE‘.U#H MRt aba Dol fmen s, Altermatives

FTP | EI\ Alternaties I

" Choose sub-directories and files | /@

' Change Filtker |

Diescription of this profile

Files will e copied fram Source (C:yUsers\Ad minkstraton\Dooumentsy) bo FTP ().

FTP & 0N an FTP server (0o s o ).

IF tha same File has baen changed on both Souwrce and FTP then the file on Source will replace the file on FTP.

Files only an Sounce are copeed to FTP.

IF & file is anly on FTP then & & ignored,

IF an empty directory is only on Source then the decision s automated.

IF an empty directory is anly on FTP then the decision i automated,

The Falcsing fles Folders wil b= ignored: *\§RECYCLE BIN, = SBSECOR, " AppDatslLocal| Temporary Internat Files)",*
\Apalat silocaliTempl, "¥iAppke stian DatsiMazilalFrefox|Profilesi Mparent Jock”, Mideskbap.ini, "\ DFsr Private!, ™\ Local
Settings| Temporary Internet Fles\”,"*|Local Settings) Temph”, "*\Microsaft| Windows| Temporary Internet Files|®, *\RECYCOLER,
WHSBSE_ %M System Yolume Information)”, | System32\DTCLoghMSDTC LG, Mthumbs, db, *|windBé. svwp, *Windows
\cscl, ¥iwindowsidebugiNEFrs* ¥ windowsintfrs et =\ windows\Prefetch), *|Windows|Registration|® . ormilog, ") Windoves
\sysvalidomain\Dio_NOT _REMOYE_MFrs_Prelnstal _Directory), *\Windowsisysvolidomain
\MtFrs_PraExisting__See_EwentLogl, *\windows\sysvaliskagngldomainiNTRRS _*, *(Andows) Temph,, \hibarfl. sys,
\pagefile.sys, |PGPWDEDL

The profile is stoned in C:iUsars)Administrator] AppCatal Localh2Bright Sparks] SyncBackPro),

ke 2ppty ' DK E3 caneel

1.

Click Choose sub-directories and files.
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16. A list of all the files in the selected folder is shown.

3~ File & Folder Selection : Skyline Accounks

B = lick here bs see more options
Mame D,l | Sze (kB) | Attrbs | Mew Filas [ vy Folders |
= [Fga s wr Include new files I35 Include new folders
IF1 8 Account codesss | 1400 A
EI desktop inl 0,38 HS&
D LicenseReque sk, bt 236 A
[ skwline | T41 A
[T Do notuse selections [can improwve peformance]
i Help 8 Cjean Up “F Change Filter Bbort W 0K E1 cancel

1.  Select the file that contains the accounts details. In the example the Excel file "Account
Codes.xIs" is selected.

2. Make sure that no other files are selected.

17. All new files added to the folder should be ignored.

- File & Folder Selection : Skyline Accounts

B - Click hre ts ses mors options

Name - | sie (¥B) | Attris | Mew Files [ Mew Folders |
=8 [ [rul! | i Lanore newe files j 7 Include new falders
;'.ﬂ Account Codedsdi 1400 A -
D i -.rnl-. nl |:'35 HS&-
O | Licenserequestbd 236 A
] 48 skwline FTPS Senver.sy 741 A

ks il b, ot o g A - "‘rﬂ g g

1. Select the option Ignore new files.
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18. All new sub-folders added should be ignored.

- File & Folder Selection : Skyline Accounts

B © ik here ts see more options

Mame [ Sae (kB) | Attrbs | New Files [ Mow Folders

= [Fg ¢ lanare new files | Include new folders =]
[ B Account Codesads 1400 A
E :Il._.|_. ... 3:2 :;.5. E}/‘M
O] skvine F1 TAL A

1.  Select the option Ignore new folders.

19. You are returned to the Profile Setup window.

= Profile Setup: Skyline Accounts - Sinnple

* Click For Options o search |
' Simple -
Soufoe = ChllzerstadministratonDocuments, Alterriatives

sl Perfarfmance I
«F winen FTF | L—_._I,
% FastBackup
iri Decisions - Files - : : ] )
= Choose sub-directories and files 'l Y Change Fitber I
7 CopwDelete

Compare Options Description of this profile

Compression

Files will be copied fram Source (C:AUsers\VAd ministralon\Dooumentsy) bo FTP (\).
FTP & on an FTP server |

. & N

8 Encryption TF the same File has baen changed on bath Source and FTP then the file on Source will replace the file on FTP.
B FIe Files only an Sowce are copeed to FTP.
A% isc, IF & file is anly on FTP then k & ignored,

= IF an empty directory is anly on Source than the dedison i automated.
e Programs - Before IF an empky directory is only on FTP then the dedsion & automated,
Auto-close The Foliossing FlesTolders will be ignored: *WERECYCLE.BIN, | ®, SBSECOR, " AppDatalLocalh Temporary Intesnet Flesy”,*
= To Email ‘AppDataiLocall Tampl, " Appbcatbon DataiMozilaiFrefo:) Profiles) Miparent. Jock”, *\deskbop, ini, *\DFsrPrivabe’, ™ fLocal
_ SettingsiTemporary Internet Fles|”,"*|Local Settings\ Temph”, "*\Microsoft Windows| Temporary Intbernet Files)®, *IRECYCLER,
= Log i, MSESE__ ¥, M System Yolume Information’”, *| System 32\ DTCLoghMS0TC LG, ¥ikhumbs. db, *jwind 85, swp, ¥ Windows
L - sl “\WindowsidebughNEFrs® = Windowsintfrsiiet ), | Windows|Prefetch), "l Windows| Registration| ™, ormlog, *{Windoves
- isysvalidomainiDO_NOT_REMOVE_MFrs_Prelnstal_Directory), *\Windows|syswalidomain
=) COADVD Burner \NtFrs_PreExisting_ See_Eventlogl, "\ WindowssysvahstasgingidomsiniNTRRS_*, ¥\ Wirdows Temp), \hiberfi.sys,

Cloud \pagefie.sys, \PGPWDED]

£ variables The profile is stared in C2|Users) Administrator AppDist 8| Loc s\ 2Eright Sparks| SyneBackPro),
Tl

A Mates
= Soripts
= Backup Email
O Easy

1
) Help | et W 0K E cancel

1. Click OK.

20. You are asked if you would like to perform a simulated run for the new profile.

A% ‘Would you ke bo perform a simulabed run For this new profils? & simulsted run doss not copy or delste any files, but doss produce &
respart on what would have been copied or deleted,

. Yes no |

Hep |

1. Click Yes.
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21. A simulated test is run.
£ SyncBackPro ¥6.1.0L5
Frofiles  Task Frefersnces  Columrs  Help
ELIT;[ Prafile - | tupe | Last Run | Pesutt | 153 Maxt Run | e
@ [d - 7 skyline Accounts & Backup 14/07/2012 02:18:52 Running Mot Scheduled  C
Skyline FTPS Server |8 Backup & Imported 110772012 08, D3

=- Differences for profile; Skyline &ccounts (STMULATED)

| size (bytes) | Date & Tme

| Action

| PP

] vaccount Codes.ls

14,336 230L2012 035654

== Copyto FTP

q | *
Mirrar all the filesfolders to FTP (&7 o™ Mirror all the files/falders to Source
[source [F® (l |Fites [wEytes =
Root 1 =
Fiil&sname Source only 1 14.00KE [0.01ME]
Size (byhes) FTP anly 0 OKE [OME)
Diabe & Time Collisions ]
Altributes Shipped D
Hash Unchanged ]
Wersioned To Source ] OKE [OME)
Yersions To FTP 1 14.00KE [0.01M4E]
Y To copplmove 1 14.00KE [(0.01ME]
— To delete 0 OKE [OME)
[ To prompt 0
l To rename ]
i = TFCLNTIT YT
[ i ]
_ () bep | I_h Comparison Programs 1 | (3 Continue Simulation | = Aport

1. Click Continue Simulation to complete the test.

22. When the test is complete you return to the main SyncBackPro window where the test result is shown.

= syncBackPro ¥b.1.0.5

Profiles Task Preferences Columns Help

Profile - | Tupe | Last Run Result {73 Mest Run | Le
Skyline Accounts ﬂ Backup 1040772012 08:55:20 w Simulation Succes.. Mot Scheduled
Skyline FTPS Server 8] Backup #' Imported 11072012 08, Do
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23. As the simulation test has been completed a full test needs to be run.

177

% syncBackPro ¥6.1.0.5
Profiles Task Preferences Columns Help

C\l Ol Profile « Type
[ [ Backup
& Backup

- Skdine Accoumts

Skyline FTPS Server

Last Run

| 12072012 021852

Result

&' Imported

110772012 0. De

] 2 H

ew Modify Delete Restore

Ha

Schedule

Stopl

< (7

2BrightSparks Help

1. Select the profile that you hawe just created.

2. Click Run.
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24. The Differences for profile window opens.

: SyncBackPro ¥6.1L0LS O] x|

:|||'.|"\- _'.'\-I Pf'r""ll =3 I-||||'II'I'\- H'I:
o I-E[ Prafile - | Type | Last Run | Pesutt | 2 netrun | e
I ) skyling Accounts o Backup 10/07/2012 0B:57:47 Running Mot Scheduled  C
Skyline FTPS Server |&| Backup & Imported 172012 08:.. Dz

=- Differences for profile; Skyline Accounts

I H - Click here tn see meore options

[ source | size (bytes) | Date & Tme | Action [ Fre
;‘E Aooount Codes.xls 14,336 23042012 035634 s Copy to FTP
q | *
Mirrar all the filesfolders to FTP (5 o™ Mirror all the files/falders to Source
[source [F® (l |Fites [wEytes =
Root 1 [
Filename 1 14 00K (0.0 1R4E)
Sire ihytes) n OKE [OME]
Date & Time i
Altritsutes ]
Hash 0
Versioned 0 QKB (O8]
Yersions 1 14.00KS LOL1ME]
. 1 14.00K8 (3,01ME]
— 0 OKE [OME]
[ 0
' 0
i e
|

@) tep | 4 Camparison Programs | Wnnﬂnueﬁun aport

1. Click Continue Run.

25. The test completes. You return to the main SyncBackPro window where the result of the test is shown.

= syncBackPro ¥b.1.0.5
Profiles Task Preferences Columns Help
| Profile +

Skline Aocourts [ Backup | 1000772012 085747
Skeyline FTPS Server

110772012 0&.. Do

'_-*-m-#\_ Mwﬁﬁ **#" e L el T
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26. The frequency that the profile is run needs to be configured.

= SyncBackPro ¥6.1.0.5
Profiles Task Preferences Columns Help

Al (| Profile « Type Last Run Result [ Mest Bun | Le
[ Backup | 1250772012 02:31:01 # Success | Mot Scheduled

Skwline FTPS Server & Backup &' Imported 13072012 08:... Dt

L | |
) i = = 2| = Q 9 §
Exit

Mew Modify Delete Run Restore | Schedule top 2BrightSparks Help

1.  Select the Profile.
2. Click Schedule.

27. Confirm that you want to create a schedule for the selected profile.

N |

There is no schedule For the profile “Skyline Accounts”, Would you like to create one?

Yes Mo | Help |

[T Do nat prommpt me again

1. Click Yes.

28. Enter your windows logon password.

% Windows Logon Password | x|

Enteryour Windows logon password for 2KBR2E4ENAdministrator. If you do not have a password simply press OK

@__I W 0K Ed cancel |

1. Enter your password.

2. Click OK.
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29. The Schedule window opens. Enter when you want the profile to run. In the example the profile will be run

every weekday at 05:00.

= schedule M=E

When do you want the profile to run?

" Daily i+ Weekly " Monthly
St Loz 7 j05:00:00 =

FECUr every: I]_ Wk on:

[T Sunday v Monday ¥ Tuesday ¥ Wednesday
v Thursday v Friday [~ saturday

Repeating

[~ Run this profile every I _|: iy
for @ duratiomn of I_E {4
I | Indefinitely

—Security
[~ Run only when user is logoed on

¥ Runwhether user is logged on or not

[ Do notstore password, The profile will only have access to local resources.

=

ﬂ Cancel

1. Enter the schedule details then click OK.
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30. A summary of the schedule created is shown. Click OK.

£ schedule for Skyline Accounts E

Status
|Thc task |s ready to run at its nest scheduled timel

| [000000001)

Mext Run
1140772012 05:00:00

|11/07/2012 05:00:00

Recent Rum
|Llnlmuwn

|Nmr

Schedule
[E'».ren.r 1weeks (Monday Tuesday Wednesday Thursday, Friday]

Fun A3 Shared? Disabled?
|2KBR2KEAEN A inistrator [ne [Mo
1
Bl Delete Schedule [ Edit Schedule | ¥4 Help | " 0K
1. Click OK.

31. At the main SyncBackPro window details of the next scheduled run are shown.
& syncBackPro ¥6.1.0.5
Profies Task Preferences Columns  Help

nl 3| Profile Type Last Run Result P:q Mesxt Run Left/ 5

- Skyline Accounts 0 | 23¢07s2002 05:00:00 | €.

Skdine FTRS Serer g Backup B Imporked 110772022 08:00:00 DN

ongimen Al ._.-l‘m-—l---—-uq‘-—.— e A I b B s PRV

Version: 7.6.0.8



182 Administration

Forcing Entry of Account Codes

When users submit a job via Skyline you may wish to force the user to enter or select an account code in
order to charge back for the job. When an order is placed an account code must be entered or selected for the

order to be processed. If an account code is not completed an error message is shown.

4 Back

ou must seleck an account

Plesze enter your sccount code & Click validste

MNext -
Example showing that an account code must be entered.
To force an account code selection:
1. Log in with Administrator rights and go to Admin.
2. In the Orders section click Accounts and Pricing.
_‘:ﬁf Accounts and Pricing
Setup wour accounts and payment provider
3. The account setup page opens.
7.03.1 Last Upgrade: 2020 lanuary 03 Logged inas:  Portal  Administrator | Admin Home
Fricing | CostManager M|
Please select Payment Provider Account - D

¥ Shew Account page User Brompt

¥| pccount Code mandatory” :

Validate Account Code

Incarrect account code message
Use Account Name if Account Code is empty

® Users enter an Account Code in a text box Account Code

Users are shown a list of Account Codes Account Name

Account Description
Delivery

Pricrity

D

Cancel Save

Enter your Account or Expenditure code:

Flease enter a valid code,

Field Label Optional Mask
Account Code

Account Name

Account Description

Delivery

Priority

f

¥ Hidden

#| Hidden

1.  Select the Payment Provider Account.

2. Select the option Show Account page.

3. Select the option Account code mandatory.

4. Select the option Users enter an account code in a text box or Users are shown a list of

account codes.

5. Click Save. The Accounts and Pricing page will close.
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Some accounts setups will require users to enter one of two different codes when placing and order, for
example an expenditure code may be required or an account code. Skyline can be configured to enable this
by using the Account Name field as another field to input a code. The code entered in either the Account Code
or Account Name field will be treated as an account number.

To configure 2 code fields where either one has to be completed:

1. Open the Accounts and Pricing page.

7.0.3.1 Last Upgrade: 2020 January 03 Loggedin as:  Portal  Administrator | Admin Home
Pricing | CostManager |
Plzase select Payment Provider Account -

D

7 User Prompt Enter a General Ledger Code or Project Code
Show Account page g

Please enter a valid General Ledger Code or Project Code

Account Code mandatory Incorrect account code message

Validate Account Code

#| Account Code or Account Name mandstary D

Field Label Q Optional Mask

®) Usars enter an Account Code in a text h:xg Account Code General Ledger Cade
Users =rs shown a list of Account Codes Account Name Project Code Hidden
Account Description Account Description ¥ Hidden
Delivery Delivery
Prigrity Pr‘Dr‘t'}n’
Cancel Save

1. Select Account Code or Account Name mandatory.

2. Select the option Users enter an Account Code in a text box.

3. Update the User Prompt so that an appropriate message is displayed to the user.
4. Enter the appropriate Field label for the fields Account Code and Account Name.
5. Click Save. The Accounts and Pricing page will close.

In the above example, when a user places an order they will have to enter either a General Ledger code or
Project code to continue placing their order. If they do not enter a code into either field they will get the
message that was entered into the Incorrect account code message field.

—
Document Type Product Options Basket Address Shipping Account

4 Back

Plezze enter 3 vzlid Generzl Ledger Code or Froject Cods

Enter a General Ledger Code or Project Code

General Ledger Code

Project Code

Mext ’

Example of the message shown when no codes are entered.
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If your codes need to be entered in a specific format you can enter masks for the code fields.

You can use any of the following mask characters:

# Number

L Uppercase character

I Lowercase character

a Uppercase or lowercase character

If you use any other characters in the mask they will be included as a literal value. If you require the
characters L or | to be included as a literal value preceded the character with \.

When a user places an order they will only be able to enter characters or numbers which are permitted by the
mask. When the cursor hovers ower the field the format required to be entered is shown as in the example
below. If both fields are left blank or incomplete the order can not be placed and a warning message is
displayed to the user.

—
Document Type Product Options Basket Address Shipping  Account

4 Back

Enter your Account or Expenditure code:

Account Code

Expenditure Code

Farmat: a#&=

#: number

L: uppercase letter
I: lowercase letter
a number or letter

Mext ’

Example of the details of the mask as shown to the user.
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The information is passed to the PrintStation. In the Details tab either the General Ledger Code or the Project
Code is shown.

Crders

i £ Refresh [#]#] Download Al | [8] Download ) Proof Print 5 Status ~ % view T Delete (s Print Job Ticket Q) Search #= Fillwidth P Current Job

|
-
OrderlD Document Mame ‘ Username ‘ Status Product Pages | Copies Totalp..
# Order placed
E = 0002952 PacificMorthWestUSA ICthhbert Sewell Order placed Booklet 10 5 50 0
E = 0002931 Manual Cuthbert Sewell Order placed Comb Bound B02 1 602 0
E = 0002931 Ad Comb Bound Cuthbert Sewell Order placed Simple 242 5 1210 0
4 1] 3
Qutput
Overview Dretails Delivery History Criginal
Printers Folder
Staff Motes
General Ledger Code | AB122 | gé ™ Canon MG3600
Praject Code | |

Account Description | | gé " HP ENVY 4500
é Microsoft Pr
Impositan |2up [~]
7y Xerox Global
<

[ Order placed | 0002382 | Cuthbert Sewell | Booklet  PacificNorthWestUSA IE;w Print Job Ticket)

Example of an order in PrintStation with the General Ledge Code completed
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Amending the Account Labels

The names that appear on the accounts page can be amended to suit your working environment. By default
the names are "Account Code", "Account Name" and "Account Description".

Account Code -

Search

Account Code

Account Mame

Account Description

[l 001

LT

account 1

To change the account field names:

1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

Sccounts and Pricing

=7

Setup your accounts and payment provider

3. The account setup page opens.

Pricing

Flzasze sslect Payment Provider

¥ Show Account page

#| sccount Code mandstory

Validate Account Code

Account Code or Account Name mandatory

#) Users enter an Account Code in a text box

Users ars shown a list of Account Codes

| CostManager ~

| Account ~
User Prampt

Incorrect account code message

Account Code
Account Name
Account Description
Delivery

Priority Q)

Cancel Save

Field Label
Charge Code
%’ Charge Name

Charge Description
Delivery

Pricrity

Description 1

- [ [

Accounté page dﬁring the ordering process.

Last Upgrade: 2020 January 23 Logged inas:  Portal  Administrator | Admin Home

Enter your account code:

Please enter a valid account code.

Optional Mask

Hidden

Hidden

1.  Enter the new account names.

2. Click Save. The Accounts and Pricing page will close.

4. Test the change by placing an order. View the Account page to make sure that the new account names
are shown in the field headings and drop down search criteria box.

Charge Code - Search
Charge Code Charge Name Charge Description
] 001 accountl Description 1
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Amending Delivery and Priority Labels

The names that appear on the confirmation page can be amended to suit your working environment. By default
the names are "Delivery" and "Priority". The field will only show if the pricing option is turned on and the
chargeable options are included as options in the delivery form.

Plzase check the order details below and confirm your arder

x Cancel Ordar

Quantity Document Product

Pages Price

25 Print5tation Ad Plastic Comb Binding 66 92.00
Delivery 10.00

Priority 5.00

Total 107.00

Confirm Order [
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To change the Delivery or Priority field names:
1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

Y Accounts and Pricing

Setup your accounts and payment provider

3. The account setup page opens.

Fricing | CostManager M
Plaase select Payment Provider | Account -]

User Prompt
1#| Show Account page

) Account Code mandatory Incorrect account code message

" validate Account Code

| Account Code or Account Name mandatary

Last Upgrade: 2020 January 23 Logged in as:  Portal

Enter your account code:

Please enter a valid account code.

Field Label Optional Mask

® sers enter an Account Code in 3 text box Account Code

Users are shown a list of Account Codes Account Name

Account Description
Delivery
Priority

Cancel Save

Account Code
Account Name
Account Description

Shipping

Packaging

Administrstor | Admin Home

- Hidden

) Hidden

1. Enter the new names.

2. Click Save. The Accounts and Pricing page will close.

4. Test the change by placing an order. View the confirmation page to make sure that the new field names

are shown.

PFlaasae check the ordar details balow and confirm your ordar

x Cancel Ordar

Quantity Document Product Pages Price
25 PrintStation Ad Plastic Comb Binding 66 92.00
Shipping 2.00
Packaging 5.00
Total 99.00

Confirm Order [
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Enabling Stripe

When orders are placed using Skyline and you are using CostManager to calculate prices, you are able to
select the payment provider Stripe. Stripe can provide 3D Secure authentication for every transaction. Please
refer to the section Using Stripe to Pay for an Order for further details.

Stripe is a licensed feature of Skyline.

Pricing | CostManager T |

Please select Payment Provider | Stripe .

This portal is not licensed for Stripe Payments. Please

contact sales@eprint.net

~ qu?ftw—-“ o i, A e i mmmiineien el - "ﬂf"w

To configure the payment provider Stripe:

1. Log in with Administrator rights and go to Admin.
2. In the Orders section click Accounts and Pricing.
:WJ/ fccounts and Pricing
Setup wour accounts and payment provider
3. The Accounts and Pricing page opens. Select the pricing option CostManager.
4. Select the Payment Provider Stripe.
5.

Enter the Stripe Account Keys in the fields. These keys will have been provided when registering with
Stripe.

Pricing | CostManager - |

Please select Payment Provider | Stripe T |

Delivery Costs Label Delivery

Pricrity Costs Label Pricrity

Stripe Account Publishable Key Ty | i - n d

Stripe Account Secret Key

Back | | Save |

Note - It is recommended that the Test Keys provided are entered when setting up the system. Then
place an order to check the system. When you have completed testing the system replace the test keys

with the Live keys.

6. If you want the option to apply promotional codes to the total cost you need to select the options Allow
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Stripe Promotion Codes and Hide the prices on the Stripe order confirmation page.

Pricing | CostManager ™|

Please select Payment Provider | Stripe ~7

Celivery Costs Label Delivery

Priority Costs Label Pricrity

Stripe Account Publishable Key

Stripe Account Secret Key

Allowr Stripe Promotion Codes

Hide the prices on the Stripe order confirmation page

You can amend the Delivery Costs and Priority Costs labels to match the terminology used on your

delivery form. The amended labels will appear on the confirmation page. The field will only show if options
is completed in the delivery form.

Pricing | CostManager )
Please select Payment Provider | Stripe T |
Delivery Costs Label Delivery
Priority Costs Label Pricrity

. SRS AECAHRE ELRUSH ARSI b« inEEAOBROIRLS QR

Click |_23ve |
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Enabling WPM Education

When orders are placed using Skyline and you are using CostManager to calculate prices, you are able to
select the payment provider WPM Education. Please refer to the section Using WPM Education to Pay for an
Order for further details.

WPM Education is a licensed feature of Skyline.

Pricing | CostManager w7

Please select Payment Provider | WPM Education w7

This portal is not licensed for WPM Education Payments.

Please contact sales@eprint.net

mww*_ﬂd“w’ﬂ H’.-Am._ n B

To configure the payment provider WPM Education:
1. Log in with Administrator rights and go to Admin.

2. In the Orders section click Accounts and Pricing.

’ ‘E, Accounts and Pricing

Setup your accounts and payment provider

3. The Accounts and Pricing page opens. Select the pricing option CostManager.
4. Select the Payment Provider WPM Education.

5.  Enter the configuration details supplied by WPM Education.

Pricing | CostManager )

Please select Payment Provider | WPM Education v |

Delivery Costs Label Delivery Priority Costs Label Priority

Client ID 5216 Pathvay ID 27

Department ID 1 Shared Secret | ssssssssas

Payment Opticn EP From Email Address support@eprint.net

Callback URL httpsy..... “pees e e LT Check that this URL is valid

Redirect URL https://¢ ST ' Check that this URL is valid

WPM Pathway URL hitpsi// it - _ Check that this URL is valid
Back Save
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6. You can amend the Delivery Costs and Priority Costs labels to match the terminology used on your
delivery form. The amended labels will appear on the confirmation page. The field will only show if options
is completed in the delivery form.

Pricing CostManager T |

Please select Payment Provider WPM Education -

Delivery Costs Label Delivery Priority Costs Label Priority

Client ID 87216 Pathway ID 27
PRSI SR T e e s st B g e e g . L J——

7. Click 2" | You are returned to the Admin page.

Configuration can be selected to include the media with the document name on the payment page.
To include media on the payment page:
1. Sign in with SkylineHost privileges and go to Admin.

2. Inthe Portals section click Portal Configuration.

i Portal Configuratiorn

)
- Manage the configuration aptions for this portal

3. Find WPM - Add the media ordered to the document name on the payment page in the list.
o If the option is set as True media will be added to the document name on the payment page.
e  Media is turned off by setting the option to False.

4. To amend this option click &

5. Click ®lto sawe the setting.
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Enabling Quotations

Some orders will need to be priced manually as they have special requirements. A user can request a
quotation which can be priced up in the print room and the quotation sent to the user via PrintStation. The user
can then either accept the quotation and the order is placed on PrintStation or they can reject the quotation
and the order is marked as deleted.

@ Quotations can be used with third party payment providers, for example Stripe.
The Quotations process is not designed to work with the approval process.
If emails are not turned on then the Quotation process will not work.

To enable quotations to be used:

1. A product needs to be created that contains at least the body section. A free text area can be added in
the notes section where the user can enter specific details, if required. You need to have a separate
product to other products already created as the price will not be automatically calculated. For more
information on creating products, please refer to the section on Creating a Product.

2. The product needs to be priced in CostManager with a fixed price of zero. Products can be either Global
or Portal specific. For more information on pricing products, please refer to the section on Selecting the

Pricing.

File Help

Price Type | Cost Per Page Cost Per Document Cost Per Order

Product name Calculated price  Fixed price Price each Setup cost  Tax rate %

- &

Booklet ® | : |
Collated @® 4]
Quotation Q (O] 0.0000 | 4 |
Simple ® | -"|

3. Assign the product to the required portal. For more information, please refer to the section on Adding
Products to a Portal.

4. Open the website and sign in with Administrator rights. View the Admin page and In the Orders section
click Order Statuses.

D., Drder Statuses

Create, edit & delete order statuses

5. Select the option Set the status to 'Waiting for Quote’ for new orders with no price.

Order Placed Emails () Send one Crder Placed emai per document ardered

end one Crder Placed email per arder

|I\e',-.- orders with no price B st the stamsz 1o "Waiting for Quote” for new orders with no price I

6. Check that emails are sent for the statuses "Waiting for Quote’, 'Quote Sent', 'Order Placed and 'Awaiting
Paper Originals'. Update the email text for the statuses 'Waiting for Quote' and 'Quote Sent'. Please refer
to the section on Changing the Wording in a Status Email for more information.

When users require a quotation they need to use the Quotation product and place an order in the usual way.
The order status will show as 'Waiting for Quote' in their Orders. For more information, please refer to
Requesting a Quotation.

The PrintStation will receive the quotation request. The print room operator can manually enter a quotation
value into the Price field and save the change. When they change the status of the order to '‘Quote Sent' and
email will be sent to the user and they will be able to reject or accept the order. For more information, please
refer to Quotation Requests.
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Configuring Order Details

When job orders are created using Skyline you can configure the following order features to suit the way your
business works.

Specify the number that the Order numbers should start atD™ .

You may wish to set the start number to help differentiate Skyline jobs from any others in your print
room. As an example Skyline orders may start at 60000 while other jobs start at 00000.

Modify the format of the order numbers0™ .

You can modify the format of the order number to match a system you already hawe in place in your
print room. The order number can include specific fields, for example the year or the portal name.
You can also include your own text string in an order number format.

Amend the status of orders0™.

When an job order is placed on PrintStation the order is listed in the Orders web page where the
status of the order is shown. As the order is processed the order status is automatically updated.
PrintStation can be configured to automatically generate an email message when a job status is
changed. You can also configure the wording shown for the status shown in the Orders web page.
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Specifying the Starting Order Number

As well as modifying the order number format for Skyline orders you may wish to set the start number to help
differentiate Skyline jobs from any others in your print room. As an example Skyline orders may start at 60000
while other jobs start at 00000.

To specify the starting number:
1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Order Numbers.

Ei Drder Mumbers

Set a start arder number far a portal

3. Enter the start number in the field Last Order Number.

Last Order Mumber 0000
| Beck Submit |
4. Click Submit.
5. Your order number details are saved and confirmation is shown on the web page.
Lest Order Number 60000
¥our crder number details have been saved r
Back || Submit

Version: 7.6.0.8



196

Administration

Modifying the Format of Order Numbers

When orders are placed in Skyline and order number is created to represent that order in the system. You can
modify the format of the order number to match a system you already hawe in place in your print room. The
order number can include specific fields, for example the year or the portal name. You can also include your
own text string in an order number format. The maximum length of the order number is 36 characters,
including spaces.

Q-;] Note: If you want to change the start number of your orders, please refer to the section on specifying the
starting order numbersD®s.

To amend the order number format:

1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

£]

Portal Configuration

Manage the configuration aptions for thiz portal

3. Find Ordering - Order Number Mask in the list.

4. To amend this option click & . Enter the relevant mask. The options are:

[##HHHE] where each # represents a digit of the order number with leading zeros.
[OrderNumber] the order number is shown with no leading zeros.

[Date] the order number can include the date the order was placed. For example, [##H##HH#] [Date]
would display the order number with leading zeros, followed by a space then the date the order was
placed.

[Year] [Month] and [Day] will be replaced by the vales of the year, month and day the order was
placed.

[PortalName] will be replaced by the name of the portal where the order was placed, and
[PortalName,n] will be replaced by the first n characters of the portal name.

Any other characters entered in the Order Number mask will be shown as is. For example
[PortalName, 2]-[####HHHE] /Y ear]/[Month] would be replaced by Sk-000234 /2010/03 if the portal
name was Skyline, the next order number was 234 and the order was placed in March 2010.

Any other text can be added to the order number simply by typing it in the order number mask. For
example, ABC[###HH#],[PortalName] would create an order number ABC00123, Skyline if the portal
name was Skyline.

5. Click B to save the setting.

To configure Ordering - Order Number Mask for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.
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Restricting the number of documents that can be ordered

You are able to restrict the number of documents that are ordered per order number to one document. If there
is an order in the basket and the user tries to order another document before completing the order they will be
taken to the basket page and asked to complete the current order before placing another one.

5 Skyline Website D Skyline Downloads I

. line Hel, B Test?
| testl.eprintnow.com says _me EP - S

;s | Edit | Admin | Mansgement | Logout

Please complets this order before ordering another document

n
s = i

[ Home I Upload I Papar Originals ( Libraries I Orders I Products r FAQS ]

=

—
Document Type Product Options Basket

Document Product Quantity  Price Pages Edlit

Administration Simple Printing @ 67.50 270 Edit X

Next

To restrict an order to one document:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.
d Paortal Configuration
o

Manage the configuration options for thiz portal

3. Find Ordering - One Document Only in the list.

4. To amend this option click &
e [f the option is set as True users will only be able to order one document at a time.

e To allow users to order many documents per order set the option to False.
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Amending the Status Name

When an job order is placed on PrintStation the order is listed in the Orders Web Pagel™ where the status of
the order is shown. As the order is processed the order status can be automatically updated. PrintStation can
be configured to automatically generate an email messagel)™ when a job status is changed. You can also
configure the wording shown for the status displayed in the Orders web page.

@ Make sure that you re-start PrintStation if it is already running after any changes made to the
Statuses. Some changes will not be shown in PrintStation until the program is re-started.

Waiting for Quote status can be renamed but will always be treated as a quotation request.
Renaming this status could have unexpected results and it should only be renamed to something
else that means Waiting for Quote, maybe in a different language.

To view the current system statuses of orders:
1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Order Statuses.
E, Drder Statuses
Create, edit 2 delete arder statuses
3. The current system statuses that have been selected are shown.

System Statuses

Allow order to be Show Orders on

Type Mame End User Display Printstation
/ Waiting for Quote Waiting for guote Waiting for guote
/ Quote Sent Amended Order Amended Order
/ Qrder Placad Order placed Qrder Placed
’ Awaiting Paper Originals Awaiting Paper Originals Awaiting Paper Originals
/ Downloaded Downloaded Downloaded
’ Paper Originals Received Paper Originals Received Paper Originals Received
, Query Outstanding Query Outstanding Query Outstanding
P4 In Production In Production In Production
/ Printed Printed Printed
/ Completed Completed Completed
V4 Archived Archived
& Deleted Deleted

4. The status shown under the heading Name is used as the PrintStation Status name and the Job Ticket
Status name. The status shown under the heading End User Display is the status shown on the Orders
Web page in the Skyline Website.

5. Click & by the type to amend a status name.
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Amending Status Emails

PrintStation can be configured to automatically generate an email message when a job status is changed in
PrintStation. The message can be copied to as many people as required by entering their email address in the
CC List field.

You can select when a change in the order status will generate an email message as well as specifying the
wording of the email. The example below describes how to configure PrintStation for the status type "Query
Outstanding”.

There are some specific requirements when creating an Order placed email. Please refer to the section Order
Placed email in Configuring PrintStation regarding these requirements.

0 You are limited to 100 characters in the email subject or 1000 characters in the email body. If you
exceed the limit your changes are not saved and an error message appears at the top of the window.

The Emazil Body text is limited to 1000 charaters. Your changes to "Waiting for guots’ have not been saved

Crdar Placed Emails ® Send one Order Placed email per document ordered

() Send one Order Flaced email per ordar

New orders with ne price Sat the status to "Waiting for Quote” for new orders with no prica

Example of error message when too many characters are entered into the body of the email.

To automatically send an email message when the status is change to Query Outstanding:
1. Open Skyline and log in with Administrator rights and click Admin.

2. Inthe Orders section click Order Statuses.
E, Drder Statuses
Create, edit & delete order statuses
3. Details of all the System Statuses are listed. Click & by the type Query Outstanding.

Systemn Statuses

Type Name End User Display Email User Allowdzlredt:;jto = Shs:'n(t:;::rosnon

& Waiting for Quote Waiting for quote Waiting for quote

& Awaiting Paper Criginals Waiting for Paper Originals Awaiting Paper Originals

I Quote Sent Quote Sent Quotation Sent

ra Paper Originals Received Paper Criginals Received Paper Criginals Received

& Order Placed Order placed Order placed

I Cownloaded Downloaded Downloaded
Query Outstanding Query Outstanding Query Outstanding

I In Production In Production In Production

I Printed Printed Printed

ra Completed Completed Completed

, Archived Archived Archived

I Deleted Deleted Deleted
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4.

The status settings for the status Query Outstanding can be updated.

ﬁ Query Outstanding Query Qutstanding Query Outstanding v v
Status settings

Name Query Outstanding Show Orders on Printstation # Email User ﬁ,@

End User Display | Query Outstanding Allow order to be deleted

Email Settings @

Email Subject Print Order Query

CC List

Email Body E

B 7 U ke

ElEs==8 0 sy

Please contact the print room on extension 0123 regarding a query on your order {Orderld} called

{DocumentMame). E

7 Design | €% HTML o@ Preview

Save || Cancel
W

1.  Select the option Email User. When this option is selected the person who placed the job order
will be automatically sent an email when the job status is changed to Query Outstanding.

2. Enter text that will be shown when the user views the status of their job orders. In this example
the words "Query Email Sent" will be shown against any job order that they have placed and the
PrintStation operator has changed the job status to Query Outstanding.

3.  Enter the text that will be used as the email subject. In this example the words "Print Order
Query" will be used as the email subject when an email is automatically sent out.

4. If you require a copy of the email to be sent to other people enter their email addresses in the CC
List field. Separate email addresses with a semi colon.

5.  Enter the body of the text which can include a contact name or number. The text can be a

maximum of 1,000 characters spread over a maximum of 52 lines.
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6. Automatically completed fields can be included. Click % the Insert Code Snippet button to view
a list of all the fields that are available. Text entered after the snippet will appear on a new line.

o CrderlD
DocumentName
Preduct name
Pages
Copies
Status
Price
BillingCade
RequiredDate
SubmittedDate
Delivery method -

7. Click OK to save your changes.
5. The System Statuses details have been updated.

Systam Statusas

Tyoe Harma Erd User Display Emall Usar F"“L::E:jn - Pﬁ:f’;l’n'l:::"
& #esrailing Faper Cwiginals Jwgating Paper Originals
& Paper Ongnals Recemsed Recimved Faper Origmnals Recemved
F Order Plated Oinder Platad
f Cotramil e d (SR
rF Quers Outstanding Quary Cutstanding I ey Emsl Sant I I I
& n Producion In Frosduchion
. f:.-l e T e e i
. A g k- .

1. The end user display will be Query Email Sent.

2. The user will automatically be sent an email if the status of their job order is changed to Query
Outstanding.
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Allowing Orders to be Deleted

You can configure Skyline to allow users to delete any orders that they have placed. This should only be done
before they are downloaded by the PrintStation. If users are able to delete an order that they have placed they

will see a red cross when they view their Orders web page.

x

To allow users to delete orders before they are downloaded by PrintStation:
1. Log in with Administrator rights and go to Admin.

2. Inthe Orders section click Order Statuses.

Drder Statuses

Create, edit 8 delete order statuses

3. Click & by the status type Order Placed.

Ewalling

Qriginals

Mumber of arders per paga |19 -
Documeri Producl Pages Qusarity OrderD Prce Order Dale Status
Shylne A Carmb - 00057 R 2022012
. : ; R
g Adminis Bound 145 13 W2 B3 16:59:00 rdes Fiacad
) . ) . nooEnss 150202013 ’
Wew Exarn Hepors Collaled Ests B 115 150NN 2 450 1724700 Faper
Evazuatiorn 000a053 TRI02201 2 -
ad i) nil
Vigw - Booksat 4 A L 45 manan ampletad
How o backun n00sa53 15022013 Document

.-lm-* i i, ,'_,...:_“.IEIEL“:DE_ #Ln-—w.uql-l‘:.nlx e qj'_‘l.'li.-_ﬂ_j'_’__ .':'_"_'5 ey g il o, st e il e o
Example showing an order with the status Order Placed that can be deleted.

& Order Placed Order placed Order placed L4 td td
Status settings

Name Order placed Show Orders on Printstation ¥ Email User (¢

End User Display | Order placed Allow order to be deleted "ﬁ)

Email Settings

Email Subject Order Placed
CC List paul.clark@eprint.net;paul.clark@btinternet.com
Email Body
You can use the following fields in the status emails
Order Id {Orderld}
B I U ide E=E=EE=E = | % . <4 = Account Code {BillingCode}
Reguired Date {RequiredDate)}
; . Order Date {SubmittedDate}
Your arder {Orderld) on {SubmittedDate) has been recsived.
Priority {Prierity)
You have notified us that the order is required by {RequiredDate} Name prefix {NamePrefix}
First name {FirstName}
Family name {Familyhame}
Phone number {PhoneMumber}
Organisation name {Organizationhame}
Street {Street}
City City}
Regian {Region}
Post Code [PostCade}
The name of each document ordered, prices and any cost
far Priority or Delivery will be appended to the email as per
the layout below
Document name 1 Price
Document name 2 Price
Priority Price
/ Design 4 HTML @ Preview | | Defivery Brice
Total Price

Save | | Cancel

1. Select the option Allow order to be deleted.

2. Click Save.
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Hiding the Orders Tab

You can configure Skyline to prevent users from viewing any orders that they have placed by hiding the Orders
web page.

PDF | Job Ticket | Document | Order Number | Order Date | Required Date | Status | Quote | Delete
7__" |m| TUI lceland 0000111 30/04/2024 14:03 Downloaded

7—; |E| WorldWide Escorted Tours 0000111 30/04/2024 14:03 Order Placed 5
s |E| Administration 0000111 30/04/2024 14:03 In Production

T [View| Manual 0000111 30/04/2024 14:03 Order Placed x
7—; |E| MNewEngland 0000111 30/04/2024 14:03 Completed 5
7__" |E| Word (6 pages) Mono Q000111 30/04/2024 14:03 Downloaded

s |E| Testing Motes for Additional Fields 0000111 30/04/2024 14:03 Printed

Example Orders Web Page

To allow users to view their orders:
1. Log in with Administrator rights and go to Admin.

2. In the Portals section click Portal Configuration.
\B Portal Configuration

Manage the configuration aptions for thiz portal

3. Find Upload - Show Orders Tab in the list.
e [f the option is set as True the Orders tab will be visible.

¢ The option is False the user will not have access to the Orders tab.
4. To amend this option click e

5. Click Bl to sawe the setting.
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Configuring Skyline Portals

Skyline portals have their own URL (Web address) and this allows the print room to offer multiple portals/Web

addresses per Web server. You can add portals to your Skyline as well as apply separate themes or the
same theme to each of your portals.

Portal themes can be designed to meet your companies preferred style and colours. The themes are supplied
in a zip file which needs to be added to Skyline before you can apply the new theme.

Associating a Portal with a Website

When you have created a portal you need to associate the portal with the Skyline website. When you type in
a website address the IP Address for the website is requested from the DNS Server. When the website

receives the IP Address it will contact the Skyline server and show you the correct website portal. You can
have many portals associated with one Skyline website.

hittg: e welbisibel , com

whanar. webrsitel. com %
DNS Server

123123123.123

> = =
2
Skyline Servar wianw. websitel. com

123123123123

If a portal is not associated with a website you will see an error message when you enter the website details,
as shown below.

-Sk ine ‘n
Designed & developed by ePrintDirect Ltd A ‘
g WY W

MNo portal has been configured for this URL :

localhost

Retry
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H-;] Note: Before a portal can be added you need to associate the Skyline fixed IP address with the Portal
URL in the DNS (Domain Name Senrver). This is usually done by your network administrators.

You can use the command nslookup to check to see if the portal URL has been mapped in the DNS.

BN Administrator: Command Prompt . - “ l =R |ﬁ]

C:wnslookup skyline—example.co.uk
Server: UnKnown
Address: 192.168.8.2

=% lInKnown can’'t find skyline—example.co.uk: Mon—existent domain

G

To associate a Portal with a website:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal URL's.

“ ‘_\ Partal URL's
.

Create and delete websites in the current portal

3. Alist of associated websites is shown.

Meaw Wehisita LI @
[ rerebsitet com 4

Add

Hack

1. Enter the full URL of the website.
2. Click Add. The website will be added to the list.

4. Restart the website by entering the command IISRESET at the command prompt on the Skyline server.
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Adding a Portal

You may wish to add additional portals to your system. These portals can be set to specifically host senices
for a select group of users that will access the portal via a URL.

@ Note: Before a portal can be added you need to associate the Skyline fixed IP address with the Portal
URL in the DNS (Domain Name Senwer). This is usually done by your network administrators.

To add a portal:

1.  Log in to the Primary Skyline Portal as Host and go to Admin.

2. In the Portals section click Portals.
9 Portals
— Create, edit 8 delete portals

3. Alist of the available portals is shown. Scroll to the end of the listing to view the Add a New Portal
fields.

Add A New Portal

Portal Name Portal URL
Admin UserName Admin Email
Admin Password Confirm Password
Apply look & feel from -

Expiry Date =)

4. Enter the details of your new portal then click Add.
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Adding New Portal Themes

Portal themes can be designed to meet your companies preferred style and colours. The themes are supplied
in a zip file which needs to be added to Skyline before you can apply the new theme.

To add a new portal theme:

1.  Log in to the Primary Skyline Portal as Host and go to Admin.

2. Inthe Portals section click Themes.

rk Themes

- Create, edit & delete portal themes

3. Alist of all your available themes is shown. Scroll to the bottom of the page to view the Upload a New

Theme field.

sradiart - Bad Thame Cownlpad Edit main 053 x
Gradeant - Blue Theme Cownload Edit main C55 x
Gradernt - Green Theme Cownload Edit main £5%5 x
Upload a new Theme

= |

Submi |
Clome an existing theme
Mew Theme Hame
Existing Themsas: -

Chorse |
| Back ]

1. Click Select to locate your zip file containing your new theme and upload the zip file. This will add
the theme.

2. Click Submit to add the theme.

4.  You can now apply the portal themeD™ .
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Applying Portal Themes

A theme can include the size of the website, the background colour, the style of the text, the style of the
navigation tabs and much more.

To apply an existing theme to a portal:

1.  Log in to the Primary Skyline Portal as Host and go to Admin.

2. In the Portals section click Portal Themes.
% Portal Themes

Select atheme for a portal

3. Alist of available portal themes are shown.

Portal Selector

Arriehe| i

Oraachan

- @
O Badky

[ 2pph Theme |

| Back. ]

1. Select the portal that you want to apply a new theme to.
2. Select the theme.

3. Click Apply Theme.
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Accessibility Themes

A portal theme can be amended to enhance accessibility by, for example, creating a high contrast between
the text and the background. Users can be given the choice of using the accessibility theme \ia a selector.

S EmeEm
] ' '
Skyline ' . I

Save yourself time & money with Student's Guild Print Room

LOGIN / REGISTER

Username | |

Paszsword | |

[_lrRemember me next time

|Log|n|

Begister as Mew User

High Contrast

To Show the Accessibility Selector:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

ot Portal Configuration
¥

Manage the configuration options for thiz portal

3. Find Theme - Show Accessibility Selector in the list.
4. To amend this option click &

5. Click B to save the setting.

To enable the accessibility selector for all portals associated with Skyline use the default configuration option.
These options are only available when you are logged in with Host privileges. Any changes to the default
configuration will affect ALL portals associated with Skyline.
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Amending Email Settings

When a new portal is being configured you are able to specify the email settings for the automatic emails that
are sent.

If the sender's name in an email is 'noreply' the email may be judged as unsolicited mail that should be treated
as junk. If this happens users may have trouble finding the email and will need to look in their Junk email
folder.

To amend the email settings:

1.
2.

3.

Log in with Administrator rights and go to Admin.

In the Configuration section click Email Settings.
@J Ernail Settings

&dd and update email settings

Enter the email configuration settings if you are going to use Portal Specific settings.

porial can uzs bhe defalt smsll pethincs sat by the Host Adn gtraior. or vou can s oortal Eesctic small petiinas

Sl h 1z Dl sl Satling

Test Seftings

e Email From Address. The address that is used when sending out emails.

e SMTP Server: The details of the SMTP Server that will be used to send emails.

Elack Submit

e SMTP Server UserName: The user name of the SMTP Server that is used to send emails.

e SMTP Server Password: The password of the SMTP Sener that is used to send emails.

e SMTP Port Number: Enter the port number.

e Use SSL: Select if a SSL certificate is used on the server.

e Copy error log files to ePrint Support: If this option is selected a copy of the error log files will be

sent to the email address as detailed in the field Email error log files to.

e Email error log files to: The email address that the log files should be sent to.
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4. To amend the email template for your specific requirements click the link Show Template. An email
template form opens.

B T TG e wtad T T ar—ie L TV E—— W et T g e R e

-

Email Template

Show Termplate Hide Template

You may design your portal's email tamplata below ., Yau must add tha amail body place halder whara you would like the main body of the email to appear.

Placehalder: {EmailBodyText}

B J U g FEEEEB == | Ffomtame -8 - A~ fa-
dee|a-@a-

f Emailg odyText}

o Design  {» HTML O, Preview wonds 1 Characiers 13

A ) e s S L, gt - “"“'-‘-""""‘"'*-F—'*M‘H‘“f""ﬂ-r-‘“‘“"““'v#-'-""'“"-"—uﬂw-'-—-.f

Amend the email template by adding details to appear on all the automatic emails generates as required.
For example, you might add your company logo or a contact number.

5. At the bottom of the web page enter an email address in the field and click Test Settings.

Enter an email address to test the settings | [ TEStSEtﬂﬂgS ] I

6. A message will show on the web page stating that "the email has been sent, please check your inbox".

Enter an email address to test the settings | annette.webber@eprint.net [ TestSetﬂngs ]

The email has been sent, please check yvour inbox

7. You will receive a test email confirming that the email settings for the portal have been correctly setup.

Test Email
norephi@eprint net

[ ICRTR T S T

The email setting for the portal s speuinss om have been set up correctly.

T e T L S ‘~M“‘A* W e e
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Setting the Timeout Period

You can set the length of time that Skyline will remain open when it is not being used. When the length of
time is reached, the user will be logged out.

To change the session timeout setting:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

)

Portal Configuration

Manage the configuration aptions for this portal

3. Find Session Timeout in the list.

Enter the length of time that the session will last before it time-outs. You have the choice of up to 60
minutes.

4. To amend this option click &
5. Click ®lto sawe the setting.
To configure Session Timeout for all portals associated with Skyline use the default configuration option.

These options are only available when you are logged in with Host privileges. Any changes to the default
configuration will affect ALL portals associated with Skyline.
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Viewing Error Messages

To change the details shown to users when an error happens:

1.

2.

Log in with Administrator rights and go to Admin.

In the Portals section click Portal Configuration.

Lo, Portal Configuration
“jh

Manage the configuration options for thiz portal

Find Global Errors - Show Friendly Error Messages in the list.

¢ [f the option is set as True users will be unable to see full error details.

e Full error details are shown by setting the option to False.
To amend this option click e

click B to save the setting.

Changing the Driver Upload Directory

213

You can change the server path for where uploads from the Skyline driver are stored. It makes good sense
from a server management point of view to keep these files separate from other files such as those uploaded
via the web portal.

To change the upload directory:

1.
2.

Log in with Host rights and go to Admin.

In the Portals section click Default Configuration.

all

iﬁ] Cefault Configuration

Manage the default canfiguration options

Find Upload - Directory in the list.

e The default upload directory is "Documents\UploadedDriverFiles\". Amend as required.

To amend this option click e

click B to save the setting.
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Changing the Time Zone

The time zone used to record date and time when placing an order and during the ordering process can be set
for specific portals or for globally for all portals.

To amend the time zone for a portal:

1.
2.

Log in with Administrator rights and go to Admin.

In the Portals section click Portal Time Zone.

LY Portal Time Zone
é" Select Teme Zone for portal

Select the required time zone for the portal and click Set

Portal Time Zone

PLease select the Time Zone for this portal.

| (UTC+00:00) Dublin, Edinburgh, Lisbon, Lendon v| Portal Date and Time: Tuesday 09 June 2020 10:04

| Set |

To amend the time zone for all portals:

4.

5.

6.

Log in with Skyline Host rights and go to Admin.

In the Portals section click Portal Time Zone.

LY Portal Time Zone
é” Salect Time Zone for portal

Select the required time zone for all portals and click Set

Portal Time Zone

PLease select the Time Zone for this portal.

| (UTC+00:00) Dublin, Edinburgh, Lisbon, London v| Portal Date and Time: Tuesday 09 June 2020 10:04

| set |
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Configuring PrintStation Options

You can associate a PrintStation and Portal if the default configuration setting PrintStation - Show all
portals by default is set to false.

agged in a2 Host & Portal Administrato Admin Home

Tha Config opticn 'PrintStation. showvallPortalsbydefault' is currantly set to true, this setting rmust ba turnad to false to enable the sattings
on this page
Murnber of iterns per page QT Add /Remove a Portal To A PrintStation
| PrintStation PC Assigned Porals | printoraticn .

DEV-03 Shyling X

Portal -
GOLLLIM Skyline X
MNARA Ekyling X

You have downlosded 3 PrintStation(s), You are licenced for 999
Beack

Example showing the Manage PrintStation options when the default configutation
printstation.showallportalsbydefault is True.

To associate a PrintStation & Portal:
1.  Login to the Primary Skyline Portal as Host and go to Admin.

2. Make sure that the default configuration setting PrintStation - Show all portals by default is set to
false.

3. Inthe PrintStation section click Manager PrintStation.

B Manage Prict Stationo129:10000
_J FAdminister Print Station Options

4. Us the Add/Removwe a Portal to a PrintStation section to add the details.

Legged in a8

Poresl Adminigtrator | Admin Homeg

Numbar of terns par page | 10 - Add ) Remowe & Portal To & PrintStation

1
FrintEtabon P Asslgned Porals .
PrintStation DEVDS -
2

Slplina Matwark x
Forta | Metevork —
Shyling x
| Ramave Add
Slkylina x
You have devnloaded 3 PrimtScationiz]). Yeu are licenced for 353, Bad\

1. Select the PrintStation from the drop down menu.
2. Select the Portal from the drop down menu.

3. Click Add.

Version: 7.6.0.8



216 Administration

When you download and first start PrintStation it can be automatically associated with the portal that it was
downloaded from if there are enough PrintStation licenses. If there are not any unallocated PrintStation
Licenses an error message will show stating 'There has been a problem with your PrintStation License.
Please contact your administrator'.

To automatically associate a PrintStation & Portal:
1.  Log in to the Primary Skyline Portal as Host and go to Admin.
2. Inthe Portals section click Default Configuration.

all

iﬁ] Default Configuration

Manage the default configuration options

3. Amend the default configuration PrintStation - Automatically assign to portal to True.
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Transferring a PrintStation License

It is an easy process to transfer a PrintStation license from one PC where it is no longer required to another
PC. It is good practice to remove the PrintStation program from the original PC.

To transfer a PrintStation License:
1.  Log in to the Primary Skyline Portal as Host and go to Admin.

2. In the PrintStation section click Manager PrintStation.

L Manage Print=tationd 1210000
. PAdminister Print Station Options

3. Click the red cross associated with the PrintStation PC to release the allocated PrintStation license.

Logoed in 4= Host & Portal Administrator | Admin Home
Hurnibar of ikems par page | || - Add /Remowve & Portal To A PrntStation
etatinm P S ol
_Flln.,_la.lu PC Assigned Fortals [r [ (TP - -
Skyline x
Portal Netwark -
Skling x : X
Eemove || Add
Skyling X e

Vou have downlosded 3 PrintSestion(=), You are licenced for 399
Back

4.  When the PrintStation is started on a new PC a license is automatically assigned when a user logs in to
the newly installed PrintStation.
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Changing PrintStation Directory Security Settings

PrintStation requires full Read/Write access to the directory C:\Skyline\PrintStation & C:\ProgramData\ePrint
Direct Ltd. If PrintStation cannot write to a required location then an error message is generated stating that
'‘Access to the path c:\ProgramData\ePrint Direct Ltd\Skyline\Xpaths.xml' is denied'.

0 Note:

The directory C:\Skyline\PrintStation is created automatically during the installation process..
To change the security settings:
1. Login as a local administrator and open explorer.

2. The directory folders window opens.

l L=y ProgrambData
i .}H ; = Compubter = Local Disk (C) = Programiata - - riﬂ.l Search Programiata !ﬂ]
Crganize ~ 4 9pen Indude in bbrary - n wwkth *  Burm  Mew Foider * [
i Deskiop Hame Diake modified Type
@ Downloads
Favarkes . ePrint Direct Likd — i
P ks LogMedn R File Folde:
My DocUmerts Microsoft Scan with Sophas Ankyirus Fie: Folder
o My Music Microsoft Corporati Share with , File Folde
k=l My Pictures Mioosoft Help (5] Shared Folder Synchronization b | Fiefolder
B My Videos Mcroscit Visual sn. Restone previous versions Fie Folder
b saved Games Inchude in library k
File Fold
L Emarches Mazla ‘.ﬁdﬂ to archive. .. " ) .
8 Computer Frogram Fies (85 38 aad 1o "ePrint Direct Lbd.rar” Fie folder
&, vocal pisk ) Sophos 3 Compress and emal... i folder
Backup e B Compress to “ePrint Cirect Ltd.rar” and email File Foldss
Buills WSaft Send to | FieFolder
Corfigiackup u
Cavelopmeant —l Cooy
FinalBuider Projects
inebpub :::;:Shmm
A M50Cach
= e Renames
Perflogs
Privatefssemblies
Program Fies
Program Fies (x86)
| | Programpata
ePrint Direct Ltd
Loghleln =] 4l ¥
ePrint Direct Ltd Date modifisd: 120072013 16:24
| Fiba Foddar

1. Open the ProgramData folder.
2. Right-click the ePrint Direct Ltd folder.

3. Select Properties.
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3. The ePrint Direct Ltd Properties window opens.
l ePrint Direct Ltd Properties

' Generall Sharing  Secunity | Previous Wersions

I Customize I

Object name:  C:A\ProgramD atatePrnt Direct Ltd

GIDUD Or LIZET name:s::

5% CREATOR OWHER

42 SYSTEM

W2 & Arninizteatacs (SRS A drsinizteabars]
1

Ta change permizsions, click Edit.

Permizzions for Everyone

| o
Z

Dery

Full zontrol

b acdify

Read & execute
Lizt folder contents
Read

Write

LAEANANANN

-

For special permissions or advanced settings,
click Advanced.

L earn abhout access control and permizsions

Advanced |

0k, I Carnicel | Spply

1. View the Security page.
2. Click Edit.

219
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4.

5.

The Permissions for ePrint Direct Ltd window opens.

l Permissions for ePrint Direct Ltd

SecLrty |
Object name:  C:5ProgramD ataheFrint Direct Ltd

Group or user names:

TAEveyone

5% CREATOR OWHER

52 SYSTEM

';ﬂ,.-'-‘-.dministratn:nrs [SHOWDOM \Administrators]
52 Users [SNOWDONY sers)

Aadd... | Remove |
Permizzions for Everyone Allane Dery
Full contral
b odify

Read & execute
Ligt folder contents
Fead

IBEEEE
00000

=]|

L earn abhout access control and permizsions

0k, I Canicel | Lpply

1. Click Add.

The Select Users, Computers, Senice Accounts or Groups window opens.

Select Users, Computers, Service Accounts, or Groups

Select thiz object bype:

IUsers, Groupz, or Buil-in securnty principals

Fram thiz location:

Object Types...

Ieprint.lu:u:al

Enter the object names to select [examples]: ' 1 '

Locations...

Check Hames

Advanced... | [ I Cancel

il

1. Click Locations.
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6. The Windows Security window opens.

Windows Security

Enter Metwork Password

Enter the name and password of an account with permissions for eprint.local,

Faor example user, user@example.microsaft.com, or domainiuser name

1. Click Cancel. You only need access to the local machine not to the network

7. The Locations window opens.

Locations
Select the location you want to search,

Lg

(1)

ST Enire Direcloy
= — Enfirg _II'BC‘O‘}'
- aprint local

a|

Co ]

Cancel

1.  Select your PC name at the top of the list.

2. Click OK.

221
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8.  You return to the Select Users or Groups window.
Select Users or Groups

Select thiz object ype:

ILlsers, Groups, or Built-in ecurity principals Object Tupes...

Fram thig location;
ISNDWDDN

Locations. ..

Enter the object names to select [examples]: 2

E vervone : ~ I Check Names
1

.

Advanced. .. | F.

i

Cancel

1.  Type Everyone.

2. Click Check Names.Check that Everyone is now underlined. Click OK.

9.  You are returned to the Permissions for ePrint Direct Ltd window.

l Permissions for ePrint Direct Ltd |
Securty |
Object name:  C:%ProgramD atatePrint Dire
[Group or Lger names:
TAE veryone
5 CHEATOR DWHEHR
52 SYSTEM
ﬂ,ﬁdministrators [SMOWDOMNYSdministrators)
‘ﬂ, Uszers [SHOWDOMNY ] zers)
Add... | Remove |
Permizzionz for Evenone Al Dery
Full cantral | O =
Flodify | (5] O
Read & execute O
Lizt falder contents O —
Read O -
Learn about accese control and permiszions

@—— ak I Cancel | Apply |

1.  Select the user group Everyone.

2. In the section Permissions for Everyone check the option Full Control. Click OK.

10. You are returned to the ePrint Direct Ltd Properties window. The user group Everyone should now have
Full control. Click OK
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Configuring Skyline Publisher

The web-based Skyline Publisher software is available through ePrint as a pre-configured Skyline web to print
solution. Publisher products are available to your customers through their Skyline home page. You can use
Publisher with portal specific and global products.

You use the Product Editor to create products for Skyline Publisher. There are 3 configuration options
available for the Product Editor:

e Product Editor: Full screen height - Specifies the height of the window when using full screen.

e  Product Editor: Use full screen - Specifies whether to display the Product Editor in full screen or
not.

e Product Editor: Back button return URL - Enter the page URL that you want the user to be
returned to. Requires 'Product Editor: Use full screen' to be True.

Chili Products

This bt and thet haading above can be edited with the buld-in HTHL sdor

Brochres
Businiis Cardi !
Ervemlopes f?
Grestireg cards
Sioyline Introduction

Starsclard letters

-

Brochures Business Cards Envelopes Greeling cands

Range of curant & range of sttrackve

company branded greating cardu fr mil

brockurss cocanicr.

Skyline Standard letters

Introduction
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Associating a Publisher Server

Before you can use Publisher products with Skyline you need to associate your Publisher server with Skyline.
To associate a Skyline Publisher server:
1. Log in with Host rights and go to Admin.

2. In the Skyline Publisher section click Publisher Server.

| _\ﬂ Publisher Server
LP) Connect Skyline with a Publisher server

3.  Enter the required Skyline Publisher server details
RIRL http-/ipublisher.eprintnow.com/chili Proxy Address

Environmeni 3 Admin Proxy Part

Username Admin Proxy Username

Save

1. URL - This is your Skyline Publisher server URL. This should start with https://
Environment - As created within Skyline Publisher Backoffice.

Username - As created within Skyline Publisher Backoffice

A w DN

Password - As created within Skyline Publisher Backoffice
Confirm Password - Confirm the password

Proxy Address - Enter the address of the Proxy senver.
Proxy Port - Enter the Port number used

Proxy Username - Complete if relevant

© © N o o

Proxy password - Complete if relevant

10. Bypass Proxy Server for Local Address - Select if required

4. Click |_>2YE | you will return to the Admin page.
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Associating Portals & Publisher

Many Skyline portals can be associate with 1 Skyline Publisher environment. In order to make products

designed with the Skyline Publisher available to users, you need to link a Skyline Portal with a Skyline

Publisher Environment.

To associate Skyline portals with a Skyline Publisher server:

1. Log in with Host rights and go to Admin.

2. Inthe Publisher section click Publisher Environments.

.
.

Publisher Envircnments

Assign Publisher Envirenments to Portals

3. Alist of Portals and whether they are linked to a Skyline Publisher Environment is shown.

Skyline Publisher Environments

To make products designed with the Skyline Publisher available to users, you need to link a Skyline Portal with a Skyline Publisher Enviromnent.

Click on the edit icon below ta link a Portal to a Skyline Publisher Environment

Portal Mame Publisher Environment

I Annette Paul

& Apricot Mot Linked
& Cambridge Not Linked
& Dorset Not Linked
& LDAP Not Linked
I Renfrewshire Mot Linked
& SteveD Not Linked

1. Click & associated with the portal that you want to link to an Environment.

2. Select the Environment from the drop down list.
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Editing Folders

The folders listed on the Product web page are the folders that have been created within Skyline Publisher.
You can select the folders to display to your users and change the style as required.

To assign Skyline products to a Publisher product:
1. Log in with Administrator rights and go to Admin.

2. Inthe Publisher section click Publisher Folders.

“:.'/ Publisher Folders
Select Publisher Folders to display

3. All the available Publisher folders are listed. The folders that are ticked are visible from the Skyline
website.

Folders

----- | Brochures
----- | Business Cards
----- ¥| Greeting cards
----- Envelopes
-] Prospectus

----- Skyline pack

----- V| Standard letters
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4. You can change the style or presentation of a folder. Click on the name of the folder that you want to
change. Folder information that can be changed is shown in two new sections. Any changes made are
shown in the Document Preview section after the changes have been saved. Folders that are not visible to
the Skyline user are not ticked but the folder properties can be changed.

Folders Title: | i Diod Ument Preview
¥ Brochures Business Cards Box cards.gif - —
Subiitie Updoad new Imape vy

o Grawling candi
Girgslineg car F—

Errvl cpes

fdd Dete
¥ Prospectus Dhascripticn
Sioyline pack
o Sandand It
Bad kground colour Business Cards
A

Special offer

Special offer colour

m- Back Save

¥ Show special offer

e Title - Amend as required. If the folder contains any special offers you can show a
banner to indicate that there is a special offer available. The wording is entered in the
Special Offer field and the banner background colour can be selected. The wording will
not show until the changes are saved.

Business Cards

¢ Image - Images can be selected from a drop down list of pre-installed images. Select
the required image and then click Save to display the selected image in the preview
You can also add new images using the Add feature. Select the location of the image
and when it had been uploaded click Add. The image is added to the drop down list.
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Showing Products on the Products Web Page

When you open any folder shown in the Publisher product web page you can see the available products. The
products that are shown is controlled from the Publisher Products admin option where you can assign
products created in Skyline ProductManager to a Skyline Publisher product. If a publisher product does not
have a Skyline product assigned to it then the publisher product will not show in the Skyline product web

page.
To assign Skyline products to a Skyline Publisher product:
1. Log in with Administrator rights and go to Admin.

2. In the Skyline Publisher section click Publisher Products.
Publisher Products
Assign products to Publisher documents

3.  Any publisher product to be shown to Skyline users needs to be assigned a Skyline Product,
Workspace, View Setting and PDF Setting.

1. Open the folder & select the publisher product that has no Skyline product associated with it.
Any publisher product with a blank icon does not have a Skyline product associated. The Skyline
Product will be shown as hidden.

- Brochures

tr Business Cards

—_r Chris

W coreion
M (hidden)

|

() APME

L. wwm_ﬂ_.._‘_‘_‘* _‘_ﬁ“‘ﬂ-d

2. Select the Skyline Product to be associated with the publisher product. All products created with
the ProductManager show as available products.

Skyline Product

Portrait Staple
100 80gsm Single Sided Business Cards
Collated Sets

Landscape Staple
Comb Bound
Coil binding

| Hide |
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3.

4.

5.

Select the Workspace. If there is a workspace that is frequently used that workspace can be
selected by default. Select the workspace and click Make Default.

Administrator
Atlantic Airways
Bath WorkSpace 1
Birthday Card
Business Card V1

Default variable workspace

L]

m |

Make default |

Select the View Setting. If there is a View setting that is frequently used that setting can be
selected by default. Select the setting and click Make Default.

Bath prospective
ePrint Business Card V1
ePrint Direct data letter
Mestle Business Card

Skyline Intro portrait

Skyline introeduction

»

m

Make default |

Select the PDF Setting. If there is a PDF setting that is frequently used that setting can be
selected by default. Select the PDF setting and click Make Default.

POF Setting

Default

. Make default |
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6. Click Save by the Preview

APNE coffes labsl

| Back | | Save |

4. The publisher product will show with a logo to indicate that a Skyline product has been associated with it.
The publisher product will be available in the products web page within Skyline.

ko Brochures

_ﬂ Business Cards
:J Chris

B Collated Sets
I Adrninistrator

Skyline Intro portrait
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Removing Products from the Products Web Page

Publisher products can be removed from the Skyline Products web page.

To remove a publisher product:

1.
2.

Log in with Administrator rights and go to Admin.

In the Skyline Publisher section click Publisher Products.
Publisher Products
Assign products to Publisher documents

Open the folder & select the product that you want to remowve from the Skyline web page.

Business Cards Portrat Staple
4 ,_‘: Business Card Typel 100 BOgsm Sangle Sided Business Cards 1
H- | Mesthe US no logo Collated Sats
| I Landscape Staple
w100 B0gsen Sngle Sided Business Cands Comb Bound
W Default variable workspace (default) Cail binding MEW DOCUMENT

Nestie Business Card (default)
m Defisht (defalt) E
| Chris

Ercelopes Back Save
-l Mirm. e w 2
g T | i il e B, ), .__J_.\,.F-L\,_,' 'ﬁtﬂn.,‘,_ s w‘_'.h'ﬂh'l*.._!r“-#ﬂu#'ihq

1.  Select the product.

2. The Skyline Product associated with the selected Publisher product is highlighted. Click Hide.
No Skyline Product will be selected.

3. Click Save.

The Publisher product will show with no logo to indicate that a Skyline product has not been associated
with it. Where the Skyline product was shown before it has been replaced with the word Hidden. The
product will not be available in the products web page within Skyline.

+ Brochures Skyline Product

Business Cards

Partrait Staple
~ I'_] Business Card Typel 100 B0gsm Sangle Sided Business Cards
0| Mestle US no lego

)

Lollated etz

Landscape Staple

W ([ hidden) Comb Bound

W Default variable workspace (defauh) Coil banding WEW DOCUMENT
Plesthe Business Card [default) )
Hide

W Default [default]
k- Chris
1 Ervelopes Back Save

r. . ) e mqm . -
bl g g st S b gl ol s e b s, S
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Maintenance

When you have installed and competed you initial configuration of Skyline there are occasions that you may
need to perform certain maintenance tasks to Skyline. Details in this section cower:

e Running a Manual BackupQ™ .
It is strongly recommended that Skyline databases is backed up on a regular basis. Automatic
backups should be handled by applications such as Backup Exec, Red Gate or the Maintenance
Plans in the full version of SQL. You need to backup the 3 databases as well as Uploaded docs &
website also need to be backed up on a regular basis.

e Taking the Website OfflineD* .
If you are doing an upgrade or doing a manual backup”™ you need to take the Skyline website
offline. This will prevent changes to the database during the backup.

240

e Accessing SQL Senice through a FirewallD™ .
For Skyline to be able to reach the databases on an external SQL senver the relevant ports on this
server must be open.

e Amending Skyline Email SettingsB2*.
You are able to enter the email addresses that are used when the Skyline system generated emails
are sent.

e Moving the Skyline Database0™ .
The standard Skyline installation program installs all the required elements on the C: drive of the
server. This section shows how to move these elements to different drives.
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Viewing License Settings

You can view your Skyline license details and the total number of Portal and PrintStation licenses that are

available.
To view your license details:
1.  Login to Skyline and go to Admin.

2. In the Configuration section select License Settings.

License Settings
&dd and Renew License

T,
54

3.  Your license details are displayed.

License Fields This server Skyline License values
Drive ID

Machine Name

CPU ID

Mac Address 6 "16

Windows Installation Date

Windows Version

Operating System Type

IF Address
Service Subscription Expiry Date 09 May 2024
Serial Number L-4REG

License Activated

Activation Date 15 200

Installation Date o Pricing

Last Start Date 3/ O

PrintStations 01 Portals

CHILI Publisher

Pull Print Ignore Hardware ID's
Colour Analysis Stripe Payment

WPM Payment

Please enter the supplied serial number balow

|[ validate |

e6A3 ]z L J
e ZMvhdit £ - - -
! - g . o ek s . P
Upload Skyline license file Select Upload
| J | |
Activated Skyline License file
Clicking on the Reset button will reload the Skyline website and save any new license | Reset Skyline website |

fila to the databasa.

The instructions on installing a license file can
be found by clicking the button below.

| View Online Manual |

You may need to allow pop-up windows to view the online
manual
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Update Service Subscription

When you renew your senice subscription you will need to re-license Skyline. To install the new license and
reset the software will take only a few minutes but it is recommended that it is done outside busy times. The
Skyline license is also tied to 3 values that identify the server it is installed on. If any of these change then
Skyline will also need to be re-licensed.

. Machine name
. Windows installation date

. MAC address

To Update your Skyline License:

1.
2.

3.

10.

Log in to Skyline and go to Admin.

In the Configuration section select License Settings.

Fﬁ\)} License Settings
H #dd and Renew Licanse

Make a copy of your Skyline license number by copying and pasting into Notepad. Sawe as a .TXT file
with the name of your company e.g ePrint.txt.

Please enter the supplied serial number balow

| |[ validate |
JGobkmK3gfBdIplATxX119QLPDLZhANTap8RyqIDPAQtzspxlioSwWUSBLOVCONTtE5BZ61y20C0gx5q+ o The instructions on installing a license file can
xFlgtd x 31eMe yOd D imc UZxgl) owkufzrl4n be found by clicking the button below.
IPEKmh' 1% j 0 VNG JewF ot haguufgte .

cCQBILA: ke u - KfveFu7fuc 3r2jiTvhl View Online Manual

DIVHHNr J@xi/ ntlghQ/RV1BpFRVDsMgh FEFqCgMuLE i ksTeVEbWZwr

TWiQjx RTC shi 5 Uiy T > e kar - JY/HEhH3YDb ‘You may need to allow pop-up windows to view the online
1GSDmG 11TxzghtAql L HNO5KZ | OFmmSb1hHCmP manual

EQuNKp ep/ 2woH5] ( qCL - 5 nbCVUmGH3V

BixnN283r 11Ul Celang i LygUL QT WL/ LOUDT | SHLED LY /WDUoUpPWK LNFr41s23115ar 1assLdZhdv -
OUugD4rKh/FRaLthrIjTUUTOWEqKMe] jwyMNOaikHOCkxQWc 102V ImHWz9meqhWK7NDHsEQfMe1Al 3 Click on the license tao select the

Upload Skyline license file Select Upload whole licence

Activated Skyline License file

Clicking on the Reset button will reload the Skyline website and save any new license | Reset Skyline website |

file to the database.

Email the TXT file containing your license number to sales@eprint.net so that it can be updated with the
new details.

You will receive an email with your updated license file called skyline.lic Sawe the file in a location that
is accessible from Skyline.

Log in to Skyline and go to Admin.

In the Configuration section select License Settings.

":?l% License Settings
;'T #dd and Renew Licenze

Select

Click and select the new skyline.lic file.

Upload

Click to upload your new license.

[ Reset Skyline website

When the new license has been uploaded click . The website will be updated

and when completed you will be left viewing the home page.
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11. View the license settings page and check the new Senice Subscription Expiry Date.

Taking the Website Offline

If you are upgrading Skyline or running a manual backupD* you need to take the Skyline website offline. This
will prevent changes to the database during the backup.

To take the website offline:

1. In the root of the website locate the file app_offline.htm_rename and rename it to app_offline.htm.
By default, the root of the website is located in "C:\Skyline\wwwroot". If you are not sure where your
Skyline Website is located refer to the section on locating your Skyline Website[?*. Renaming this file
will change to Skyline homepage to a holding page shown in the example below.

= httpzifacalbosty - Windmes Internet Bxplarer

ol -

= lcalrst W || X !'I

Fle Edt ew Faeordes Took Help

¢ Feviebes =Pt'.p:_||'b|:ﬂ‘ﬂitl'

]
—
s

Zkyine 15 curenthy oflne for martenance

Sorry for any meonvenience cased
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Locating your Skyline Website

There are occasions when you will need to know the location of your Skyline website. The default location of
your Skyline website is C:\Skyline\wwwroot but the location can be changed if required by your system setup.

To check the Skyline Location:

1. On your Skyline server open Internet Information Services (IIS) Manager.
(Start > Administrative Tools > Internet Information Senvices (lIS Manager)

2. In the Connections pane locate and select your Skyline website.

n-"~'E'Int||:rm=:t Information Seryices {I15) Manager

@,._,_ [@ » EBUILDSERYERZ » Sites » Sky

File  Miew  Help

Comections
@-id|& |8
o iﬂ:E] Start Page
Eﬂj BUILDSERYERZ (BUILDSERYERZ\Adminis
= L5} Application Pools
=] é_ Sikes

LY T SETRprRry r‘“‘"'“‘ a‘-.d" Wt ]

3. Inthe Actions pane click Basic Settings. The Edit Site window opens. The Physical path of your Skyline
website is shown in the Physical path field. In the example the Skyline website has not been mowved and
is still in the default location.

baesee @

Site name: Application pool:

ICIassic MET AppPoal Select. .. |

Physical path:

IC:'I,SkyIine'l,wwwru:u:-t » |

L bl L Ll b b
L= Ry g e e e

Conneck as... Tesk Setkings. ..

Ik I Cancel

Version: 7.6.0.8



Administration 237

Locating your Skyline Databases

Before you can backup or restore your Skyline databases you need to verify the location of the database.

To confirm the location of your database:

1.

You need to confirm the physical location of your Skyline website. To do this open Internet Information

Services (IIS) Manager.

g Internet Information Services (I1S) Manager

@‘; | @ » SKYLINEETI » Skes b Skylne »

w o~ |-

Fie ‘iew Help

é- 78
W5 Start Page
=€ SKYLIMEET1 {SKYLINEST 11 Admin
_;ir Application Pools
[E] | @] Skes

Ready

0 Skyline Home

Fiker: * b GO
ASP.NET -
= ':.
MET MET
Authorizati,.,  Compilation
& ] L~
MET Error MET
Pages Globalzation
I. ] A\
= G
(NET Profle  .MET Roles
2
S B
MET Trosk MFET L lsmrs ll

= Foaturee v | Cantet i

L. Explore =
Edit Parmissions. ..
Edit Site
Ehd'ruq:;. n

] Basic Sethings. ..

Wiew Apphcations
View Virtual Directories

Manage Web Site ~
= Restart
b Start
B =Sop
Browse Weh Site
(@] Browess (80 (htkp)
Advanced Settings...

Configure

Limits. .. e

1. Select the Skyline website.

2. Click Basic Settings.
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2.

3.

The Edit Site window opens.
Edit Site

Sike name !

Application pool:

Eiind

Physical path:

[Shyline

IC:'I,Skyinu'l,wwwmut
Pass-through authenkication

Connect as...

Test Settings. ..

QK I

)
a

Cancel

M

ake a note of:

1. the physical path of the website. By default it is C:\Skyline\wwwroot.

2. the name of the application pool that the website uses. This is needed during an upgrade
procedure.

View the Skyline website folder and open the web configuration file with notepad.

18

B wmwraot

Crganize * | Open

& Local ik )

Burn B Folder

= Compater = Local Disk (C:) = Skyling = weawroot =

2l ame -

A MIES0665S4ET R LID0ca 1160

&l lpgrace
inetpub

@ MS0Cathe
Perflogs

FrinkStation Downloads

Program Files

Program Files [x50)

Frogramlsets
Shlire

CorfigurePDF schediber

Cormerter [

Dot
DHsCumants
Tt alS0
Upgrade
vamarCot
Ay

App_Browsers

] Wish.config Dabe modified: 250312013 10:31
-

CONFLG File

Sipe; 25,088

=1 EI

* (8 | search wwwroo:

| Dot oo

=S N "

[ rvoe |-

=4l

| uptnadFie Ty, aspe
UphoaiPrieiensd, s
UploadPravien?, aspe
| UpbouadPreneies 3, aspo
| UserPage. asp

Var iablaDiataltem, aspe

WarisblsDiataltems, asps
| WarisbleDiatalbems, s
| WHTERMERKING- server permissions nesds, ..

webh. 6.3, 395, corfig

=] 3MLFde oml
= XMLFiez omi

H iy Tasl, Sap
zTmst, sapo

Date crested: 0570713

DE{OT2012 18115
DG{0FI2012 15:15
OE{07I2012 18:15
OefOrfe01z 1015
DE{OT2012 18:15
DE{TI01E 1815
D607 IE01E 1515
Oef07f2012 16:15
D&{07j2012 18:05

ATFE File
AT File
ASF Fia
ASFE P
AT File
AT File
AR Fia
AZFY File

Text Document

2]

Open
PR

= SITEMAP Fiks
T oot isual Shudio Tooks For applications 2.0

Bestors previous ver sors

Sardto L Chooss default program...

cut ATFEFila

Copy A Fils =l

Crestwalaator I M

Delate

Fename

Froperties
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4. In the <connectionStrings> section identify the server name and database name. In the example below
the server name is .\Skyline.

. web.config - Motepad Mi=E3
Fle Edt Formab View Help

<assembly fullnames="Eprint.skyline.Entitylayer, Cultures=neutral, PublickeyToke a|
<fadditionalassembliess
{fdependencyrnqectiDnInfDrmatinn} —
<sqlservercatalogiamedvarwrites:
<add key="skyline” walua="" />
«/eglservercataloghamedversritas:
<connectionstrings >
<add name="skyline” connectionstring="data source="Skyling;initial catalog=Cust
<add name="skylineMembership” connectionstring="data source=."skyline;initial ca
<add name="apservicewindows"” connectionstring="LD&P: feprint. Tocalfou=eprint ,DC=
< fcannectionstrings
<system. weh> . .
<sessionPagestate historySize="15" />
chrowsercCaps>

4 | W

Make a note of the following:
¢ Data Source (This is the name of the SQL Server where the database is stored).
e Initial Catalogue (The name of the Database)
e Username

. Password
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Running a Manual Backup

On occasions a customer may be asked for a copy of the Skyline databases to investigate a problem. This
backup procedure will create backup files that can be emailed to the support team for further investigation. To
backup the SQL database you will need to hawe installed the free Microsoft SQL Server Management Studio
Express.

By default, the Skyline SQL server is installed on the same PC as the website, but the SQL server may hawe
been mowved to another PC after the installation. To find out where the current SQL server is located, you will
need to log in to the PC where the website is installed and open a file called web.config in the root of the
website. This is in C:\Skyline\wwwroot by default, but may have been moved. If the database has been moved
the backup procedure needs to be carried out on the PC where the database is located.

G Note: It is strongly recommended that Skyline databases is backed up on a regular basis.
To run a manual backup:
1. Take the website off lineD** .

2. Onthe PC where the database is located, start the SQL Server Management Studio.
g Connect to Server [ | |

Ppy Microsoft
illy

Microsoft Windows Server System

SQL Server200s

Server ype:

Server name: LEEYLIM
Wwindaws Authentication -
EPRIM T ot =

P azzwiond; I

I" | Femember pazsword

Canhect I Cancel | Help Optionz »»

Authenticatian:

zer name:

1. The server name should be set to the name and instance of the SQL Server used by Skyline

2. Make sure that the authentication is set to Windows Authentication.
This documentation only refers to a SQL Server that allows you to authenticate with Windows
Authentication. If this is not possible, then you will need to seek assistance from a local Database
Administrator.

3. Click Connect.
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3. Expand the Databases node to see the Skyline database.
"..:_-. Microsoft SQL Server Management Studio Express

Fb= Edk \Wew Took ‘Windww Communky Help
Sltewouery [ |2 | i H P BB S,
0 Explorer X SUMMAFY |
TE LR la@e vr=E
= | -\SKYLINE (50U Server 9.0.5000 - EPRINTIroot)
=l [ Databases T H
7 [ Swstem Databases Lj Sk?"ne
& DiC_Codes SPIDERNSKYLINE| DAt abase<] Skyline
£ e Database. ..
= Mew Query | Mame
& [J Database Disgrams
# Siript Database as ] [ Tahles
=
A s 5 Detach... Ve
[ Synonyms
0
:: j Reports ¥ Shrink 9 |l Prografimability
= g P L Ll Securiky
=y
: [elete Restore 3
il
%: j Refrash GEnerabe Scripks. ..
- I Froperties
4 [ Securlty
# 3 Server Objecks
4 [ Replication
# [ Management

Y i Mw el gk — ol o o e, AR o

1. Right click the Skyline database and select Tasks > Backup.
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4. The Back Up Database - Skyline window opens. Any existing backup locations and names need to be
removed.
' Back Up Database - Skyline
Selectapage 5 et ~ [ Hel
i N P
& General !
A4 Dptions
Source
Databaze: -
Recovery model: [SIMPLE
Backup lype: |F|J ll
Backup component:
* [Datahaze
™ Files and filegroups | |
Backup st
Hame: |Skyline-Ful Datsbase Backup
Desciption: |
Backup set wall expire:
& Afgr: [0 = days
: C On 081172011 =l
- 3
: Destination
5 -
.&EErE*?fT_lME Back up la: (" Digk . Tape
Connection: oS kulinel WHLS kyline b m
EPRIMT\raat
. Bemove
By View connection progerties
LConkents
Ces |
Ready

1. Select the backup location to be removed.

2. Click Remove.

3. You need to add a location for your new backup when the backup location is blank. Click Add.
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5. The Select Backup Destination window opens.
. Select Backup Destination | x|

Select the file or backup devica for the backup destination. “Y'ou can create
backup devices for frequently used files,

Destmation: on disk
% File name:

r Hack: I device

1. Click Browse to select the location of the backup files.

6. The Locate Database Files window opens.
i Locate Database Files - SPIDERYSEYLINE

Select the fie:

=B @C
&3 Del
#-_J Documents and Settings
& O Feldr
w1386
-4 Iretpub
& M50Cache
#- ) Mewi'ork
- NvIDIA
#-_J Program Files
#-_3 RECYCLER

- Settings
-l Skyline
* Systern Valume |niamabon
w1 WPushRA,
H- ) WINDOwWS
#-_d wampub
Selected path: |I::\Tamp
Files of type: | Backup Files[* bak:* ki) |

File: narne: Skyline.bak] |

1. Select a backup location. In the example the location selected is the Temp directory.

243

2. Enter the backup file name Skyline.bak to identify the name of the database being backed up.

Make sure that you type the file extension .bak.

3. Click OK to continue.
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7.

8.

You return to the Select Backup Destination window.

' Select Backup Destination E3 |

Select the fie or backup devace for the backup destination, You can create
backup devices for frequently used fles.

Destinations on digk

(*_Fie name

LLI::'I.Tmp"-.E kyline bak

Patim dmies

@\Ewl

1. The backup name and location that you have just entered are showing.

2. Click OK.

The Back Up Database -

' B b Ui Dal abase - Skylie

Skyline window opens.

Server
ASICYLIME

Correction
EPRINT wool

9y Yew connechon propertes

Aeady

) Serpt = L) Help

Overemie media

(= Back upbo the gestng meds set
- to ;

[ Chack media 1ol name and backup 16t sxgeshon

Mada et name |
" Back yp 1o & rews madia set srd scase all ssisfing backup vsty

Heew media pel name

Heewi media el Jescaplon

Fialiatit
™ ey backup when friched
™ Pefoem check sum befom weting 1o meda
r |

Trarsachon iog

1. Select Options.

2. In the Overwrite media section select Overwrite all existing backup sets.

3. Click OK to start the backup.
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9.  When you receive a message The backup of database 'Skyline' completed successfully. Click OK
to continue.

Microsoft SOL Server Management Studio Express [ x|

i') The backup of database 'Skyline’ completed successhully.

=

<3

10. Repeat the backup process for the SkylineConverter and SkylineMembership databases. Once all the
Skyline databases have been backed up, you should have 3 files in the backup location.

e Skyline.bak
e SkylineConverter.bak

e SkylineMembership.bak
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Accessing SQL Service through a Firewall

For Skyline to be able to reach the databases on an external SQL server the relevant ports on this server must
be open. On the external SQL server, the default port used is 1433. If the Windows Firewall is running in the
SQL server or an external firewall is used, the relevant ports must be opened.

More information can be found on the Microsoft website.

e  TCP Ports Needed for Communication to SQL Server Through a Firewall

o How do | open the firewall port for SQL Server on Windows Server 20087?

o How to: Configure a Windows Firewall for Database Engine Access
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Amending Skyline Email Settings

You are able to enter the email addresses that are used when the Skyline system generated emails are sent.
For example, an email can be sent to tell a user that a new quote has been received.

To change the email settings:
1. Log in with Administrator rights and go to Admin.

2. In the Configuration section click Email Settings.
|_@J Email Settings
&dd and update email settings

3. Details of the current email settings are listed.

This portal can use the default amall ssttings sat by the Host Administrston. or you can wse porksl specific small settings

o Switch te Default Settings

Eminil From Addrexs
ENTD Sarver

SHTP Sarvis Lisaimams
SHTR Sarver Pagrsond

SHTR Fort Mumber usa 5= [0

Emill arfar log Fikad o
Copy avor kog fles bo ePrint Supgort

Erdtar an email Sddress o bEst the Settings Test Settings |

Email Templats

Bhiss Tgmiplate H Tgmnpl

Smbup custom smaily

[ ock || submit

Amend the fields as required and then test the settings.
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Amending System Generated Emails

You are able to change the content of Skyline system generated emails. There is a limit of 200 characters on
the subject line and 2000 characters in the email content.

To change the email settings:

1.
2.

3.

Log in with Administrator rights and go to Admin.

In the Configuration section click System Emails.

@ 4
i,

System Emails

A list of the system generated emails is shown below containing the default wording.

Type

Subject

Email Content

New quote received

New Quote Received

A quote has been received for your order. Please
lo into Skyline

Password Change

Password RequestD#

A new password has been requested. If you did
not request a new password, please ignore this
email. Your password will not be changed yet
been changed. To reset your password please
click the following link: {ChangePasswordLink}

New quote requests

New Quotes Requests

You have a new quote request. Please go to
{NewQuotesLink}

Email when price is
zero

Order placed with no price set

Order number {0} for product {1} has been placed
by the user {2}. The price for this product has
been calculated as zero, probably because the
cost of one of the components has not been set

Email to user when
set Inactive after
registration

Your new account needs to
be activated?

Your new account has been created but it needs
to be activated before you can log in. You will
receive an email when your account has been
activated.

Email to user when

Your new account has been

Your new account has now been activated. You

Administrator when a
new user set Inactive

set Active activatedd® can now log in with the username {username}'
and password that you used when creating your
new account.

Email to A new user has registeredX® |A new user {username}' has registered but their

account has not been activated. Log in to the
Admin - Users page to activate this user.

Email to new users
when created by an
Administrator

Your {portal name} user
accountD ™

A user account has been created for you on the
Skyline portal {url}. Your login details are:

Username: {username}
Password: {password}

You can change your password to something
more memorable on the Preferences page http://
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Type

Subject

Email Content

{url}/UserAdmin/Default.aspx

Activation email sent
to new Skyline Cloud
Printer users

Activate your account

Click Activate to activate your account on the
website

Activate

4. Click & by the type of system email that you want to amend. The example below shows the email that
will automatically be sent when a quote is sent to a user.

Type

‘5? My quioke receied

Mew Quote Recered

Ermail Sidapect

Mew Quote Received

Ernail Body
BJ lu FEIEE FEFZ= |2

A quete kas been neceived for your ceder [Ordeid] Phease log imte skyline
A Cance

EmailContent

& quicte has been received for your order {Ordarid}, Please log into shyline

5.  Amend the email as required then click Save to accept your changes.
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Moving the Skyline Database

The standard Skyline installation program installs the databases on the C drive of the server. This section
shows how to mowe the two databases that Skyline uses to different drives of severs.

Moving the Skyline database to another SQL server can simplify the database backups and improve the
performance of Skyline. The Skyline database can be moved to a Microsoft 2008rd, 2012 or 2014 SQL server.

To move the Skyline database from the Skyline server to your own server:

1. Take Skyline offlineD* .

2. Backup the databases - Skyline & Skyline Membership.
3. Restore the database backups on your own SQL server. Skyline does not need it's own SQL Instance.

4. Create a new user for accessing the Skyline & Skyline Membership databases and make this user the
owner of the databases.

5.  Tell Skyline where the database have been moved to by editing the file web.config in the website root
directory. In the section starting with <Connection Strings> replace the setting for data source, initial
catalogue, username and password for the Skyline and SkylineMembership databases.
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Fonts and the PDF Converter

When documents are uploaded to Skyline, the PDF conwerter will first open the file in the application that was
used to create it then use the application to print the document to PDF. If the document contains a font that is
not loaded on the Skyline server then the application will attempt to replace it with a similar font, sometimes
with unexpected results. Although nearly 400 fonts are available to use by default, on occasions a customer
may require that a font be added to the Skyline senver.

@ Note: Only True Type fonts can be added.

To add fonts for the PDF document converter to the Skyline Server:

1. Install the new font on the Skyline server in the usual way.

2. Create a Word document that uses the new font. The document will be used to test the document
converter so it needs to be on the Skyline senver.

3. Open Windows Senvices by Start > Administrative Tools > Services.

4. Stop the senice named DCStart.

q,‘-l-r'mrﬁ !I:[m
File  Acticn Wi Heip
| HDo=Hm ranw
Sarvices (Locd)
DEStart fame = | Description | Status | Startup Type | logonas | =

L Credentisl Manager  Prowides s, Marsal Local Systam
a sy Cryptographic Serv,.. Provides fo... Started Automatic Metwork S...
& sevie 100 DCOM Servar Prioc.. The DCOM...  Stated  futamatic Local Systam
E_.“![-:'EI_:H_ Started fustamatic JPeeviaP DF I
% Desktop Window M., Provides D...  Started Automatic Local System
L4 DHP Chient: Registers a... Starbed Auitomatic Local Service

Ly Diagnostic Polcy Se... The Diagno...  Started Agtomatic (D...  Local Service
L Dagnostic Sardce The Diagnio. Marnsal Local Service
LpDisgnostic System ... The Diagno... Started Maresl Local System
Ly Dusk Defragmenter  Prowades Dl Marmsal Lol System

T et i f‘ Ww_aqwd-‘pu“‘_ Ty _\_f\.u‘..w
1. Select the senice DCStart.

2. Click Stop the service.
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5.

6.

Open the directory where the PDF Convwerter is installed and locate the file FontMap.exe. Double click

Fontsmap.exe to run the application.

By default the path is C:\Program Files(x86)\Neevia.com\docConverterPro\modules.

B modules M=l &3

H . DEF_FOLDERS ["7 delprintars. exe

The FontMap application opens.
FontMap

kap Fontz | Cloze

Gk- J= = Program Files [x86) = neevia.com » docConvertesPro = modules ~ - | Search modules gﬂ]
Crganize *  Incudeinbbrary ~  Sharewith = Bum  New foldar =~ [ &
[= PrEsia, Coim 2l bama IDLal'e miediFied I Type
= docCarverterPro
- HET papd? 06062012 1429 File: Folder
" oMo & DCinfo.dl 23/06/2011 17:54 Agpplicatian &
| configs .3 DOstark e 06062012 14:29 Application

06062012 14:29

= I moduies DocumentCorvertar pe OEOG[2012 1429 PCZ File
H il pdf | DocumantConvertar.pca 06/06/2012 14:29 PC3 File
temrp
.+ DRparser.exe 262011 17:54 Application
Iimage Pack i
B reevisPOF . com " | axtract.exe 06/06/2012 14:29 Application
5 Reference Assemblins FixedPrafie, aws 0662012 14:29 A5 File
I+ Skyline | ﬂFthep ExE 23MeJ2011 17:54 Application
Bl L SourceGear & icarn.di 06062012 14:29 Applicatian =
B Telerk ®  icorw.mm 06/06/2012 14:29 Application
Urirskal Information ,
ARy WA, s gt RS A U o, D502 LR st

Application

1. Click the button Map Fonts. When all the fonts have been mapped the application automatically

closes.

Version: 7.6.0.8



Administration 253

7. Open the Neevia Document Conwerter.

-~ Meevia Docurment Converber Pro

Comventer  Wiew  Settings  Help

»lejo] B €8l

Files in queue;

[9:20:31 AM] DT Pro versianz 6.1 ;l
[9:00:31 &M Computer Name: 203 20E4EN

[9: 3031 AM] Currert User: Adminestrator

[9:30:31 AM] Is Admin: True

[9:00:31 AM] Temp Folder: C:\Program Fles (x88)ineeva comidooCanverterProjbempi Do)

[9:30:31 AM] Defaudt System Printer: Meevia Converter

[9:10:31 AM] Debug Mode: enabled: False:
[2:00:31 AM] Inpat Fodders:
[2:00:31 AM] CHProgram Fikes (B neevia, comydoc ConvesterProfDEF_FOUDERSIN,

I|I Main lag ﬁ Errarlag |

Tima: §:10:58 A Tatal threads: 0

Corvarted docs: O

1. Start > All Programs > Neevia Document Converter > Neevia Document Converter Pro. If
nothing happens make sure that the program is not already open.

8. Open the Settings drop down menu and select Advanced Settings.

Advanced Settings

Enable / Disable Parsers 1 Configuration
¥ Micrasoft Word [¥ Folder-spedfic configuration

[¥ Microsoft Excel W Show DC Pro Tray Icon

¥ Microsoft PowerPoint [T Dan't prompt for cosing confirmation
W Microsoft Intemet Explorer [ Crests log file

- Mfcrnmrt Pr.l:l.jEI:‘t [T Debug Mode

[T Microsoft visio

[W Microsoft Pulslisher

P Launch as Windows Eerdce

[T Emable clustering

W Micrasoft Snapshot

[T Corel WardPerfect Fonts lookup: |use all system fonts ﬂ

use onhy built-in fonts
™ CorelDraw Max Conversindie mapped fonts

[ wordPro

[T Autodesk Design Review

Color Scheme: |l Gray

1.  Select the font look up use all system fonts.
2. Click OK to save the setting then close the window.
9. Close the Neevia Document Converter program.

10. Open the Printers folder.
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11. Right click the printer Neevia Converter and select Properties (Printer Properties in Windows 2008).

% Neevia Converter Properties E I

Genersl | Shaiing | Ports | Advanced | Color Management | Secuity | Device Settings |

Hﬁff Meevia Corverter

Location: [

Camment

Podel: MNeewvia Converter

Features

Calor: Yes Paper svailable:

Double-sided: Mo Ad d
Saple: Mo

Speed: 400 pprm

Maxrmum resolution: 2540 dpi [

B\ Preferences... Print Test Page |

ok | cencel | s |

1.  Select Printing Preferences.

12. The Neevia Conwerter Printing Preferences window opens.
J;: Meevia Converter Printing Preferences

Layoul | Paper/Guaiy |

Cirigntabion:

LRI -

Page Format

Pages per Sheet 1 'I

Advanced.., |

1. Click Advanced.
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13. The Neevia Conwerter Advanced Options window opens.

Meevia Converbter Advanced Options

= Mesevia Converter Advanced Doourment Settings
=40 Paper foubput
Paper Size: Lektber
Copy Counts | Copy
[Is] Graphic
Prirk Qualty: G00dpi
= @ Image Cobor Managemenkt
ICHM Method: [CM Dissbled
ICM Intent: Pickures
Scaling: 100 %
TrueType Font: Download as Softfont
e Document Options

SR
PostScript Gubput Spbion: Sotimize For Portsbdity
TrueType Font Download Opbion: Native TrueType

PostScript Language Level: 3
Send PostScript Evror Handler: Yes
Mirrored Output: Mo

= ';’{1 Prinkter Features
PageCrenkation: Mormal robation

@\ITI

Cancel

255

1. Select the PostScript Output Option Optimize for Portability and the TrueType Font Download

Option Native TrueType.
2. Click OK.

14. Open Windows Senvices by Start > Administrative Tools > Services and rrestart the service named

DCStart.

15. Open the Neevia Document Converter. If nothing happens make sure that the program is not already

open.

16. Drag and drop the Word document created with the new font into the Document Converter Pro window.

This will create a PDF of the document in the same folder as the original. Check that when the document

is converted to PDF that the new font is showing correctly.

0 If the fonts are not showing correctly, try re-booting the server and then running step 16 again.
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Default List of Fonts

There is a list of default fonts that are supported by Skyline.

To see the list of fonts installed:

1. Open a browser on your Skyline server.
2 SkylineWebService Web Service - Windows Internet Explorer

. ¥ - [Hh".‘- Iocalhost/webseraicesSledine Web5ervice, asn

B8 sylineWebService Web Ser,.. X | |

SkylineWebService

Click here for a complete list of operations.

GetFontList
Test

To test the operation wsing the HTTP POST protocol, click the 'Invoke’ buttof

Invoke
SOAP 1.1 E]

The following is & sample SOAP 1.1 request and response. The placeholdd

POST /webservices/SkylineWebService.asmx HITP/1.1
Host: localhost

e MR SRS L RN XA R AT L St st

1. Entering the URL http://localhost/websenices/SkylineWebService.asmx?op=GetFonstList

2. Click Invoke. A list of all the fonts supported by Skyline is shown.
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Agency FB Aharoni Algerian Andalus
Angsana New AngsanaUPC Arabic Transparent Arial

Avrial Black Arial Narrow Arial Rounded MT Bold Arial Unicode MS
Baskenille Old Face Batang BatangChe Bauhaus 93

Bell MT

Berlin Sans FB

Berlin Sans FB Demi

Bernard MT Condensed

Blackadder ITC

Bodoni MT

Bodoni MT Black

Bodoni MT Condensed

Bodoni MT Poster

Book Antiqua

Bookman Old Style

Bookshelf Symbol 7

Compressed

Bradley Hand ITC Britannic Bold Broadway Browallia New
BrowalliaUPC Brush Script MT Calibri Californian FB
Calisto MT Cambria Cambria Math Candara

Castellar Centaur Century Century Gothic
Century Schoolbook Chiller Colonna MT Comic Sans MS
Consolas Constantia Cooper Black Copperplate Gothic Bold
Copperplate Gothic Light |Corbel Cordia New CordiaUPC

Courier New Curlz MT David David Transparent
DilleniaUPC Dotum DotumChe Edwardian Script ITC
Elephant Engravers MT Eras Bold ITC Eras Demi ITC

Eras Light ITC Eras Medium ITC Estrangelo Edessa EucrosiaUPC

Felix Titling Fixed Miriam Transparent [Footlight MT Light Forte

Franklin Gothic Book

Franklin Gothic Demi

Franklin Gothic Demi Cond

Franklin Gothic Heawy

Franklin Gothic Medium  |Franklin Gothic Medium  |FrankRuehl FreesiaUPC
Cond
Freestyle Script French Script MT Garamond Gautami
Georgia Gigi Gill Sans MT Gill Sans MT Condensed

Gill Sans MT Ext
Condensed Bold

Gill Sans Ultra Bold

Gill Sans Ultra Bold
Condensed

Gloucester MT Extra
Condensed

Goudy Old Style

Goudy Stout

Gulim

GulimChe

Gungsuh GungsuhChe Haettenschweiler Harlow Solid ltalic
Harrington High Tower Text Impact Imprint MT Shadow
Informal Roman IisUPC JasmineUPC Jokerman

Juice ITC KodchiangUPC Kristen ITC Koestler Script
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Latha Levenim MT LilyuUPC Linotype Univers 430
Regular
Lucida Bright Lucida Calligraphy Lucida Console Lucida Fax

Lucida Handwriting Lucida Sans Lucida Sans Typewriter  |Lucida Sans Unicode
Magneto Maiandra GD Mangal Marker Felt Thin Plain
Marker Felt Wide Plain Marlett Matura MT Script Capitals |Microsoft Sans Serif
MingLiU Miriam Miriam Fixed Miriam Transparent
Mistral Modern No. 20 Monotype Corsiva MS Gothic

MS Mincho MS Outlook MS PGothic MS PMincho

MS Reference Sans Serif |MS Reference Speciality |MS Ul Gothic MT Extra

MV Boli Narkisim Niagara Engraved Niagara Solid
NSimSun OCR A Extended Old English Text MT Onyx

Palace Script MT Palatino Linotype Papyrus Parchment

Perpetua Perpetua Titling MT Playbill PMingLiU

Poor Richard Rockwell Condensed Rockwell Extra Bold Rod

Rod Transparent

Script MT Bold

Segoe Ul

Showcard Gothic

Shruti SimHei Simplified Arabic Simplified Arabic Fixed
SimSun Snap ITC Stencil Sylfaen
Symbol Tahoma Tempus Sans ITC Times New Roman
Traditional Arabic Trebuchet MS Tunga Tw Cen MT
Tw Cen MT Condensed Tw Cen MT Condensed Univers LT 45 Light Verdana
Extra Bold
Viner Hand ITC Vivaldi Vladimir Script Webdings
Wide Latin Wingdings Wingdings 2 Wingdings 3
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Using HTTPS Websites

A Skyline portal can be set up to use HTTPS. As all Skyline portals use the same lIS website, the procedure
for installing an SSL Certificate is probably different to the conventional method.

! Notes:

o IIS should not be configured to redirect HTTP traffic to HTTPS. This is done automatically by the
Skyline portal when it is configured to use an SSL Certificate.

*  You can not use a self signed SSL certificate as it is signed by the same entity whose identity it
certifies.

To configure Skyline to use HTTPS:
1.  Buy and install a HTTPS Certificate for the website URL that Skyline is being run on.

o If Skyline is installed on your own server, you will need to buy & install on the Skyline server an
SSL Certificate for the URL that your portal is running on.

o If you are using a hosted portal please contact ePrint. You will need to pay an additional monthly
premium for an HTTPS portal on a hosted setup.

2.  Log in to Skyline with a username that has Host Admin privileges and go to Admin.

3. In the Portals section click Portals.

g Portals

— Create, edit 8 delete portals
4.  When you use HTTPS only 1 portal URL can be associated with each portal.

Porial Partal Mame EEpirEs Auto-Delels Dale HTTPS Theme

Demn . - Faral -
¢ 1 ma GEininGe Lo Ll iyl Dralabia=s = D x

1. Click the link Portal URLs associated with the portal that you want to apply HTTPS to.

5. Alist of all the URLs associated with the portal are listed.

e Wabte LA

() M

0. B PARTOW, G0y k4

1. Add the skyline website URL that has the certificate.
2. Removwe any other website URLSs listed using the red cross.

3. Click Back when finished.
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6. Click the pencil associated with the portal to edit the details.

s Farisl Marms Epires Aarka- Dol et e HTTRG Trame

Dt . - Earal
% st o s Calsbsss | Upy O x
: B

1.  Select the option HTTPS.

2. Click m to save the change.
7. Restart the website by entering the command IISRESET at the command prompt on the Skyline server.

8. Re-install PrintStation.
When you have re-installed PrintStation the program will automatically start. As it is the first time that it
has started since the installation you are taken through a series of steps to configure the software. When
you reach the step requesting the portal connection details make sure that the option to use HTTPS is
selected.

Skyline PrintStation

Skyline Portal connection detailz

Partal Detailz

https: Y | |  Connect |
[7] Use HTTPS @/

Pro=y detailz
[ Use Prosy Server

o Help Back Cancel

1. Enter the HTTP address for Skyline.
2. Select the option Use HTTPS.

3. Click Connect to test that the portal details are correct. If the portal details have been \erified the
Next button becomes available.

HTTPS should now be completed.
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Restoring a Database

You can associate a new database with an existing version of Skyline. This is a useful action when you need
to test a problem with a customer's data. This will add a new database and not overwrite an existing database.
Make sure that the Skyline version of the original database and the new database to be associated are the
same.

To restore a database:

1. You need to confirm the physical location of your Skyline website. To do this open Internet Information
Services (IIS) Manager.

g Internet Information Services (I1S) Manager

@ﬁ; | @ > SKYLINESTL b Skes b Skylne b & 1 10 -

Fie ‘iew Help

Comnections . Adions
0 Skyline Home

T r

L. Explore
#3 Skart Page = Edit Parmissions. .
L og= ) Fiker: - G0~
=% SKYLINEST (SEVLINEST 1 Admin 2
; - Edit Site
_;ir Application Pools ASP.NET -
[l @] Skes Endings. ..
o g% Default Web Site = "; 7 Basic Settings...
: MET MET Wiz Apnbcations
Authorizati...  Comgiation Views Yirtual Directories
i | (e Manage Web Site ~
MET Error NET v Restart
Pagas Globalzation P Start
I 1 - B =top
{59 \\,/ Browse Web Site
MET Profle .MET Rioles @ Browse :80 (htkp)
- Advanced Settings...
9 3 -
= E Configure
WFT Trsk MFET | lsmrs ll Limiks. .. —
¥ | af [reseven]. contvon ® ,
Resdy .

1. Select the Skyline website.

2. Click Basic Settings.
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2.

3.

The Edit Site window opens.
Edit Site

Sike name !

Application pool:

Eiind

Physical path:

[Shyline

IC:'I,Skyinu'l,wwwmut
Pass-through authenkication

Connect as...

Test Settings. ..

QK I

)
a

Cancel

M

ake a note of:

1. the physical path of the website. By default it is C:\Skyline\wwwroot.

2. the name of the application pool that the website uses. This is needed during an upgrade
procedure.

View the Skyline website folder and open the web configuration file with notepad.

18

B wmwraot

Crganize * | Open

& Local ik )

Burn B Folder

= Compater = Local Disk (C:) = Skyling = weawroot =

2l ame -

A MIES0665S4ET R LID0ca 1160

&l lpgrace
inetpub

@ MS0Cathe
Perflogs

FrinkStation Downloads

Program Files

Program Files [x50)

Frogramlsets
Shlire

CorfigurePDF schediber

Cormerter [

Dot
DHsCumants
Tt alS0
Upgrade
vamarCot
Ay

App_Browsers

] Wish.config Dabe modified: 250312013 10:31
-

CONFLG File

Sipe; 25,088

=1 EI

* (8 | search wwwroo:

| Dot oo

=S N "

[ rvoe |-

=4l

| uptnadFie Ty, aspe
UphoaiPrieiensd, s
UploadPravien?, aspe
| UpbouadPreneies 3, aspo
| UserPage. asp

Var iablaDiataltem, aspe

WarisblsDiataltems, asps
| WarisbleDiatalbems, s
| WHTERMERKING- server permissions nesds, ..

webh. 6.3, 395, corfig

=] 3MLFde oml
= XMLFiez omi

H iy Tasl, Sap
zTmst, sapo

Date crested: 0570713

DE{OT2012 18115
DG{0FI2012 15:15
OE{07I2012 18:15
OefOrfe01z 1015
DE{OT2012 18:15
DE{TI01E 1815
D607 IE01E 1515
Oef07f2012 16:15
D&{07j2012 18:05

ATFE File
AT File
ASF Fia
ASFE P
AT File
AT File
AR Fia
AZFY File

Text Document

2]

Open
PR

= SITEMAP Fiks
T oot isual Shudio Tooks For applications 2.0

Bestors previous ver sors

Sardto L Chooss default program...

cut ATFEFila

Copy A Fils =l

Crestwalaator I M

Delate

Fename

Froperties
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4. In the <connectionStrings> section identify the server name and database name. In the example below
the server name is .\Skyline.

._WPh.u'nnflg - Mobepad

M=1E3
Fle Edt Format Wiew Help

<assembly fullnames="Eprint.skyTine.EntityLayer, Culture=neutral, PubTicKeyToke |
</additionalassemblies:

«:/dependencyrnqecﬂ onInformation: —l
<sglservercataloghamedverwrites:
<add key="skyline” walua="" />
«/eglservercataloghamedversritas:
cconnectionstrings -
<add name="skyline” connectionstring="data source="Skyling;initial cata'log =CUST
<add name="skyTlinemembership" connectionstring="data source=.%skyline;initial ca

<add name="ADServicewindows" connectionstring="LDAR:/ eprint.local/Ou=eprint,DC=
</connectionstringss

«systeam, webs

<sessionPagestate historySize="15" /=
chrowsercCaps>

4 | -

Make a note of the following:

¢ Data Source (This is the name of the SQL Server where the database is stored).
e Initial Catalogue (The name of the Database)
e Username

. Password

5. Copy your backup files onto the SQL Server where the new databases will be created.

6. Open SQL Server Management Studio. The server name is the name of the SQL server stated as the
data source in the web.config file.

:_.EL'ITIIIL‘LI‘. to Server I:{ I

ﬁ §5df Server2008 ()

Server type: IDatabase Englr-e/ ﬂ

Server name; \SEYLINE =

Authentication: IWinduws Authenticatian ﬂ
Uszer name |:.r LINER 1 Adminiztrakor ﬂ
FPassword: I

I Remember passwond

Connect Cancel Help Optionz >3

1. Enter the name of the SQL Senrver

2. Select the authentication type Windows Authentication or use your SA account log in.
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7.

Two new databases are going to be added (one containing the data and one the membership details).
Once the databases have been created the backup data can be installed into the new databases and
then these can be made you default databases. It is not recommended that you perform a restore directly
into your existing databases.

E.. Microsolt S0L Server Management Studio

File Edit View Tools Window Commundty Help
ANewuery [y | (3|5 W O G

Connect~ | % %2 m ¥ (3] 5

=) |3 -\SKYLINE (SQL Server 9.0.5000 - SKYLINE671\Administrator)

= L

= 3 Syste New Database...

*

| Custon

T J Custor Attach... 1

B Skyline Restore Database. ..

B 3G pactore Files and F

# [ Skyling : ogroLps-..
* [ Securky Start PowerShed
# [ Server Ob
+ [ Replication Reports 3
# [ Managems

Refresh

1. Right mouse click Database, select New Database.
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8. The New Database window opens. Select the page General.
Sclectapage TR TSy T
A General ':3 LE
A
2 FDE;:ZP? [atabasze name; Mew Databasd
o Diwner |-:|:|l:fwb __I
I™ | Uze fullbext indewing
Database fles:
Logical Name | File Type | Filegroup | Initial Size (MB) | Autogrowth
Mew Databa..  Fows..  PRIMARY 3: By 1 MB, unresticted guowth
Mew Databa..  Log Mot Appheable 1 By 10 percent, urvesticted growth
Connecton
Server
ASKYLIME
Conrection:
SEYLIMEEST YA dmirestrabos
B¢ View connection properhies
Ready il | LI
2
\{" ok || cance |
- 4
1. Enter the new database name [no spaces in the name]. DO NOT click Add.
2. Click OK.
9.  You need to create another a new database to restore your Skyline Membership backup into. Right
mouse click Database, select New Database.
10. The New Database window opens. Enter a name for the new Skyline Membership Database then click

OK.
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1.

You are now ready to restore your backup database into your new database. Right mouse click the new
database, select Tasks, select Restore, click Database.

B, Microsoft SOL Server Management Studio

File Edit View Tools Window Community Help
=N B

[Obct gl — — — — — = 4]
rzE 4

) vew quere | [y | LE

Connack =

¥enm

B 3 Datsbases
# [ Sysbem Databasas
| Customer

9 | Skyline

H | ) SkylineCornerter
8 | | SkylreMembership
-

# | ) CustomeriMsmbership

= | \SKYLINE (SQL Server 9.0,5000 - SKYLINES7 1 \Administrator)

@ | )| Mew Member
H [ Securicy
H 3 Server Objects
M [ Replicakion

Mew Database,..

Mews Query
Script Database as

H L Management

e Detach, .,
Lo Take Offine
Facets Bring Online
Stark PowerShell shrink N
Reports Back Up...
Rename Restore . Dakabase, .. I
Delete Generabe Scripts. .. Fies and Filegroups. ..
Refresh Publish using Web Service.., Transaction Log, ..
Properties Impaort Data, ..
Export Data,.,

Ready

. Restore Database -

12. The Restore Database window opens.

1. Select Device.

2. Click Browse.

&3 Mo bdeupset selscted b be restored,
W [ Zscret - Do
EL e
™ Dakabase: |
&F Device: |
Duababarse: |
Dastination
Diatatuese |
Bskors bo: |
Blestore plan

\HW- ke, o il b *L-Hl_v-_‘ 1‘*‘%“—%@‘ "__'--\,
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13. The Select Backup Devices window opens.

== Select backup devices

Specify the backup media and itz location hor your restore operation.
Backup meda type: [FllB EI /@
Backup media;

AETerE

[ ox | cos Help |

1. There should be no backup media listed. If there are any listed select them and then click
Removwe.

2. Click Add.

3. Select the location of the Skyline.bak file that you copied earlier. The file is listed

e Salect hac ||:|||.| devices -I;] E

Specify the backup media and its localion far pour 1estone operalion

Backup madia lype: File :J
Backup madia:

T g \Skyle.bak Add |

OF. Cancel Help

4. Click OK.

Version: 7.6.0.8




268 Administration

14. You return to the Restore Database window. As you are adding an additional database & not replacing
the existing database you must NOT accept the restore defaults.

B, nestore Database - SewDatabase

Seiect apage B
 Gereral
E=
E;F*ﬁu Souree
" Datsbase: I -
e [ Tenpiskyine bak |
Duatabuarse: B -
Dstination
sk gt abase =
Bestors bo; [The lest: backup: taken (15 fugust 2014 15:41:86) Timelre... |
Fiestone plan
Backup sets to restore:
Restom | Mane | Componant | Type | Server | Database | Poshice, | Fiest LSN
| | Shbneful Detabmse Beckun  Datebess  Ful  FRINTROOMSOLINE  Shrdoe | 24391 SOO0000EEA0)

,-\.,...__.,.._...._,.-hndu._.‘_..r'-.-._\_v._mdll--..“_*“..#*ﬂ,*mr*“rm-m_“u“*_uh\

1. Change the Destination Database to the new database name.

15. Select the page Files. You need to set the location of the database files.

B, iestore Database - NewDatabase

Seiect apage | Bsew - |iree

Rashong dababuses ks a5

I~ melocate a files to foider

Dt Fibe Folidesr © }.:"—’--ccu'n FilezjMicosoft SOL ServerRSS0LLLMSSOLSERYER | MESOLIDAT A
Lioeg Fiker Foidar © | Program FilsiMicrosoft S0L ServariMSS0LL L MSSOLSERVERIMESOUIDATA
1
Logical File Mame | Fie Type | riginal File: Hame | Peestone s
Skyling Fows Data CifProgram FlesiMirosolt 500 .., CiiProgram Files\Microsoft SOL .., |....
Skylkne_log Log C:\Program Fles\Microsoft SOL .., C:\Program FlesiMicrosoft SCL ... |00 2
i i T PP SR

e T
1. Click browse the locate the new mdf data location.

2. Click browse to locate the new Idf data location.
I Locate Database Fibes - SQL-01

Selact the file:

+ [ Brn 3
= DATA

) Adveriueiwiosk s mdf

) Advertueiwosks_log di

) dist_dbLDF

) omt_dbMDF

] st el

] mastiog idf

] model mdf

] MS_aigentSigningCerficat
_) MSDBDsta mdt
_] MSDBLog

3 —2)
] MewDatabase_log kil

) Ml st sbuzeh smbership mdf
] MewD stabaseh embership_log idf

Morthward(4_v1. 1 mdf
., MA‘{-&D‘W l#“n‘*ﬁr' -M
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16. Select the page Options. The restore process can be started.
B estore Datasbase - Newlatabase
0 ooy
Select a page | Bsowr - Dyree
% Gereral
& Files
£l Reston options
| [¥ Mmmmmmmhr
T Proserva the repihcation ssttings (WITH KEER_REFLICATION)
™ Rosstrick access bo the restored database (WITH RESTRICTED_USER)
fecovery skate: [rEsTORE WITH RECCHERY =]
Srandhby File: |'.:"-' ogram FilesiMicrosoft 500 ServerHMS50LL L MSSOLSERVER M S50 Anckupi Slodin
Ly thwe dababiess ready o v by ralliig back orcommitbed brarasctions, Addbonal ranssckion ks canmok be redstonsd,
TskHlog backup
ol
[ L
Backup file: 1 yProgram Pk Microsoft 50U Server M550 L M550LSERYVER IMES0LIBackupi Skl '
Server conmscions
Brompt
[™ Promgk bafore restoring sach backup
|Comnection l w | Thee Full-Test Upgracks server property controks vivether Ful-test indenes are imported, rebudt, or reset for the rastored
47 soL-01 1)  detabase.
[BURLDEERWER Adkvinistrator ] =
Yemw corpection properties
Progress
2
(54 I Cancel Help:
F:
1.  Select the restore option "Overwrite the existing data (WITH REPLACE).
2.

Version: 7.6.0.8

Click OK. When the database has been restored you will see confirmation of the restore.
Microsoft SQL Server Management Studio |

| Datahase MewDatabase' restored successFully,




270 Administration

17. You are returned to the Microsoft SQL Server Management Studio window. The membership database

needs to be restored. Right mouse click the new membership database, select Tasks, select Restore,
click Database.

18. The Restore Database window opens.

[Eoreoevstobone M=
£ Mo buschupesst sefected ko be restored. |
* Gerard gLk '
o e Susce
™ Dakabase: | |
O T
= | |
Carstination
Diakabusa! | [
Bestors to; | E
Eeshone plan
g o e s, e, gt s, e e, gt o pypcn, . gt gt e e,y il ol Py VO

1. Select Device.

2. Click Browse.
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19. The Select Backup Devices window opens.

== Select backup devices

Specify the backup media and itz location hor your restore operation.

Backup meda type: [FllB EI
Backup media;

| QK | Canceal

Help

1. There should be no backup media listed. If there are any listed select them and then click

Removwe.

2. Click Add.

271

3. Select the location of the SkylineMembership.bak file that you copied earlier. The file is listed

== Select backup devices

Speciy the backup media and itz location for your restore opesation

Backup media type: ||:I|ll: 3
Backup madia
CAT errphS kylineid embetshop bak Add
i
ok | Ccance Heb
S
4. Click OK.
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20. You return to the Restore Database window. As you are adding an additional database & not replacing
the existing database you must NOT accept the restore defaults.

E. pegtore Datshaze - FewDatabase™Membership

=
¥ Devce: [T empiSairettembershio bak _|
Dk abiase: [Shyberatomber shin =
B N e —
Distsbase [hetarabacoriente |
Risstore o [The last backop bakmn {15 Auguet 204 16:52-28) Timekne. .. ]
Pestore plan
Backup sats bo restong
Resters | Hams | Componert [ Typs [ Servm [ Database | Pastion |

¥ | SkybneMembership-Full Dstabese Bacup  Database Ful  PRINTROOMSEYLINE  SkodineMenbership 1

1. Change the Destination Database to the new membership database name.
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21. Select the page Files. You need to set the location of the database files.

- testore Datahace - RewbatsbaseMembership M=
ﬂ Ready
setect apage | Ssow - Dinee
S Germral
- 7 1 Restore datsbase files as

™ Relocate ol files to Fokder

Drsta File Folder : |r.:'-|-m-u am FlesiMicrosoft 50U Server|HES0LL LS SCLSFRVERHSSOLIDATA e I
Log Fila Folder = l:"lF vogram FlesiMicrosolt SOL Server{MS50LE |MSS0LSERVERHSSOLIDATA i
jcal Fis Hame | File T  Osginal Fle Hama [ Foestom & |41
Sdnebember. .. | Rowes Dats CiiProgram FlesiMorosoft SO0 .. CProgram FilssiMcrosoft S0L . | ...
Sodneblember...  Log Ci\Program FlesiMorosoft 300 .. CProgram FlesiMcrosoft 300 .. |0 2

1. Click browse the locate the new mdf data location.

2. Click browse to locate the new |df data location.

i: Locate Database Files - SQL-01

Select the file:

=3 DATA Al
i lJ Adventurew ark s mdl
[ Adventursworks_log Idf
[ dist_dbLDF
! dist_db MDF
maztber mdf
mastiog ldf
madel. mdf
madellog.
MS_AnentSigninaCertificate cer
S DB D ata
MSDE Log idf
Mewl stabaze mdi n
Mewl stabaze_log df

MewlD atabazed embership. mdt

1] ] ] ) ) ] ) ] ) ) ) ]

Mewl stabazed emberzhip_logdf
MarthwandDid,_w1.7. mdf
Marthwind0d,_w1.7_log bdf

st g emsnson o NOELADMDE b

22. Select the page Options. The restore process can be started by selecting the restore option "Overwrite
the existing data (WITH REPLACE).

23. Click OK. When the database has been restored you will see confirmation of the restore.
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24. When the database was restored the log on details for the user Skyline were also restored. As you will
want to use your existing Skyline log in details the restored Skyline user details need to be deleted in
both the NewDatabase and NewDatabaseMembership databases.

Object Explorer * [ X

Connect~ 3 3 m F [#] L&
= [ 59L-01 (50L Server 11.0,3153 - BUILDSERVERAdr &
= [ Databases
[ vskem Databases
[ Database Snapshots
| | Adventuretorks
= | | MewDatabase
[ Database Diagrams
[ Tahles
[ Views
[ Swnonyvms
[ Programmmability
[ Service Broker
[ Starage
= [ Security
= [ Users
A dbo
|8, guest
| ® IMFORMATION_SCHEMA

Y Shalirie. Mew User, ..
_'_"; e Scripk User as 3
[ Roles
3 schemas Policies »
[ Asvrrnetric Facats
[ Certificates
[ Symnmetric k Start Powershell
[ Database &
| | MewDatabaseMemb Reports 4
| J Morthwind - ]
Enanme

| ] MorthwindCa_w1.1

| | sodragnet

| | sgmaster e ——
_J sgvault Refresh
i Skyline (Restoring.. Froperties
| 1| Skylinez

1. Locate the user Skyline in the NewDatabase [Databases - NewDatabase - Security - Users]
2. Right mouse click the user and select Delete.

3. Locate the user Skyline in the NewDatabaseMembership [Databases -
NewDatabaseMembership - Security - Users]

4. Right mouse click the user and select Delete.
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25. Your existing Skyline user needs to be mapped to the NewDatabase.

.Dbject Explorer = 0 .

Connect ~ 3 4 7 [#] ‘:_E

= % 50L-01 (5L Server 11.0,3153 - BUILDSER
[ Databases
= [ Security
[=1 1 Logins
r_'?; ##M3_PolicyEventProcessingLe
rﬂ ##M3_PolicyTsglExecutionLogi
r_"} activationuser
A distributor_admin
A EPRINTiroot
A Morthuser
S NT AUTHORITYSYSTEM
£ NT Service\MSSOLSERYER
£ NT SERVICE'SOLSERVERAGEN
B NT SERVICE\SOLWwriter
£ NT SERVICEWinmgmt
A sa
A sgvaultuser
A B
A SHow Mew Lagin. ..
[ Server Ral Script Login as
[ Credential
[ Crvplogra Paolicies
L Audits Facets
[ Server A
[ gerver Object: Start Powershell
[ Replication
[ Abwayson High Reports r
[ Management
[ Inkegration e RIS
[Ty 5GL Server A Delete
Refresh
<
1. Locate the Skyline Log in [Security - Logins]
2. Right mouse click the Skyline user and select Properties

275
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26. The log in Properties - Skyline window opens.

= Login Properties - Skyline
A General

A Servet Roles

4 User Mapping

4 Securables

& Sratus

Server
SQLM

Conrection:
BUILDSERVE R\Admirestrate

B¢ View connection properhies

Progress

Feady

% Serpt + L) Help

Lzers mapped to tes login:

hap | Datshase | |Jzer

| Detault Schema

Adventugiyarks
dist_db

mazher

model

medb

| MewDatabase Skyline

MewliatabaseMember...
Meethwarnd
Mesthward0s,_v1.1
zgdragnet

e i | e e

I" | Guest sccount enabled for NewDatabase

Databaze role membership for. HewDatabaze

[] asprel_Roles_Fullbccess

[ aspret_Roles_Reporingdccess
] aspriet_WebE vent_Fuldcoess
[ db_acceszadmin

[ db_backipopeiston

[ db_datareads

| db_datavwiter

] do_ddladmin

] db_denpdatareades

[ db_denpdatawniter

|y pubbc

T —

-

[ o« ]

Cancel I,!;

1. Select User Mappings.
If you get the message "One or more databases are inaccessible and will not be displayed in

list" click OK.

o > 0D

Select the option to map to the NewDatabase.

Select the option to map to the NewDatabaseMembership.

Select the database roll membership for the NewDatabase as db_owner.

Select the database roll membership for the NewDatabaseMembership as db_owner.
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27. View the Skyline website folder and open the web configuration file with notepad.
| — M=
G(__. - Comgaker = Local Disk [C:) = Shfine = wwawroot = = 8 | search oot 2]
Crganize ¥ [Open v Burn B folder = » ] &
& Local Dt ) 2l Hame - | Dot mocitied | Tyme B
B MESIGESEATIT e L 11 P00ea ] 16 L _.ﬂhbﬂeh‘p&:.m DE{07/2012 1215 AP File
57 ELpgrade UiphossadPrisrvie, aepis OG{ITIE01Z 18:15 AT Fis
Wetpub LipkoadPrawisw?, asp OEOTIZ012 18:15 5P File
L e Ll UplouscPrasvisu ), sspo D07 2012 18:15 AP Pl
PerfLogs
PrinkStation b _ | UserPage. aspo DE{OT[2012 18:15 ASPY File
Program Fles | WarisblDatalbem, asp: DE{OTIZ01Z 3515 AT Fie
Erigram Fles (296} Var isbleDiat albem?, asps 60712012 18:15 AT Fia
Frogramsts _ | varisbleDiataltems, s OOTI2012 1815 A5 P
Sone _| WATERMARKING- server permissions neede...  DE{07/2012 18:05 Text Document
CordigureP D schwduler
. Cormerter [y Open
| Bein Wb, stemap o SITEMAP Fils
Dosumeres e 3355 crf ] - crscft sl s Tock o Apphcatrs 2.0
TrstalSOL (= 3MLFd eml REshons previous versons I
- Uprads =] 2uFkez aml Serd to ¥ Chooss defmut program...
. 1L HOmery T ask, sspe cut BEE File
iy -
don N 2Tmst, sapoc Copy AP Fis =
} . — :' 'l Creste shomok _I —.‘I_
-.| ‘Wish.corfig Date modfied: 250312013 10:31 Db crested: 050772 Delete
- CONFIG File iz 25,068 Renane
Properties

28. Find the <connectionStrings> section.

.'A'FI'. somiig - Motepad
Fie Et Forrdl View Halp

<fagdditional sasenb e >
< /dependencyInject ionInformat ion>
csglServercataloghamecyerer it ess
cadd key="skyline” valus="";/x
«/sglServarcatalogiamedverer itess
«oonnectionstcing=s-
cadd nama={'gk ul=
<add nama=['5ky
<add name= AISE ¥
£fcommectionstrings:
<5y STEM. web>
<sesslonPagestate historysize="15"/>
<browserCaps:
SCASES
aegul rescontrolstatelnsess i onetrue
< SCanes

¥ LS Bt s pabien. b e s e ot R, e b b . gl i B L e e st At R ——

1. Change the initial catalog name to the new database name for Skyline.

2. Change the initial catalog name to the new membership database name for SkylineMembership
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29. Restart the website by entering the command [ISRESET at the command prompt on the Skyline server.

30. Open a web browser on the web server and enter the address http://localhost.

R =

Sl ===

* Home
& Pusngss F\TF!TI'.I'IF"'.:
= Uplogd

" Di Jar -g" II'|§|'=

+ Librasias

i

Waming: Thare has baan a problem with parmissions on tha balow files

\Skyline\Documeants\Documants2 110201 4163724 et
\ShylinehDocumentsiermors\2 1102014163724, b

WSkylinetDocumentsiUnloadedDriverFiles\21 1020141637 24 txt

\SkylineyDocwmnents\oloads\2 1102014163724,k -

C [ localhast/AdminDefault as brd B

B

&7 Ralease Logaed inag Hagr & Poeval Adminisorsor | Adwdn b

You need to make the following changes:

1.
2.

4.
5.

Apply a portal themeD™ .

Change the directory locations for documents. This directory locations that need to be reset are
indicated by the warning message.

e Open the list of portal Default Configurations in the Admin page and update;
Document Directory
Document Error Folder
diver.directory
Upload - Directory

If you want to use PrintStation with the new database you will need to associate a PrintStation
with the new portal0** .

Add a user110 and assign roles824, if required.
Amend the email settingsD*, if different.

31. Restart the website by entering the command [ISRESET at the command prompt on the Skyline server.
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Purge Utility

279

We would suggest that the utility is used to purge documents and orders that are older than 90 days. Skyline
has been designed as a system for ordering documents and should not be used as a document storage area.
If the purge utility is not run then the databases can become overloaded or full causing the software to slow

down or completely fail.

@ Reports should be run before starting the purge utility and the results exported to CSV. Data which is

older than the specified purge time scale is not available to be reported on.

If you are using the hosted system the purge utility is automatically run to remove any documents and orders

older than 90 days.

When the purge utility is run the following will happen:-

e  When a document is uploaded into a user's library the date that the document was uploaded is recorded.
When the purge utility is run any documents older than the specified purge time scale will be remowved. If
a document has been re-ordered within the purge time scale then it will not be deleted.

File Name
l:tlj oy Simple
oy Skyline Administraticn
[20120402]
1 vom) A4 Booklet

iy

(O] vl Using External Account

Codes

Date

05/10/2015 10:29:13

05/10/2015 09:04:05

17/08/2015 09:11:36

28/07/2015 10:23:29

Size Number of Pages QOwner

3.28 MB 80 Anne Webb
4,29 MB 1 Anne Webb
2.42 MB 62 Anne Webb
0.09 MB 5} Anne Webb

Ete that the document was uploaded i

the user's library.

nD

o Documents in shared libraries are not affected by the purge, regardless of their upload date.

. The orders tab lists all the orders that have been placed by the user. Any orders that are older than the
specified purge time scale will be removed from the list, irrespective of their status. This means that
reports will not contain details of any orders that are older than the specified purge time scale.

¢ In PrintStation all jobs where the date submitted is older than the specified number of days and have the
status "Completed" will be changed to the status Archived. If your PrintStation has been configured to
show completed jobs the orders older than the specified number of days will no longer be shown.
Completed orders older than the specified number of days will also disappear from the orders tab of the

user.

. Any job marked as deleted will be removed if older than the date specified.
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' Acertain understanding of network servers and basic command line usage is required to run the utility.

To run the purge utility:

1. Locate your Skyline databasel™ and then take a backup of the database.

2. log in to the Skyline server and locate your Skyline websiteD™ .

3. Download the purge utility from http://download.eprint.net/Utilities/ and unzip the file in to the directory c:
\skyline.

4. Open Explorer and locate the file SkylinePurge.exe.
5. At the command prompt type C:\Skyline\SkylinePurge "c:\skyline\wwwroot" 90 -all.
Where:
e  C:\Skyline\ is the folder location of the SkylinePurge.exe file
e  SkylinePurge is the name of the exe file.
o "c:\skyline\wwwroot" is the location of your Skyline website
. 90 is data older than the number of days specified will be purged.

o -all means that you will delete old records and documents, remove deleted orders, set
completed orders to archive status, delete all old preview images, delete orphaned documents
and clean the database.

c
Other switches that can be used instead of -all are:

-orders only delete orders older than the specified number of days.

-documents only delete documents older than the specified number of days.

-deleted remove all orders that have the status "deleted"

-completed for all orders older than the specified number of days change orders with the status
"Completed" to "Archived"

-thumbnails delete all thumbnail images for documents that have been previewed

-orphaned delete all orphaned documents that are no longer in the database

-clean clean the databases of all orphaned records.

G Please refer to the section Skyline Update Utility(?®" for details on how to run the update procedure if
you receive the message "The database needs to be upgraded before running the Skyline Purge utility.
Please run the Skyline Update utility first".
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Skyline Update Utility

When the purge utility is run the version of your Skyline database is checked. If the current version of the
database is not being run you will see the message "The database needs to be upgraded before running the
Skyline Purge utility. Please run the Skyline Update utility first". You need to update the Skyline database
using the Skyline Update utility which can be downloaded from our website.

To update the Skyline database:
1. Open Explorer and locate the file SkylineUpdate.exe.

2. At the command prompt type C:\Skyline\SkylineUpdate Skyline Fred 789

Where:

C:\Skyline\ is the folder location of the SkylineUpdate.exe file

SkylineUpdate the name of the exe file.

Skyline the name of the SQL Instance
Fred the SQL username. Read, write and change access lewel required.
789 the SQL password.

4.  When updated you will see a message "Skyline database has been updated to version xxx". You are
now ready to run the purge utility again.
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Document Storage on a Mapped Drive

Document thumbnails can sometimes be missing in the Library page when the document store is on a
mapped drive. To prevent this happening document thumbnails can be copied to a folder in the local directory
which is cleared when Skyline if restarted.

To copy thumbnails to a local directory:

1. Log in with Host rights and go to Admin.

gy View Basket (0% | Preferences | Downloads | Edit Managernent | Logout

2. In the Portals section click Default Configuration.

I

iﬁ] Default Configuration

Manage the default canfiguration aptions

3. Find Library - Cache document thumbnails in the list.

4. click & to set the option as True so that the document thumbnails are copied to the local wwwroot
\ThumbnailCache directory.

5. Click ®to sawe the setting.
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Viewing Errors

If a program error happens, users should be shown the friendly error page. The portal configuration Global
Errors - Show Friendly Error Messages needs to be checked that the setting is True.

[ Home r Upload r Paper Originals T Library r Orders T User Forms T FBI Business Card r FBI Production Page ]

There has been a minor error, please return to the home page.

Unexpected Error on page: /ChooseDocumentType.aspx

Error URL: /ChooseDocumentType.aspx?pc=y&pg=428&n=%3c%2f%3e

Portal Name: Test2

Error Message: A potentially dangerous Request.QueryString value was detected from the client (n="").

Username: nettie

Error Source: System.Web

Error Stack Trace:

at System.Weh HttpRequest.ValidateString(String value, String collectionKey, RequestvalidationSource requestCollection)

at* ° . tpRequest <~-~ _7° ~'w(lass280_0.b_ 0(Strin~ b~ String valuel

Example of a Global Error Message

[ Home r Upload T Paper Originals r Library T Orders T User Forms T FBI Business Card r FBI Production Page

There has been a minor error, please return to the home page.

Example of a friendly error message.

To check the error setting:

1.  Go to Admin. In the Portals section click Default Configuration.
"'lrﬁi Default Configuration

Manage the default canfiguration aptions

2. Find the setting Global Errors - Show Friendly Error Messages and make sure that it is set to True.
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You can view the error by using View Error Details.
To view any error details:
1. Login to Skyline and go to Admin.
2. In the Configuration section select View Error Details.
0 View Error Details
iew the details of any emors logged in the database

3. Alist of errors is displayed. You can select a specific date range if there are a lot of errors.

Portal Errors

T E—— o[ |m sron

Time Stamp Username Error Message Error Page

A potentially dangerous Request.QueryString value was

2%/04/2024 09:08:34 nettie detected from the client (n=""). [/ChooseDocumentType.aspx
N A potentially dangerous Request.QueryString value was
25/04/2024 09:00:28 i ChooseD tType.
i nerE detected from the client (n=""). ! SLEEIIEA RIS
A potentially dangerous Request.QuenyStri lue
23/04/2024 13:40:07 anne webb HeR i LS /ChooseDocumentType.aspx

detactad from the client (n="").

4. Select an error to see the specific details.

Portal Errors

e — T — shon v

Time Stamp Usernams Error Message Error Page

A potentially dangerous Request.QueryString value was

29/04/2024 05:0 the client (n

fChooseDocumentType.aspx

N A ially dang .QueryString value was
29/04/2024 09:00:38 Led Ch: D tType.
/04y nettie e from the client (n=""). /ChooseDocumentType.aspx
A ially d A Stri |
23/04/2024 12:40:07 anne webb date from H|: client fn=""1. QueryString valus was /ChooseDocumentType.aspx

Error Message

A potentially dangerous Request.QueryString value was detected from the client (n="</>").

Error Page

fChooseDocumentType.aspx

Inner Error

No inner error

Stack Trace

at System.Web. HttpRequest.ValidateString(String value, String collectionKey, RequestValidationSource requestCollection)
at System.Web.HttpRequest.<>c_ DisplayClass280_0. <ValidateHttpValueCollection>b__0(String key, String value)

at System.Web.HttpValueCollection.EnsureKeyValidated(String key)

at System.Web.HttpValueCollection.Get(String name)

at System.Collections.Specialized. NameValueCollection.get_ltem(String name)

at Eprint.Skyline.Web.Pages.ChooseDocumentType.Page_Load(Object sender, EventArgs &)

at System.Web.Util.CalliEventHandlerDelegateProxy.Callback(Object sender, EventArgs e)

at System.Web.Ul.Control.OnLoad(EventArgs e)

at System.Web.Ul.Adapters.ControlAdapter.OnLoad(Eventirgs €)

at System.Web.Ul.Control.LoadRecursive()

at System.Web.Ul.Page.ProcessRequestMain(Boolean includeStagesBeforeAsyncPoint, Boclean includeStagesAfterAsyncPoint)
at System.Web.Ul.Page.ProcessRequest(Boolean includeStagesBeforeAsyncPoint, Boolean includeStagesAfterAsyncPoint)

»

Example of the error information available
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Authentication - Remember Me Checked...... 38
Authentication - Remember Me Visible...... 36
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Global Errors - Show Friendly Error
Messages...... 58, 213

Help link for Library page...... 93
Library - Allow Custom Libraries...... 84
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New User - Redirection Website URL...... 27
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Registration - New User Must Be Approved...... 15
Registration - New Users Must Be

System Generated...... 248
Enable accounts codes 143
Enable Approval 119

Approved...... 30

Registration - Show Register new user link...... 15, Error

29 Global Errors - Show Friendly Error
Session Timeout......212 Messages...... 213

Upload - Allow Paper Originals...... 80 Messages...... 213

Upload - Create PDF Thumbnails...... 141 Settings......58
Upload - Directory......213 Error Settings 58

Corporate Name 56 Errors
Friendly...... 283
=D - Specific Details......283
Viewing...... 283
Database Example Queries 160
Location......237, 261 External 104
Move...... 250 Accounts...... 164
Restore......261 Web Page......104
Default Website...... 104
Language...... 112 External Accounts 156
Library view...... 83 F
Passwords......8 - -
Settings...... 8
Delete File types 76
Orders...... 202 Firewall 246
User...... 18 Forced Preview 90
Delivery Page 99 Format order number 196
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Security Settings...... 218 Assigning...... 19
Disable User 17
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Domain Name 59 Global Errors - Show Friendly Error Messages 58
Edit Help 93
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LDAP Authentication
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Shared...... 85
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Masks 196
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