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Skyline PrintStation 5

Skyline PrintStation

PrintStation is a Windows PC application that is normally installed in the print room where the print production
occurs. The print room operator uses it to manage incoming jobs, amend requests, preview documents, keep
the customer updated and direct work to output devices. Shown below is the layout of Skyline PrintStation.

More than one PrintStation can be licensed and these may be located in a single print room or anywhere in
the world. This allows multiple print rooms to share work or direct jobs to particular locations.

PrintStation accesses the Skyline SQL database for job ticket information and the associated PDF
downloaded prior to production. All information remains on the central database and can be accessed by any
authorized PrintStation for further production.

B skyline PrintStation : Connected to - test2eprintnow.com - Username: anne webb = B =
File Setup languages Theme Help
On Demand Printing
Portals Orders
Test2 ~ Refresh [8]8] Download All | [] Download @ Proof Print %¢ Status - % View i Delete ¢4 Production Ticket , Search = Fill Width P Current Job
CrderiD Document Name: Username Status Product Copies Submitted date Price =
Statuses || Users | FrintStations
~ Order Placed
g All Statuses (12) @ 0000117 T " 07/ .
5 = ‘esting Nates for Additional Fields Anne Webb Order Placed Quotation 2000 30/07/2024 1411600 250000
[ waiting for quote 3 = ooo0113 Administration Anne Webb Order Placed Collated Sets 2 30/07/2024 11:01:00 29.7000
B Quote sent @ =& ooo011 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00 15238800
Awaiting Paper Originals o 0000111 Worldwide Escorted Tours Anne Webb Order Placed Simple Printing 4 30/04/2024 140300 2191200
8]
[ Paper Originals Received + Downloaded
[ Order Placed (4] = u& 0000112 |Manual Anne Webb Dovmloaded Collated Sets 1 30/07/2024 10:55:00 436700
[ Dowrlosded () =« 0000111  Word (5 pages) Mono Anne Webb Dovmioaded Simple Printing 4 30/04/2024 140300 99600
B Query Outstanding < W& 0000111 TUlicsland Anne Webb Dovmioadzd Simple Prirting 4 30/04/2024 140300 597600
1 in roduction @) < ™ 0000110  Glasgow Poster Nettie Dowmioaded Poster 1 27/02/2024 145900 10500
 In Production -
M Frinted (1)
[ completed (1) Output
Overviiew | Details | Delivery | History | JobTicket | Additional Fields
L L L Frinters || Falder
Pages Capies Priarity Date Submitted Date Required User Notes CTRL Enter to insert a new line =
Preview ISR <! [Normal - 30 July 2024 - ~ @ Print to PDF
Faper Printed Sides Printer Type Laminated =
= (A4 White 80gsm - Double Sided ~ | [Black and white ~ L pemotePr.
e
B .
[s— - - - E gxemstv;.”
Binding Stapling Hole Punching Folding Price
= e o - 436700 Calculate Price
[ Downloaded 0000112 Anne Webb  Collated Sets Manual ¢ Production Ticket | [) Save Changes
Checking for new jobs 08:09

@ Notes:

Details on associating a PrintStation with a portal and Transferring a PrintStation License can be found in
the Administration section.

PrintStati
You can print a hard copy of a manual by clicking rint>tation which opens a PDF copy of the manual.

You can then download or print the document.
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6 Skyline PrintStation

Starting PrintStation

Once the PrintStation has been installed it can be used to manage incoming jobs, amend requests, preview
documents, keep the customer updated and direct work to output devices. You will be unable to log into
PrintStation unless you have the user role Staff assigned to your account.

0 When you first start or reset PrintStation it will be automatically detected if you are running http or https.
There are no settings that need to be changed.

To open PrintStation:

. = PrinkStation
1. Click .

2. The log in window opens.

Skyline PrintStation 244

URL lhﬂps:f,-"tesﬂ.eprintnuw.cum - Il |+

- 2

Remember me

Version: 7.1.2.2 & Connect I Close

W

2.  Enter your Username and Password. This is the same log in that you use to access the Skyline
Portal.

1.  Select the PrintStation that you want to open.

3. Click Connect to start PrintStation. PrintStation can now be used to manage your print requests.

Version: 7.6.0.8



Skyline PrintStation 7

If you have more than one PrintStation you can add the URL of each PrintStation to the login window. You can
then select which PrintStation you want to open without having to enter the URL each time.

If you need to amend any of the connection details click the Edit button to open the portal connection window
for the selected PrintStation and make the required changes.

To add a new PrintStation:

. =F'rint5tatinn
3. Click .

4. The log in window opens.

5. Click ' to add a new PrintStation.

6. The Skyline Portal Connection window opens. Details of the portal that the new PrintStation will use need
to be entered.

Skyline PrintStation
Skyline Portal connection details

Portal Details

URL [ Connect |

r Proxy details \
[ ] Use Proxy Server
Proxy address Prosy port

Usernams Password Comain - [Optional)

nd

1.  If your setup uses a proxy server you need to enter the proxy details so that access to the
Skyline website is available. If you do not use a proxy server, leave these fields blank.

Cancel

2. Enter the HTTP or HTTPS address for Skyline then click Connect to test that the portal details
are correct. The program will automatically detect if you are using HTTP or HTTPS connection.

3. If the portal details have been \erified the Next button becomes available. Click Next to continue.

Version: 7.6.0.8



8 Skyline PrintStation

7. The Log In with Microsoft window opens.

Log In with Microsoft

Azure Active Directory

[] Enable Microsoft Lagin

Back . . Mext . . Cancel

1. Select Enable Microsoft Login and click Next if you use Azure Login.

OR

2. Ifyou do not use Azure login click Next.

Version: 7.6.0.8
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8.  All the configuration details required for the PrintStation have been entered. Click Finish to exit the
configuration.

-

Setup complete

Back | | Finish ] ‘ Cancel

Version: 7.6.0.8



10
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9.

The log in window opens.

Skyline PrintStation &2
1
URL lhﬁps:,-",f"tesﬂ.eprintnuw.cum | |/ |+
|
2 »

Femember me

Version: 7.1.2.2 & Connect | Close

Waadl

Enter your Username and Password. This is the same log in that you use to access the Skyline
Portal.

Select the PrintStation that you want to open.

Click Connect to start PrintStation. PrintStation can now be used to manage your print requests.

Version: 7.6.0.8
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Access Not Granted

If you try to log in into PrintStation and see the error message "Username or Password incorrect” it could
mean that you have mistyped your username or password. If these have been entered correctly the role of
Staff might not been associated with your account. Please contact your Skyline administrator to request that

your account details are updated.

s

Errar 3
.
Iu: Username or Password incorrect

Ok

Example of access not granted.

If you enter an incorrect portal name one of the following error messages will be displayed, depending on the
error.

] Spelling the portal name incorrectly.

Errar

o Error Connecting To Portal
Skyline portal not at the correct version at URL buildserver.eprintoffice.nets

Ok

. Pressing the space bar at the end of the portal name.

Errar =3

o Errar Connecting To Portal
Invalid URL: The hostname could not be parsed.

CK

Version: 7.6.0.8



12 Skyline PrintStation

New Version Available Message

If you open PrintStation and during log in you see the message "New version available" it means that your
current copy of PrintStation is not compatible with your Skyline website and needs to be updated.

22

- Mew version available
“ A new PrintStation version is available to download.
T Your current version is
Please uninstall this PrintStation and download the updated version from the Skyline portal

Ok

Make sure that if there are any previous versions of PrintStation installed that they are removed. Use the Add/
Remove Programs facility in Control Panel to remove any existing version.

@ From version 7.1.0 you can install PrintStation without having to uninstall the previous version.

To update PrintStation:

1. Log in with Management Permissions and go to Downloads.

ﬁ View Basket (0} | Preferences Downloads Edit | Admin | Management | Logout

2. Click PrintStation.

- PrintStation

3. The Opening PrintStation window opens. Click Save File. The PrintStation installation file is saved to
your computer.

Opening PrintStation.exe I&

You have chosen to open:

Download and install Printstation

5| PrintStation.exe
which is: Binary File (48.3 ME)
from: http://

Would you like to save this file?

| SaveFile | | Cancel |

4. Click the icon on the toolbar to display the downloads and select PrintStation.

Version: 7.6.0.8
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5. The PrintStation Installation wizard opens. Click Next to continue.
ﬁ PrintStation 7.1.0 Setup >

Welcome to the PrintStation
7.1.0 Setup Wizard

The Setup Wizard will allow you to change the way
PrintStation 7. 1.0 features are installed on your computer or
even to remove PrintStation 7. 1.0 from your computer. Clide
Mext to continue or Cancel to exit the Setup Wizard.

6. At the License Agreement window click | accept the license agreement. Click Next to continue.
ﬂ PrintStation 7.1.0 Setup >

End-User License Agreement

Please read the following license agreement carefully

ePrint Direct Software Licence Agreement S

This Licence states the terms and conditions upon which ePrint Direct
Limited (registered in England under company number 3822615) whose
registered office is at Second Floor, Gateway House, Fretherne Road,
Welwyn Garden City, Herfordshire, ALS G6MS. United Kingdom. ("ePrint
Direct™) offers to licence to you ("the Licensee™) the Licensed Software. If you
do not agree with these terms do not open the media package arinstall the
Licensed Software, and return the entire media package to whoever you
obtained it from within 30 days of receipt, for a full refund of the licence fee .,

()1 accept the terms in the License Agreement

(®) I do not accept the terms in the License Agreement

Advanced Installer

< Back Mext = Cancel

Version: 7.6.0.8



14 Skyline PrintStation

8.

At the Destination Folder window it is recommended that you accept the default folder location. Click

Next to continue.
.ﬁ tStation 7.0 Setup —
Select Installation Folder
This is the folder where PrintStation 7. 1.0 will be installed.

£

To install in this folder, dick "Mext®. To install to a different folder, enter it below or didk
"Browse",

Folder;

|C: ‘Program Files (x86)\ePrintDirect\PrintStation’, Browse...

Advanced Installer

The PrintStation can now be installed. Click Next to begin the installation.
' Ready to Install
The Setup Wizard is ready to begin the PrintStation 7. 1.0 installation

£

Click Install to begin the installation. If you want to review or change any of your
installation settings, didk Back, Clidk Cancel to exit the wizard.

Advanced Installer

Version: 7.6.0.8



Skyline PrintStation 15

9. It should only take a few minutes to install PrintStation. When the installation is complete click Finish.
ﬁ PrintStation 7.1.0 Setup >

Completing the PrintStation
7.1.0 Setup Wizard

Click the Finish button to exit the Setup Wizard.

Launch PrintStation 7. 1.0

< Back Cancel

10. Open PrintStation.

11. Details of the portal that PrintStation will use needs to be entered.

Skyline PrintStation

Skyline Portal connection details @
7

Partal Details

uRL | | | comnest |

J/

r Proxy details

[T Use Proxy Server
Proxy address Proxy port

0

4k

Username Passwaord Domain - [Optional)

nd

1. If your setup uses a proxy server you need to enter the proxy details so that access to the
Skyline website is available. If you do not use a proxy server, leave these fields blank.

Back lext - Cancel

2. Enter the HTTP or HTTPS address for Skyline then click Connect to test that the portal details

Version: 7.6.0.8
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are correct. The program will automatically detect if you are using HTTP or HTTPS connection.

3. If the portal details have been \erified the Next button becomes available. Click Next to continue.

12. The Log In with Microsoft window opens.

Log In with Microsoft
Azure Active Directory

"] Enakle Microseft Login

i Back

i | Cancel

1. Select Enable Microsoft Login and click Next if you use Azure Login.

OR

2. Ifyou do not use Azure login click Next.

13. All the configuration details required for the PrintStation have been entered. Click Finish to exit the
configuration.

Setup complete

[ < Back |

Finish

Cancel

Version: 7.6.0.8



Skyline PrintStation 17

14. The log in window opens.

Skyline PrintStation &2
1
URL lhﬁps:,-",f"tesﬂ.eprintnuw.cum | |/ |+
|
2 »

Femember me

Version: 7.1.2.2 & Connect | Close

Waadl

2. Enter your Usermame and Password. This is the same log in that you use to access the Skyline
Portal.

1.  Select the PrintStation that you want to open.

3. Click Connect to start PrintStation. PrintStation can now be used to manage your print requests.
15. Select the language that PrintStation should operate in.

1. Click Languages. Select the required Ianguage from the drop down list.
|_ 5-k}.l'|lhE PrintStation  Connected to -

File  Setup Theme Help

= Dutch
Cn DemarE English

N French
Portal: | m cerman

N malian
[ Polish
US English

|Annette

Stat LtStatinns

_,«-,._.HMEM (18} x.w-u_

Version: 7.6.0.8



18 Skyline PrintStation

The PrintStation Window

The PrintStation is the reception area for incoming jobs. It allows you to examine the customer's document
and finishing requirements before you commit it to production. The basic layout of the on demand printing
window is shown below.

File Setup Languages Theme Help

On Demand Printing
Partals Orders
e . I r B
ﬁ% |a|5 Pane ~ B  retresn @8] pownioad anl (] Downioad @ proof print Lf status + i view Tl Detete 2 Production Ticket Q Search +=+Fillwidtn b CurrentJob |
OrderlD Document Name Usermame Status Product Copies Submitted date Price =
Statuses || Users | PrintStations
rders Pane
g All Statuses (15) 3] = 0000122 [Costmanager | anne webn Order Placed Collated Sets 200 05/08/2024 095200 3300000
[ Waiting for quote @ o ooooi20 Administration Anne Webb Order Placed Portrait Staple 12 30/07/2024 162100 1782000 |=
W Quote sent @ =& 0000119 ProductManager Bob Jones Order Placed Portrait Staple 6 30/07/2004 152900 264000
[] Avaiting Paper Originals = [@ s 0000117 Testing Notes for Additionsl Fields Anne Webb Order Placed CQuotation 2000 30/07/2024 14:16:00 250000
[] Paper Originals Received @] =& 0000113 Administration Anne Webb Order Placed Collated Sets 2 30/07/2024 110100 297000
[ rer Pisced (7) @ =& 0000111 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 140300 15238800
[ Downloaded (4) @ - 0000111 ‘WorldWide Escorted Tours Anne Webb Order Placzd simple Printing 4 30/04/2024 14:03:00 219.1200
W Guery Outstanding & Brmizis)
1 n Produgtion 2 % o 0000112 Manual Anne Webb Dovnloaded Collated Sets 1 30/07/2024 105500 198500
1 m y = o 0000111 Werd (6 pages) Mono Anne Webb Downloaded Simple Printing 4 30/04/2024 140300 99600 [+
Output
Preview Oveniew | Details  Delivery || History | lobTicket = Approval || Additional Fields
Printers || Folder
Pages Copies priority Date submitted Date Required User Notes CTRL Enter to insert 2 new line o
R0 =T =] | | S
30 [T]l200 [T} [Normal A |05 August 2024 = [~] P\EaseﬂpmiuzeW copy for my approval before the complete order Efa Print to PDF
is produced.
Paper Printed Sides Printer Type Laminated 0
Document |44 wnite 8ogsm [+] |Dousle Sided [+] [Biack and white [+1m E_.; Remote Pr..
. Front Cover I -] | I~] [ R} ~
Preview ‘ SR S {,2
Binding Stapling Hale Punching Folding Price
Pane [ I [ [-] [ [-] [ [-] [ sa00000] | Calculate rice |
Details Pane utput
O Order Placed 0000122 Anne Webb  Collated Sets  CostManager = PmﬂumnnT\cketHgsave[hanges | Pa n e

Checking for new jobs 02:33

@ = Fill Width _ . . .
The  [button will ensure that all the selected fields fill the orders pane width. In doing so, it

I Refres

h
disables the horizontal scroll bar. Click to re-enable the scroll bar.

Version: 7.6.0.8
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The On Demand Printing Window

The Portals Pane

19

If your PrintStation is associated with more that one Portal you can select the portal in the Portals pane
section. If you have only one portal you will automatically be viewing the jobs that have been sent to that

portal.
Statuses Tab

The Statuses tab lists all the different statuses that the job orders can be marked as. Custom statuses0™ are
indicated with a star symbol. The standard statuses are shown with the colour associated with the status. If a
status is selected, only job orders at that status are listed in the Orders pane. The number in brackets

Partals

Annette

Statuses Users Print5tations

T.F All Statuses (59)

[ waiting for quote (1)

B Cuote Sent

[] waiting for Paper Criginals
] ©rder placed

B Query Outstanding (1)
[ Downloaded (47)

[] Paper Criginals Received
[ In Praduction ()

M Frint=d (1)

B Completec

¢ Hand Finishing Required

Archived

Portals Pane - Statuses Tab

indicates the number of jobs that are listed in PrintStation for that status. The value is only updated when the

PrintStation is refreshed.

A status name shown in light grey indicates that the status is hidden from PrintStation. In the example above
any order with the status Completed will not be visible in the PrintStation.

Version: 7.6.0.8




20 Skyline PrintStation

Users Tab
Portals

Annette -

Liatuses Users Print5tations

8 0l Users (22)

& rnne Webhb (15)
8 Bryce Cannon (3)
&4 Charles Taylor (1)
&4 richard Cross (1)

8 Tim Roosevelt 21

Portals Pane - Users Tab

The Users tab in the portals pane displays all customer's names and the number of jobs that they have sent
for production. The customers are shown in alphabetical order. If you select a specific customer just the
orders received from that customer are shown in the Orders Pane(2'. The users are only shown in the list if
they have placed orders. The number in brackets indicates the number of jobs that are listed in PrintStation for
the user which is only updated when PrintStation is refreshed. All job statuses that are displayed in the
PrintStation are included in the figure.

PrintStations & Archived Tabs

Not currently used.
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Skyline PrintStation 21

The Orders Pane

Job orders are listed in status groups with a summary of key information. The information listed will depend on
the fields that have been selected to be displayed]9 in the Orders pane. You may re-arrange this information
to suit your needs by selecting a field header and dragging it to the preferred position. You can also order the
information by clicking on a field header to sort the data into either ascending or descending order. From this
window you can process the orders831 received. When you select a job order the toolbar buttons applicable
will become active.

Orders
Refresh [ %] Download All | [B] Download @ Proof Print ¢ Status = & View [ Delete 4 Production Ticket O} Search +=Fill Width P Current Job
OrderlD Document Name Username Status Product Copies 5ut|rmttved date Price e

~ Order Placed
E] - 0000117 Testing MNotes for Additional Fields Anne Webb Crder Placed Quotation 2000 30/07/2024 1416:00 25.0000
j - 0000113 Administration Anne Webb Order Placed Collated Sets 2 30/07/2024 11:01:00 29.7000
ﬂ - 0000111 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00 1523.8800 3
E - 0000111 ‘WorldWide Escorted Tours Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00 219.1200

» Downloaded
T - 0000112 Manual Anne Webb Downloaded Collated Sets 1 30/07/2024 10:55:00 43,6700
1 - 0000111 ‘Word (& pages) Mono Anne Webb Downloaded Simple Printing 4 30/04/2024 14:03:00 9.9600
1 - 0000111 TUI Iceland Anne Webb Downloaded Simple Printing 4 30/04/2024 14:03:00 59.7600
s - 0000110 Glasgow Poster Nettie Downloaded Poster 1 27/02/2024 14:59:00 1.0500

A InProduction

The icons provide a visual details about the order.

0 Document not downloaded = PDF downloaded
[E_—.l Zipped Document 4 Paper Original Document
b | Document to be printed in colour - Document to be printed in monotone
" Document cowers different colour to the body
Colours indicate the status of the order
Awaiting Download In Production
Downloaded I Printed
I Query Outstanding I Complete
I Waiting for Quote I Quote Sent

Version: 7.6.0.8



22 Skyline PrintStation

The Preview Pane

The customer's document, now converted into a PDF, can be downloaded when you are ready for production.
Before the document has been downloaded the preview pane can not display a preview of the document, as

shown in the example below. If a Paper Original is orders you will see the same preview pane when the order
is selected.

Preview

When a document has been downloaded a preview is displayed, as shown in the example below. If the file is a
zip file it will show a zip file image, as shown below.

Preview Preview

Skt Caslbaasgin

Version: 7.6.0.8



Skyline PrintStation 23

The Detail Pane

Once a job has been selected the order information is displayed in the Details Pane. By default the Overview
tab is displayed with further details available in the other tabs. You can select which tabD 91 is shown at the
front in the Details Pane.

Crverview Details Delivery History Job Ticket Additional Fields
Pages Copies Priority Date Submitted Date Required User Motes CTRL Enter to insert a new line
794 -1 | |Normal - 30 July 2024 - -
Paper Printed Sides Printer Type Laminated

Document A4 White 80gsm - Double Sided =~ | |Black and White -

Frant Cover - - -

Back Cover - - -

Binding Stapling Hole Punching Folding Price

s - T et 43,6700 Calculate Price

Example of the Details Pane

At the bottom of the Detail Pane there is a summary of the order you are viewing which includes the order
number. You are also able to easily print any tickets required using the option Production Ticket.

[J Downloaded 0000112 Anne Webb  Collated Sets Manual 4 Production Ticket | [ Save Changes

Example showing the summary information displayed at the base of the Details pane

Version: 7.6.0.8
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The Ovenview tab shows the details of the order, including any notes added by the user when the order was
placed. Changes can be made to any of the fields apart from the User Notes.

Crverview

Pages
794

-

Document

Frant Cover

Back Cover

Binding

Some changes might affect the price of the order so use

changes made are not saved until you click

Example of the Overview Tab

Calculate Price

Save Changes
= 9= you make any changes and do n

changes you are warned that the changes have not been saved.

e

Details Delivery History Job Ticket Additional Fields
Copies Priority Date Submitted Date Required User Motes CTRL Enter to insert a new line
1 = |Normal - 30 July 2024 e -
Paper Printed Sides Printer Type Laminated
A4 White 80gsm - Double Sided =~ | |Black and White -
- - -
- - -
Stapling Hole Punching Folding Price
s - T et 43,6700 Calculate Price

to calculate the new price. Any

ot sawe the

Changes not saved 4

6 The job detalls have been changed, but not saved. Click OK to DISCARD any changes made.

OK Cancel

Example of the warning message that is displayed if you select another order without saving

changes on your current selected order
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The Details tab displays the account information and any imposition requirements. The staff notes show
information entered by a manager viewing the order in Live Orders and any change notes added by
PrintStation operatives. If no change notes are added just the date and time will be shown when any changes
are saved.

Any custom fields in the product will show in the right hand section of the tab. If you have no custom fields in
the product, no field will show in that area of the tab.

Overview Details Delivery History Job Ticket Additional Fields
Staff Motes

Account Code Options1 -
Account Mame Options2 hd
Account Description Options3 hd

Optionsd -

Options5 -
Impositon None -4 Optionsé -

Example of the Details tab in the Details Pane. The custom document fields at the rights of the pane will display the
names you have entered in ProductManager. If no custom fields are used then this area of the pane will be empty.

The Delivery Tab contains details of the contact details and delivery requirements for the order. The information
will vary as it depends on the information that is required when the user places an order. The information is
from the Delivery form and Address form created in ProductManager. The PrintStation operative can make

E Save Changes

changes if required and use to sawve the changes.

Crverview Details Delivery History Job Ticket Additional Fields
Delivery 'l pick it up A
Mame Prefix Mrs - Crganisation Mame ePrint T
First Mame Anne Webb Street
Family Mame City
Phone Mumber 1234 567 830 Region Long Road -
Email annette.webber@eprint.net Post Code ABC 123

Example of the Delivery tab in the Details Pane
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The history tab shows the history of the order process as well as the printing details if required.

Crverview Details Delivery History Job Ticket Additional Fields
Status Changes Printing
Date Status Email User Processed By Date Printed Printer Used Pages Copies Caolour / Mono
Order Placed ¥ [>'] 30/07/2024 103... | Xerox Versant 31... 1 4 Monochrome
Downloaded Anne Webb
In Production Anne Webb

Example of the History Tab in the Details Pane.
You are able to select the information shown in the History tab.
To Select the Fields to be shown in the History Tab:
1. From the Setup drop down menu select Fields to Display.
2. The Select the Fields to Display window opens. Select the History Tab

3. The fields available to display in both the Status Changes and Printing sections are displayed. Select the
fields required then click Save.
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The Job Ticket tab contains details of the order before any changes were made. If changes are made to the
quantity required or additional fields, the changes are shown in the job ticket. No changes made to the paper
type, printed sides etc are updated on this form.

If the price is updated the Price Estimate shows the updated price and the Original Price is not changed. .

Overview Details Delivery

Print Job Ticket

Collated Sets

@

Document Name: Manual
Order Number: 0000112
Created: 30/07/2024 10:07 AM

Owner: Anne Webb
Pages: 794

Quantity: 1

Status: Downloaded
Account Code:
Account Name:
Account Description:
Price Estimate: 13.85
Original Price: 43.67

n

History Job Ticket Additional Fields

Document

Paper
Printed Sides
Printer Type
Production
Title

Name

Company Name
Address 1
Address 2
County

Postal Code
Phone Number
Priority

Delivary Methad

‘M White 80gsm

[Double Sided

‘Ellack and White

Digital

‘Mrs

‘Anne Webb

‘ePrmt

‘E!ig City

‘Lnng Road

|ABC 123

[1234 567 890

‘Norma\

‘I'H pick it up

Example of the Job Ticket Tab in the Details Pane

This tab is only shown if you use the Approval process. Details of the dates that the order was placed and
subsequently approved, together with any notes made by the approvers are shown.

Cverview Details Delivery

Date Submitted

Level 1 Approval Date 30/07/2024 16:26:44

Level 2 Approval Date 30/07/2024 1&27:19

Date Reguired

History Job Ticket Approval

30/07/2024 15:29

Level 1 Approver

Level 2 Approver

Additional Fields

Anne Webb

Nettie

Approval Motes

Approved 30 July 2024 16:26 by Anne Webb, Level 1 Motes: Meets
the requirements

Level 2: Approved 30 July 2024 16:27 by Mettie, Level 2 notes:
Approved

Example of the Approval tab in the Details Pane
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If the licensed feature which enables additional fields to be added to a product is used there will be an
Additional Fields tab visible in the Detail Pane. When you select an order any additional fields that have been
added to the product used by the order are listed. All the information can be updated from this tab except the
information selected in a date picker field which cannot be changed.

Overview Details Delivery History Job Ticket Additional Fields
Additonal Fields in this Product Edit Additional Field
LEAE Value Course
[ | Course AE145 Part 1

AE145 Part 1 hd

Example of fields displayed in the Additional Fields tab.
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The Output Pane
Your output devices that are available to your PrintStation are displayed. The available printers are shown in

the Printers tab.

Output

Printers Falder

k! Y
1

&ﬁ Adobe POF Co

't
! \
\ 1

&ﬁ ¥erox Phaser

If the job is to be forwarded to another process you will have folders made available. The available folders are

shown in the Folders tab.

Output

Printers Falder

Job Tickets
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Resetting PrintStation Layout

The different panes that can be viewed in the On demand printing window can be mowved and hidden as
required. You can always quickly and easily return to the default layout using the Reset Layout option.

To reset the layout of PrintStation:

1. From the Help drop down menu select Reset Layout.

—

| Skyline PrintStation = Cannected to - buildservereprintoffice.net

File  Setup Languages  Theme [Help

On Demand Printing

IReset Ia}.ﬂ:utl I

| About

2. A window opens asking you if you want to proceed with resetting the layout. Click OK.

Reset Layout

Resetting the layout will close the PrintStation. Do you want to
proceed?

QK

| | Cancel

3.  PrintStation will close. Re-open PrintStation and the layout will have reverted to the default.

File Setup languages Theme Help

On Demand Printing

Fortals

Orders

Statuses || Users

¢ All Statuses (15)

[ Waiting for quote

M Quote sent

[ Awaiting Paper Originals
[ Paper Originals Received
[ Order Placed (7)

[ pownloaded (4)

[l Query Outstanding

[ In Production (2}

PRS0
Pbrtals Pane

PrintStations

[l [ r

Preview

Preview
Pane

LN

: £ Refresn [8]8] Download ANl | [@] Download @ Proof Print %f status -

% view T petete {2 production Ticket O search | +-¥Fil widtn | b Current Job |

Submitted date

| Calulate Price |

OrderlD Document Name Username Status Product Copies Price
~ Order Placed
3] = 0000122 [costmanager Anne Webb Order Placed Collated Sets 200 05/08/2024 095200 3300000
G = 0000120  Agministration Anne Webb Ordler Placed Portrait Staple 12 30/07/2024 162190 1782000 | =
&) = 0000119 ProductManager Eob Jones Ordler Placed Portrait Staple & 30/07/2024 152900 26,4000
[ =@ 0000117 Testing Notes for Additional Fields Anne Webb Ordler Flaced Quotation 2000 30/07/2024 14:16:00 25,0000
G & 0000113 Administration Anne Webb Ordler Placed Collated Sets 2 30/07/2024 110100 207000
G & 0000111 Manual Anne Webb Ordler Placed Simple Prirting 4 30/04/2024 140300 1523.8800
(3] = 0000111 Worlawide Escorted Tours Anne Webb Order Placed Simple Prirting 4 30/04/2024 140300 219.1200
~ Downloaded
% @ 0000112 Manual Anne Webb Downloaded Collated Sets 1 30/07/2024 105500 198500
= & 0000111 Word (5 pages) Mono Anne Webb Downloaded Simple Prirting 4 30/04/2024 140300 23600 [+
output
Oveniew || Details | Delivery | History | JobTicket || Approval | Additional Fields
Printers || Folder
Pages Copies Priority Date Submitted Date Required User Notes CTRL Enter to insert a new line
[30 [<i[200 [2] [normal =) |05 August 2024 =] I=] Please praduce 1 copy for my approval befare the complete arder é Prit to PDF
Paper Printed Sides Printer Type Laminated s produced:
Dacument (a4 White 80gsm [+] [Double Sided [+] [Biack and white [~1o é Remote Pro.
Front Cover [ I+] [ T+ \'\D ‘
Back Cover [ I+] [ T+ [-1B % Xerox vers...
Binding Stapling Hole Punching Folding Price
I ) f = f =] I ™ 3300000]
u

[ Order Placed 0000122 Anne Webb

Collated sets  CostManager

r‘g Production Ticket| [ save Changes
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Processing Orders

Any new job tickets sent to your PrintStation are shown in the Orders 9aneD21. Your PrintStation can be
configured to be automatically check for new orders88,

To show the new orders in the orders pane:

' |
1. Click = Refresh in the Orders pane toolbar.

When the job orders are processed their status is changed. This can happen automatically, for example when
you download the PDF or you can manually change the status55 of the order. The status of a job order is
shown in the Status field but there is also a coloured bar indicating the status.

Order
Placed

Awaiting Paper . Received
Orignals _l/

Downloaded

Printed

The work flow should be similar to the one illustrated above.
¢ The Status "Query Outstanding" can happen at any stage before completed.

¢ [f you manually change the status of a job order to printed, you will need to enter the print information
which is required for reports.

e Custom statusesD™ can be created and used as required. By their very nature they can be applicable
at any stage of the process.

¢ The Statuses 'Waiting for Quote' and 'Quote Sent' may be used in some organisations. An order will be
received and a quote sent. When the quotation is accepted the order is placed and can then be
processed in the usual way.
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Searching Orders

You can search all the fields within the orders grid. All the fields that you have displayed in the Orders gridDe
will be searched by default. If you only want to search a specific field you can select the field from the

available list by clicking £| The first three fields will always be blank as they are the first three fields in the
grid which cannot be searched on but are always in the grid.

“Prodog T T PagEs CopiEE e

S P W

LI . R R T ) e pp g T
Jegérname” T T s tatus ™

- @

il =

Ed

)

L{ | Search in columns >| Master template
y [w] Al

] Match case —

4 p—

7 Anne Web Search from current position v| by
v

; -

I Anne Webb Cownloaded Simple v |

i L —

.;l Bryce Cannon  Downloaded Binding O | 'al OrderlD

L

Bryce Cannon  Downloaded Booklet | [
e ton fees oo B DIEUMEN NE S

Example showing the fields which can not be searched

A
b

To use the Search facility simply start typing the word/number you are looking for into the search field. The
search will start immediately and return the number of matches, as shown in the example below.

@ If you cannot see the search field click Q search 14 \iew that search facility.
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Example.
In this example a search is run to find all the documents that were included on order 002509.

1. The number 2 is entered. All instances of the number 2 are highlighted in yellow. You can see that the
highlighted record contains the 1st of 534 matches.

Orders

| & Refresh (#]#] Download ANl | [§] Download @) ProofPrimt 1% Status -

-
OrderID Document Mame Username 5

2 10f2374 X || « | v | ({3 ~

4 Order placed
|1}1}1}25... |Cloud Printer Anne'Webb  Order plac
0002572 far-east-2018-19-broc..  Anne Webb Order plac

0002570 far-east-2018-19-broc... | Anne Webb Order plac
0002568 far-east-2018-19-broc..  Anne Webb Order plac

€| =] =] =l = =]
. o R

M 002567 far-east-2018-1%-broc... Anne Webb Order plac
DEIDEE & Ad Comb Bound ne Webhb Order plac
ek R E L e Y o

2. The number 5 is entered. All instances of the numbers 25 are highlighted in yellow. You can see that the
highlighted record contains the 1st of 123 matches.

Orders

2% Refresh [#]:8] Download Al | [§] Downboad @ ProofPrint 77 Status
-
OrderID Document Mame Username

29 10f480 x || « [ » | &~

» Order placed
|1}1}1}25... |Cloud Printer AnneWebb  Order pl

0002572 far-east-2018-19-broc... | Anne Webb Order pl

0002570 far-east-2018-19-broc...  Anne Webb Order pl
0002568 far-east-2018-19-broc..  Anne Webb Order pl
0002567 far-east-2018-19-broc.. | Anne Webb Order pl

0002566 A4 Comb Bound Anne Webb Order pl

e 2 1 1 s
}|..-.-.-.-|.

S
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The number 0 is entered. All instances of the numbers 250 are highlighted in yellow. You can see that
the highlighted record contains the 1st of 35 matches.

Orders
7% Refresh [#]8] Download a1l | [§] Downlead @) Proofirint 17 Stats - &
'Drd;rID Document Mame Username 5
250 1ofd6 x || « | v | £ ~
'E - 0002501 CostManager Anme Webb Download
'E | 0002488 Manual Mono Title Page Anne Webb Downloade
» Printed
'E == I 0002527 A4 Booklet Anme Webb Printed
4 Completed
'E B 0002550 Ad Booklet Anme Webb Completed
'E m 0002549 TemplateManager Pippa Delve  Completed

/ .ﬂ“‘“#_#‘“'“\"‘."—" Lqu w.iﬂﬁ“-q_{ru#

The number 9 is entered. All instances of the numbers 2509 are highlighted in yellow. You can see that
the highlighted record contains the 1st of 15 matches.

Orders
7% Refresh @8] Download Al | [B] Download @) Proofmrint 7 St -
DrdTerID Document Mame Username
| 2500 1of15 x || | v | &% ~
'E == 0002500 Mono Website David Donald Compl
[}_‘J - 0002509 Skyline PriceManager Cavid Donald Compl
'E - 0002500 Lisban David Donald Compl
[}_‘j - 0002509 ProductManager David Donald Compl
'E - 0002509 Ad Comb Bound Cavid Donald Compl
ﬂ‘-ngr‘gguzm “Ei‘n?ple —_— I"x*- Dayid Danald

If the highlighted record is not the required record, use the |;|;| buttons to scroll through all the
matching records.

Orders

% Refresh [#]8] Download anl | [#] Download & Proof Print ¢ Status ~ % view
-

OrderID Document Mame Username Stat

2509 12 0f 15 x]i a v B
[}:" = 0002509 SkylineManual David Donald Completed
[E_"l - 0002509 TemplateManager David Donald Completed

Hﬁ_‘__‘.ﬁﬁ*,_mm_xw mq_uﬂﬂw
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Downloading Documents

Any new orders sent to your PrintStation are shown in the Orders panell?' under the heading Orders Placed.

To download a document:

1.  Select the new order listed in the section Order Placed.
Orders

| i Refresh #]#] pownload a1l [§] Download @4 Proof Print ¢ Status ~ % View [ Delete ¢ Production Ticket Q) Search 4= Fill Width P Current Job

|
-
OrderlD Document Mame Username Status Product Copies Submitted date

» Order Placed

Anne Webb Crder Placed Collated Sets 200 05/08/2024 09:52:00
3 == 0000120 Administration Anne Webb Order Placed Paortrait Staple 12 30/07/2024 16:21:00
= | 'm AnARd AR S T ——— [P P - Rmrbrnit Chamln £ 3AMTAATA ATAAAR

2. Click E to download the PDF associated with the order. The PDF will be downloaded & the order moved
into the job status Downloaded.
» Order Placed

E ] 0000120 Administration Anne Webb Order Placed Portrait Staple 12 30/07/2024 16:21:00
E - 0000119 ProductManager Bob Jones Order Placed Portrait Staple 6 30/07/2024 15:29:00 =
E ] 0000111 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00
» Downloaded
EI . 0000122 CostManager Anne Webb Downloaded Collated Sets 200 05/08/2024 09:52:00
e T Y T T '

e The == icon will be displayed next to the job and the job mowved to the Downloaded status.

¢ A thumbnail image of the document is be displayed in the Preview pane.

G Note:

e  Skyline can be configured to automatically send an email to the person who placed the order to
confirm that their document has been downloaded.
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Using Download All

Download All
You can use @@ wea to download all the orders displayed in the Orders QaneD21. The orders
displayed will vary depending on your selection in the Portals Panel19.

@ The orders with the statuses "Query Outstanding”, "Waiting for Quote" or "Quote Sent" will not be
downloaded when Download All is used. The documents can be downloaded as required on an individual
basis.

To download all the documents for a specific user:

1. Select the user who's documents you want to download in the portals section. All the orders placed for
the selected user are shown in the Orders grid.

Paortals

Annette x

Statuses | Users | Print5tations  Archived

8 All Users (50)
€1 Fred 26)

Download All
2 Click H&lpovnies
in the Orders grid.

. All the orders for the selected user will be downloaded. The progress is shown

Orders * ¢ X

Downloading 8 of 26

Canada Alaska
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Reviewing the PDF

When the document has been downloaded you can review the PDF.

Orders
Refresh jj Download All j Download 'Z;'}Z' Proof Print ‘:f status =] T view I[i Delete . Production Ticket QSearch 4= Fill Width P Current Job
Order|D Document Name Username Status Product Copies Submittved date
~ Order Placed
ﬂ - 0000120 Administration Anne Webb Order Placed Partrait Staple

12 30/07/2024 16:21:00

ﬂ - 0000119 ProductManager Bob Jones Order Placed Portrait Staple & 30/07/2024 15:29:00

j ‘m 0000111 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00
~ Downloaded

1 - 0000122 CostManager Anne Webb Drownloaded Collated Sets 200 05/08/2024 09:52:00

i - 0000112 Manual Anne Webb Downloaded Collated Sets

1/ 30/07/2024 10:55:00

To review the PDF, select the order then:

1. Select the order then click the — View button in the Orders pane toolbar.
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Requesting More Information

When the PDF has been reviewed you might decide that the job cannot be printed until the originator has been
consulted. This could be due to a number of factors. For example, if the graphics quality in the original was
poor or a large selection of colours you might want to consult the person who placed the order before
proceeding.

When you have a query regarding a job order you should change the statusD% of the order to Query
Outstanding. You can then contact the person who placed the order for more information.

PrintStation can be configured to send an automatic query email message requesting that the person who
placed the job order to contact the print room. Check with the system administrator to find out if your
PrintStation has been configured to generate an automatic message when a job status is changed to Query
Outstanding.

Example of an automatically generated email.

1. A job order is downloaded by a PrintStation user. When the person who placed the order views their
orders they can see that the document has been downloaded.

PDF | Job Ticket | Document | Order Number | Order Date Required Date | Status Quote | Delete

7| View | CostManager 0000122 05/08/2024 09:52 Downloaded

2. The PrintStation operator has a query regarding the job order. They change the job order statusD1%5 to
Query Outstanding.

# Query Outstanding

1 . I 0000122 CostManager Anne Webb Query Qutstanding Collated Sets 200 05/08/2024 09:52:00

3. The person who placed the order can see when they view their orders that a query email has been sent.

PDF | Job Ticket | Document | Crder Number | Crder Date Required Date | Status Quote | Delete

-',"_-. | View | CostManager 0000122 05/08/2024 0952 Query Outstanding

4.  When the person who placed the job order opens their email they will be able to see the automatically
generated email and respond accordingly.

Query Outstanding

Support
Mon 27/10/2014 15:56

There is a query outstanding in your recent order 4047. Please contact Print Senvices

as soon as possible.

Example of an automatically generated email message when the status is changed to Query
Outstanding.
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Adding notes to a status email

Any information entered in the User Notes area in the Oveniew tab in PrintStation can be included in a Status
Email. Any PrintStation user can add notes to this area which then can be included in a Status Email. This
could be especially useful when you have a query regarding an order.

Overview Details Delivery History Job Ticket Approval Additional Fields
Pages Copies Pricrity Date Submitted Date Required User Notes CTRL Enter to insert a new line
| [ [ T+1
20 [Z[1z 2] [Normal - (30 July 2024 &l B
Paper Printed Sides Printer Type Laminated
T —
Document (a4 White 80gsm -] [Double Sided [+ [Black and White ~lo
_
Front Cover [ -| | o] I+ B
Back Cover [ -~/ I = T+ a
Binding Stapling Hale Punching Falding Price
| [+] 'DoubleStap\e [=] [ [=] [ [+] | 178.2000/ | Calculate Price |

Any text entered in the User Notes area which is saved can be included in a Status Email

Configuration Required

The field User Notes needs to be added to the status email. For information on how to do this see the section
on Changing the Wording in a Status Email0e,

Status settings
MName Query Cutstanding Show Orders on Printstation Email User
End User Display | Query Outstanding Allow order to be deleted [
Email 5ettings
Email Subject Query Cutstanding
CC List
Email Ecdy
B Ua E===sFE=E:2|0 0 6-
Reference your order {Orderld} for {Copies} of {DocumentName} placed {SubmittedDate].
{UserNotes}

Example of a Query Outstanding email containing the UserNotes field.
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To Send notes in a status change email.

1.  Enter the required notes in the User Notes section on the Ovenview tab. If you need to start a new line of
text press CTRL Enter.

Overview Details Delivery History Job Ticket Approval Additional Fields
Pages Copies Pricrity Date Submitted Date Required User Motes CTRL Enter to insert a new line
| 270 Al L] | T« I [ —
=112 |~ [Normal - 30 July 2024 A} ] Please give us a call on extension 548 to discuss your binding
requirements.,
Paper Printed Sides Printer Type Laminated
Document [ a4 White S0gsm -| [Double Sided [+ |Black and Wite ~1@
Front Cover | -| [ T~ ]
Back Cover | -| [+ [+] B
Binding Stapling Hole Punching Folding Price
| [=] 'Doublestaple [+] | [+] | I+] | 178.2000/ | Calculate Price |

2. Click Save Changes.

3. Change the Status of the email to Query Outstanding. An email will to sent to the owner of the order, an
example is shown below.

Query Outstanding

Support
To @ Annette Webber

Reference you order 0000990 for 2 copies of NewEngland placed 12/7/2020.

Flease give us a call on extension 4578 to discuss the binding requirements.

Example Query Outstanding Email

Version: 7.6.0.8




Skyline PrintStation 14

Quotation Requests

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.

To send a quotation:

1. Quotation requests will show in PrintStation with the status 'Waiting for Quote'. Select the order and view
the details. You will not be able to use the Calculate Price button. Enter a value in the price field and
save your changes. Add any notes as required when the changes are saved.

Crders

Refresh @] @] Download All (8] Download () Proof Print ¢ Status ~ % View [ Delete 2 Production Ticket ) Search = Fill Width | P Current Job

+
OrderlD Document Name Username Status Product Copies Submitted date Price:
~ Waiting for quote
E - I 0000123 Manual Anne Webb ‘Waiting for quote Quotation 20 05/08/2024 11:3%:00 0.000
g . 0000119 ProductManager Bob Jones Crder Placed Portrait Staple & 30/07/2024 15:2%:00 264000
ﬂ . 0000111 Manual Anne Webb Order Placed Simple Printing 4 30/04/2024 14:03:00 1523.8800
» Downloaded
1 - 0000122 CostManager Anne Webb Downloaded Caollated sets 200 05/08/2024 09:52:00 330.0000
Ovenview Details Delivery History Job Ticket Additional Fields
Pages Copies Priority Date Submitted Date Required User Notes CTRL Enter to insert a new line
794 - |20 = |Normal e 05 August 2024 ~? - Meed to discuss the most cost effective way to bind these
documents
Paper Printed Sides Printer Type Laminated
Document Ad White 80gsm - Double Sided + | |Black and White -
Frant Cover - - -
Back Cover - - -

Binding Stapling Hole Punching Folding Price
s e - - 0.0000 Calculate Price
[0 Waiting for quote | 0000123 Anne Webb | Quotation Manual (a Production Tickel| [ save Changes

2. Change the status of the order from "Waiting for Quote' to 'Quote Sent'. When the status is changed an
email is sent to the user telling them that they have received a quotation. They are then able to accept or
reject the quotation from their orders page.

PDF | Job Ticket | Document | Crder Number | Order Date | Required Date | Status | Quote | Delete

T [View| Manua 0000123 05/08/2024 11:39 Quote sent 562.94 (] X
e Accepted Quotation - If the user accepts the quotation an order is placed with the same order
number and the order can be processed in the usual way. Only one quotation can be accepted at
a time.
The history of the quotation is shown on the History tab of the new order.
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Owverview Details

Delivery History Job Ticket

Status Changes

Additional Fields

Date Status Emiail User Processed By
| L | 05/08/2024 11:3%:19 Order Placed
05/08/2024 11:3%:22 Waiting for quote
05/08/2024 114717 Quote sent Anne Webb
05/08/2024 11:49:59 Crder Placed

Details entered about the quotation when the details were saved show in the Staff Notes area.

Overview Details Delivery History Job Ticket Additional Fields

Staff Notes (69/2000 characters)

05/08/2024 11:46:53 Username: anne webb
Aded comb binding and pricing

Account Cade (T2

Account Name |IT Brachures |

Account Description |Test Account |
I |

Impaositon None -

Options1
Options2
Options3
Options4
Options5

Optionsé

e Rejected Quotation - If the user rejects the quotation the order status is changed to 'Deleted;
and removed from the PrintStation.
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Amending the Order Details

You can amend the job order details before you download the document or after it has been downloaded. All
the order information in shown in the Detail PaneD? . When you review the request there may be queries or
you may receive a request for an amendment to the order. Details contained within the tabs can be updated.

To amend an order:

N L . Save Ch
1. Make the changes required in the tabs and update the price if necessary. Click [2) Save Changes .

2. Enter details explaining why the change was made.

Motes
Please enter any change notes here

Amended the quantity from 100 to 10 and calculated the new
price|

Cancel Save

1. Details entered in this window are shown in the Details tab0? .
2. Click Save to continue.

3. View the Details tab. The change has been made to the order and the notes are shown so that any
changes can be tracked. Even if no details were entered the date, time and user name is recorded.

Overview Details Delivery History Job Ticket Additional Fields
Staff Notes (120/2000 characters)
Account Code Options1 hd
05/08/2024 15:23:27 Username: anne webb
Account Mame Amended the quantity from 100 to 10 and calculate the new price Options2 -
Account Description Options3 -
Options4 -
Options5 -
Impositon None -4 Optiansé T

4. (Optional) If you require the change to be confirmed by the customer change the status to Quote Sent.
When the status is changed an email is sent to the user telling them that they have received a quotation.
They are then able to accept or reject the change. Only price changes are shown on the Orders Web
page. Any other amendments need to be agreed before the status is changed.

e Accepted Quotation.
If the user accepts the quotation the order the original order is changed to 'Deleted' and a new
order is placed containing the quotation information.

o Rejected Quotation.
If the user rejects the quotation the order status is changed to 'Deleted; and removed from the
PrintStation
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Changing the Price of an Order

When an order is sent to the PrintStation there may be a price associated with the order. Occasionally the
price of printing a document needs to be amended due to requests from the customer. Pricing can be
amended by Managers using Live Orders or by the PrintStation operatives.

Example 1 - Cost of Producing the Document
After a conwersation with the customer a change to the requirements of producing the document is
agreed. For example, laminating might be required or a different media type used during production. The
price of the order needs to be amended & the customer will see the amended price on their orders page.
Any management reports will include the amended price.

To amend the cost of producing a document:

1. Select the job to be printed & view the Overview tab2¢ .

Overview Details Delivery History Job Ticket Additional Fields
Pages Copies Prigrity Date Submitted Date Required User Notes CTRL Enter to insert a new line
794 =111 21 IMormal - 30 July 2024 - -
Paper Printed Sides Printer Type Laminated

Document A4 White 120gsm - Double Sided - | |Black and White -

Frant Cover - - -

Back Cover - - -

Binding Stapling Hole Punching Folding Price

h e e - 19.8500/ Calculate Price

Example of the Overview tab in the Details Pane
2. Change the order requirements, for example the number of copies. Then update the price of the order

. Calculate Price .
using to calculate the new price.

3.  Any changes made are not saved until you click o Cnope: .

4. 'I_'he Notes window opens.

Motes

Please enter any change notes here

Amended the quantity from 100 to 10 and calculated the new
price|

Cancel Save

Enter your reasons for changing the order together with any other notes then click Save to confirm the
change.
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5. (Optional) If you require the price change to be confirmed by the customer change the status to Quote
Sent.
When the status is changed an email is sent to the user telling them that they have received a quotation.
They are then able to accept or reject the quotation. Only price changes are shown on the Orders Web
page. Any other amendments need to be agreed before the status is changed.

e Accepted Quotation.
If the user accepts the quotation the order status is changed to 'Order Placed' and the order can
be processed in the usual way.

o Rejected Quotation.
If the user rejects the quotation the order status is changed to 'Deleted; and removed from the
PrintStation

6. The cost of producing the document will be updated in the PrintStation Orders pane when PrintStation is
refreshed. The customers Original order details will also be updated to show the new price for producing
the document. Any management reports that are run will also contain the updated price.
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Example 2 - Re-printing a document.

After the order has been printed the customer requested a partial copy of the document. Any

management reports will include the amended price (printed price) for the second print run as well as the
cost of the original print (Original Price). The customer will not automatically be notified of the change to

the cost of the producing the document.

@ If there is no cost to the customer associated with the re-print and you do not want the printing recorded
in the Management reports you can use the Proof PrintD51 option.

To amend the cost of re-printing a document:

1.
2.

Select the job to be printed.

In the Output pane click the printer that you want to use to print the document.

The message "This document has already been printed. Do you want to Print it again?" is displayed.

Click Yes.

The printer window opens.

Skylime Generic Print

General User / Account Details Document Finishing
Printer
Price
Mame: X¥erox Phaser 6180M PS - o
Binding

Document Mame  Website Falding

Hale punching
Product A4 Comb Bound Document

Stapling
Print range Preview
@ All
Fages 1 to 94
Page handling
Copies 20 : | Collate
@ Portrait Landscape
Sides 1-Sided Print hd
Page scaling Scale to Printable Area -
Paper tray Tray 1 [MPT) =

| Auto-Rotate and Centre

Printer Type

Colour Manochrome

Print from Acrobat Print ticket Print

ey 1%

147.20/

PlasticComb

M skyline

Shyline Website

Varnic § 07 bid 3 Pt 2018

Cancel

1. Amend the price of the document. You can enter the value 0 if there is no charge for the re-print.

2. Amend any other details e.g. the quantity of documents to print & then click Print. The

document is printed & the amended price is recorded.
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Changing Additional Fields

If the feature Additional Fields is used, the field details can be amended if needed via the Additional fields tab.
The information that can be changed in shown in the Edit Additional Field section. Pricing can be applied to
fields that are either tick boxes or drop down choice fields. If prices are set for these fields the order price will

need to be updated as well.

Cverview Dretails Delivery Histary COriginal Additional Fields

Additonal Fields in this document arder Edit Additional Field
Mame Walue Type of packaging for each document

[> | Type of packaging for each document Plastic Bag -
Plastic Bag

Example of fields displayed in the Additional Fields tab.
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To amend Additional Fields which are priced:

1. Confirm with the customer the details that need to be changed. The options in this example can be
viewed by clicking on the down arrow.

Overview Dretails Drelivery Histary Original Additional Fields

Additonal Fields in this document order Edit Additional Field
s Value Type of packaging for each document
|[) IT}'DE of packaging for each document IPIastic Bag ( = =
Plastic Bag -

Eco Bag - Free
Plastic Bag
Cardboard Box
Wooden Box

2. Select the required option and click Save Changes.

Overview Dretails Drelivery History Original Additional Fields
Additonal Fields in this document order Edit Additional Field
Mame Value Type of packaging for each document
| [ IT}'pe of packaging for each document Plastic Bag f ™
Eco Bag - Free hd
[ Order placed 0005177 Anne Webb | A4 Poster  Poster 1 fa Print Job Ticket|| [] Save Changes |
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3. The Notes window opens. Enter details of why the change is required and press Save.

Overview Dretails Delivery

History

Original Additional Fields

- Mot
Name artes

| [ |T}'pe of packaging for each

Please enter any change notes here

dit Additional Field

'pe of packaging for each document

co Bag - Free [+]

Cancel

Save

O Order placed 0005177 | Anne Webb | A4 Poster

Poster 1

[ Print Job Tll:kEt” B Save Changes

4. This Additional field has pricing associated with the choices. View the Overview tab and click Calculate

Price.
Cnverview Details Delivery History Original Additional Fields
Pages Copies Priority Date Submitted Date Reguired User Motes CTRL Enter to insert a new ling
[1 =1k =k [+] [03 January 2023 = ]
Paper Printed Sides Printer Type Laminated
Document 'W‘T' 'Single Sided =] |Colour [+] (|
Front Cover T+ ( T+] | [+] o
Back Cover T | T+ [+] o
Binding Stapling Hole Punching Folding Price
[ [+] [ [ [+] [ [ [ 2.7000| Calculate Price
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5.

The price is updated with the new cost which reflects the change made in the Additional Fields tab. Any

changes made are not saved until you click

The Notes window opens.

E Save Changes

Motes

Please enter any change notes here

Cancel

Amended the quantity from 100 to 10 and calculated the new
price|

Save

Enter your reasons for changing the order together with any other notes then click Save to confirm the

change.
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Running a Test Print

If you want to do a test print of a document there is a facility called Proof Print available. Any orders printed via
the proof print feature are not recorded in the management reports and are therefore not chargeable to the
customer.

To run a test print:

1.  Select the job to be printed.

&) Proof Print
2. Click in the Orders pane toolbar.

3. The Proof Print window opens. Select the printing options you require and click Print to run the test print.
(& Proof Print 52

Documents printed using this Proof Print function will not be recorded on any reports

Select Printer SkylineManual - 0000018

= on

gj ‘wgrunter\HP EMVY 4500 Series Class Driver
= Adobe PDF Corwerter

= Brother DCP-125C

Preview

mj »

L

[—] e
mm S kylin
Page Range

@ All Shiyline Masual

I Pages 1 to 96

Page handling

Copies 1 51 [l Collate

@ Portrait I Landscape

Printed Sides |2-5ided Print -

Secaling [Fit to paper w7

Paper tray | Automatically Select [+] I'::‘-::'I Page 1 of 896 (2
Auto-Rotate and Centre

Print I Cancel
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Printing an Order

When the PDF has been reviewed you can send the document to a printer.
To print a document:

1. View the list of orders with the status Downloaded.

I skyline PrintStation  Connected to - test2eprintnow.com - Username: anne webb o =
file Setup Languages  Theme Help
On Deman Printing
Portals Orders
e =~ @ X
est2 || 2 retresn (3] Downicad an (8] pownioad @ proof print ¢ status - E view [ Detete L Production Ticket Q) search 4+ Fill width | b Currentjob |
OrderlD Document Name Usemame Status Product Capies Submitted date Frice e
Statuses || Users || PrintStations
~ Downloaded
f Al Statuses (14) < = & 0000122 Costhanager Anne Webd Dournlosged Callated Sets 200 05/08/2024 08:5200 3300000
e ess iloaded Sllsted Sets 1
[ Waiting for quote = & 0000112 |Manual Anne Webb Downloaded Collated Sets 1 30/07/2024 105500 198500 =
M Quote sent (1) 3 =m0 Word [ pages) Mors Anne Webb Downlosded  Simple Frinting T 30/03/2024 140300 55200
[ Awaiting Paper Originals = o 0000111 TUllceland Anne Webb Downloaded Simple Printing 4 30/04/2024 140300 597600
[ Paper Originals Received < "M 0000110 Glasgow Poster Nettie Downloaded Faster 1 27/02/2024 145800 10500
[ Order Placed (3) & G ErSETTy -
[ T, b
‘ ] v Outut
Oveniew | Details | Delivery | History || JobTicket | Additional Fields
Printers | Folder
Preview Pages Copies Friority Date Submitted Date Required User Notes CTRL Enter to insert a new line &
(708 |21 [Z] [Normal [~ 30 July 2024 = [~] t’; Frint to PDF
B Skylin Paper Printed Sides Printer Type Laminated ~
Dacument a4 wnite 1200sm [~+] [Double sigea [~ [Biack ana wnite [~1m 5 Remote Printer
Front Cover = = = Q
] oN
Back Cover [ I~ [ [+ =@ N eroxVersant.
Binding Stapling Hole Punching Folding Price j N
I l | I I |' [ [+ [ [+ [ [+ | [~] | 19,8500/ | Calculate Price |
O Downloaded 0000112  Anne Webb  Collated Sets  Manual = Prududmn'ﬁcket”Biate[han;es |
Checking for new jobs 07:58

1. Select the job to be printed.

2. In the Output pane click the printer that you want to use to print the document.

2. The printing window opens. Review the order details and make any changes as required. The Document

Finishing tab contains any Custom Document Options that you included in the Product.

0 Be aware that if you select the option Print Document in Monochrome the document may be

produced in colour if your printer overrides the PrintStation command.

Skyline Generic Print =

Mm

General User / Account Details Document Finishing

Printer Y
f — | | Price | 7.80
Mame: Canon MG3600 series Printer -
Document Body Monochrome
Document Name ~ Website Front Cover Calour
Froduct Comb Bound Back Cover Monochrome
Print range Preview
o Al
Pages 1 to 96
M skyline
Page handling
Copies [ =] el coliate
Shyline Website Manual
@ Portrait _ Landscape A
. a2
Sides |2-sided Print M|
. P — b
Page scaling |Scale to Printable Area ~|
_—
Papertray [Front Tray -|

[#] Auto-Rotate and Centre

Printer Type |
[] Print document in monachrome -
| Print from Acrobat | [] Print ticket Print Cancel
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3.  Click Print to send the document to the printer. During the printing window will keep you informed of the

process.

Skyline Administration - Pages: 256

Preparing the document for the printer

|D: 4 - Size: 18147560 - Printed: 0 of 159 - Spooling

Cancel

-

4. The document is printed. The icon colour changes to

which shows that the job has been printed and

the job status is now In Production. The job may still be displayed in the Downloaded status group but
will be automatically moved to the In Production group when the screen is refreshed.
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Reprinting an Order

If you have printed a job order you can still re-print the order if you need to. The cost of the order will be
included again in the management reports. In Live Orders the re-printed order will show with a red printer icon

(=) indicating that the order has been printed more than once. If you do not want to charge for the second
print you can remove the printed job from the reports. Alternatively you could use the Proof Print facilityDs' to
re-print the order. Any orders printed via the proof print feature are not recorded in the management reports and
are therefore not chargeable to the customer.

@ If the Order has already been printed any changes to the status will not let you record how the job was
printed. If you need the job to be re-printed and the details included in the report you need to use a printer
within the Skyline system or have a new order raised.

To re-print an order:
1.  Select the order to be re-printed and select the printer.

2. The message "This document has already been printed. Do you want to Print it again?" may be displayed
if your system has been configured to display a warningD92. Click Yes to print the document.

-
Print5tation = .3 --|

[9] This document has already been printed. Do you want to Print it again?

Yes ] | Mo

LS

3. The printer window opens. Enter the required information and click OK to print. The History tabl126 in the
Details pane is updated to show that the job order has been re-printed.

Reprinting Completed Orders

If an order has been completed you can reprint all of the order or a specific part of the order.

If completed orders are not displayed within PrintStation you can find them using the feature Live Orders which
is available on the website. Find the required order and change the status to Order Placed. The order can
then be reprinted from within PrintStation.

@ If the Order has already been printed any changes to the status will not let you record how the job was
printed. If you need the job to be re-printed and the details included in the report you need to use a printer
within the Skyline system or have a new order raised.

To reprint a completed order from PrintStation:
1. Locate the order with the status Completed.
2. Change the status of the order to Order Placed.

3. Reprint the order. As the order has already been printed you will be asked "Do you want to record how
this job was printed so that it is included in the reports?"
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Changing the Status

The status of a job will be automatically updated in the following situations:-

Original Status
Order Placed
Downloaded

Query Outstanding

Action
Download the order
Print the document from PrintStation

Print the document from PrintStation

Updated Status
Downloaded
In Production

In Production

When the document has been processed by sending the job to a printer outside the Skyline environment or
when a job is completed, the status of the job order needs to be updated.

It is good practice to follow the normal work flow when changing the status of a job order. If you do change the
status when a document has not been printed from Skyline you will be asked to enter the details of where the

document was printed.

Order
Placed

Awaiting Pap_err\
_l/

Orignals

Downloaded

Received Printed

When a job order status is updated, Skyline can be configured to send an automatic email to the client. The
status can also be automatically updated on the user's Orders web page.

G If the Order has already been printed any changes to the status will not let you record how the job was

printed. If you need the job to be re-printed and the details included in the report you need to use a printer

within the Skyline system or have a new order raised.

Version: 7.6.0.8



56

Skyline PrintStation

To change the status of the selected job:

1.

View the list of orders and select the job that you want to change the Job Status of.

| ﬂ Refresh EE Download All E Download '@' Proof Print E:i’Status = I‘Jiew 'ﬂ' Delete |.:_.51 Pr

Orders

-
CrderlD Document Mame [ wWaiting for quote
» Downloaded B Cuote Sent

< = 0003266 MIT Card |ﬁ.nr [ waiting for Paper Criginals

m .|
'_E = 0003265 Ad Comb Bound Briz ] Order placed

; 0003264 it | [602) Briz
T = anual |502) "C W Query Outstanding
- o 0003263 CostManager Anr
= ] Downloaded
= o 0003258 Manual Cut
— ) [0 Paper Criginals Received
'_E m 0003253 PacificMorthWestlUSA Cut
< o 0003258 A4 Comb Bound cut| LI In Production
% @ 0003257 A4 Comb Bound cut| I Printed
'.E - 0003256 PacificMorthiWestlUSA Cutf @ Completed
“ =& 0003245  Manual Anr 5'¢ Hand Finishing Required
- o 0003244 Simple Jah
=l e P 'ﬂ' Delete
'_E ' 0003243 Website Anr

1. Click Status and select the status that you require in the list. The status shown in the Orders

pane will be updated as well as the history table shown in the Details pane.

OR

Right mouse click on the order to display the status list.

0 If a status is shown in blue it means that any jobs changed to that status are not shown on

the PrintStation.

The status of the job will be updated.
When you change the status of a job order that has not been printed to In Production, Printed or
Completed. You will be asked to enter details of the printer that the job order was produced on.
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To change the status of a job order that has not been printed:
1. Select the job order and click Status. Select the status In Production, Printed or Completed.

2. You will be asked "Do you want to record how this job was printed so that it is included in the reports?"

Skyline
ﬂ— Do youwant to record how this job was printed so thatit is included in the reporis?

Q0000029 - Skyline Website

Yes Mo

1. Click Yes - continue at step 3.
If the job was a stock item click Yes as you are able to select the printer as "Stock Item - Not
Printed". The job details will then be included in reports.

Click No.
If you do not want to record that the job has been printed.

2. You are asked to confirm that the job details will not be included in any reports.

e B

Confirm =
“ This job will not be included in any reparts

oK Cancel

Click OK to change the job status as selected and the job details not included in any reports. If
required an email indicating the status change is sent out to the customer.

Click Cancel to make no status changes.

3. The Printer information window opens. Enter the details of the printer that was used to print the job order.
If the order was not printed but the items were taken from stock select the printer name "Stock ltem - Not
Printed" When all the details have been entered click Save.

4. The job order will be moved to the selected group and the status changed. If required an email indicating
the status change is sent out to the customer.
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Changing the Status of Multiple Orders

You can select multiple jobs and change their status if their original status is the same. When a job order
status is updated, Skyline can be configured to send an automatic email to the client. The status can also be
automatically updated on the user's Orders web page.

To change the status of multiple jobs:

1. View the list of orders.

Orders

-

Crder|D Document Mame
A |n Production
= 0003268 Manual Anr
'_i -' 003224 Skyline Installation Manual Anr
= . 0003222 Manual (502} Chr
= m 03200 PrintStation Anr
= q'/ )6003194 Canada Anir
- EI’]Eﬁm 94 Simple Anr
'_E m 0003194 Ad Comb Bound Anin
= m 0003194 sA Anir
'_£ m 00031494 Europe & The Artic Anin

ﬂ Refresh EE Download All E Download '@'Prnanrint E:?Status - I‘Jiew ﬂ' Delete .3 Print Jo

[ waiting for gquote

B Cuocte Sent

[] waiting for Paper Criginals
[ Crder placed

B Cuery Outstanding

] Downloaded

[0 Paper Criginals Received
O InProduction

B Frinted

B completed

(=

5. Hand Finishing Required

'ﬂ' Delete

1.  Select the required job orders. To select non-adjacent jobs hold down the CTRL button and click
on each job.

2. Click Status and select the status that you require in the list. The status shown in the Orders
pane will be updated as well as the history tab in the Details pane..

G Notes:

If you select a job order that is of a different status a message will tell you that you can only select
multiple jobs that have the same Status. When you click OK, the last job is deselected.

Warning

|” Please only select jobs with the same status.

23

Ok

If you are changing the status when the job order has not been printed you will have to enter details of the
printer that the job order was produced on.
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Rejecting Orders

When the PDF has been reviewed you might decide that the job cannot be printed. If you are unable to print
the job you need to delete the job and if necessary notify the person who placed the order. When a job is
marked as deleted it will still be visible in your PrintStation unless the Printed Status has been configured to
be hidden from the PrintStation.

To reject an order:

1.  Select the job order to be rejected.

2. Click I in the toolbar to delete the job order.

OR
Right mouse click the job to be deleted and select the option T Delete from the menu.
OR
f Status -
Click in the toolbar and select the option T Delete from the menu.

3.  The Confirm window opens.

Confirm &3
u Are you to sure you want to delete selected document(s)?

OK Cancel

1. Click OK to delete the selected job order. The Job order status will be changed to Deleted.

PrintStation can be configured to send an automatic email message stating that the job order has been
deleted. Check with your system administrator to find out if your PrintStation has been configured to generate
an automatic message when a job order is deleted.

@ Note

When an order is deleted in PrintStation it is also removed from the users Orders tab.
Example of an automatically generated email.

1. A job order is downloaded by a PrintStation user. When the person who placed the order views their orders
they can see that the document has been downloaded.

PDF | Job Ticket | Document | Order Number | Order Date | Required Date | Status | Quote | Delete |
| | View | Manual 0000123 05/08/2024 11:50 Crder Placed X
S o
I Z | View |  CostManager 0000122 05/08/2024 09:52 Downloaded I

2. The PrintStation operator has decided that the order is no longer required. It could be that an order was sent
in by mistake and the user has requested that the order is not printed. The job order is deleted and is no
longer visible at the PrintStation.

3. The person who placed the order can receive a deletion email. Their order is no longer listed.

4. When the person who placed the job order opens their email they will be able to see the automatically
generated email informing them that the order has been deleted.
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Deleting Multiple Orders

You can select multiple jobs and delete them if their original status is the same. When a job is marked as
deleted it will still be visible in your PrintStation unless the Printed Status has been configuredD'" to be
hidden from the PrintStation.

To delete multiple jobs:

1. View the list of orders.

Orders

i Refresh i-li.l Download All EI Cownload ';f} Proof Print ¢ Status ~ "% View [l Delgte| (5 Print Job Ticket Q, search

S
OrderlD Document Name Usermame Status Product Pages

Copies To
Enter text to search a | v -
~ Downloaded

 In Production

g = DO0OD0Z Website skylinehost  In Producti.. Simple Printing 54 2
= . 0000003 | Website Anne Webb In Pegpducti.. Simple Printing 94 1
= | DOO0ODE Website Anne Webb In Prol i.. Simple Printing 94 1
< - 0000005 Website Anne W ji... | Simple Printing 4 4
B = QDOODOE Framework Document 1 Angus Mc... . Collated Sets 43 B
e - 0000009 | UpgradeProcedurel An by i..% Collated Sets 28 1
y- -] . 0000010 Manual George Edy ing 602 14
= =& 0000010 Manual George Edy In Producti... inting 502 1
g 0000010 Manual George Edy In Producti.. Test Binding 602 6

b e . _.\_-rrﬂ-ﬂ\w._“wﬁdﬂ‘-u#;.__—_-_ ..... ‘_'r-ﬂ Ee . “_rl—uﬂ.-.
1.  Select the required job orders.
2. Click Delete.

2. The Confirm window opens.

- '\

Canfirm 3

o
Iu Are you to sure you want to delete selected document(s)?

OK I Cancel I

1. Click OK to delete the selected job order. The Job order status will be changed to Deleted.

G Notes:

. If your select a job order that is of a different status a message will tell you that you can only select
multiple jobs that have the same Status. When you click OK, all the jobs are de-selected.

. PrintStation can be configured to send an automatic email message stating that the job order has
been deleted. Check with your system administrator to find out if your PrintStation has been
configured to generate an automatic message when a job order is deleted.
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Processing Paper Original Orders
Any new job tickets sent to your PrintStation are shown in the Orders panel21. The 4 icon indicates that an
electronic copy of the document is not available but paper originals will be produced.

To process a paper original order:

1. The new order is listed in the group Awaiting Paper Originals.
Orders

Refresh [#]#] Download Al [#] Download @ Proof Print ¢ Status ~ % view T Delete ¢ Pri

Y
OrderlD Document Name Username Status Product
Enter text to search 4 | ¥ -
A Order Placed
ﬂ “a 0000038 Administration Anne Webb Order Placed A4 Comb Bound Document

A |Awaiting Paper Criginals

|—_E| m 0000037 Original Documents Anne Webb  Awaiting P... simple

L4 aBamnlaadead | e g APy A s S R B et

2. When you hawe received the paper copies you can change the status to Paper Originals Received and
process the order according to the order details received.

3. When the job order has been printed you need to change the status0%5 to Completed.You will be asked
"Do you want to record how this job was printed so that it is included in the reports?" Click Yes.

@ If you select No you will be asked to confirm that you do not want to include the job in any of the

reports. The job order will be moved to the Completed group and the status changed to
Completed.

4. The Printer information window opens. Enter the details of the printer that was used to print the job order.
If the order was not printed but the items were taken from stock select the printer name "Stock ltem - Not
Printed" When all the details have been entered click Save.

5.  The job order will be mowved to the Completed group and the status changed to Completed.
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Processing ZIP Files

Job orders can be placed that are ZIP files. When you receive the job order you will not know that it is a ZIP

file until the order is downloaded. When a ZIP file is downloaded the icon changes to [tl You need to
process the ZIP file before it can be printed.

To process a ZIP file:

1.

2.

View the list of orders. The job order has been downloaded and the icon shows that it is a ZIP file.
Crders :

% Refresh [ )] Download All | [#] Download @ Proof Print 3¢ Status ~ % view TH Delet

-
OrderID Document Mame Username Status Product

IEnterte:dt-:u search II - | v Q -

A Awaiting Paper Originals
B - DO0D037 Original Documents Anne Webb  Awaiting P... simple

~_ Downlogded
[}_‘" = 0000038 |Administration |Anne Webb Downloaded Ad Comb Bound
= ™R 0000036 UpgradeProcedurel  Anne Webb Downloaded Booklet
'E B 0000036 UpgradeProcdure Annme Webb Downloaded Booklet
= I 0000036 MorwegianTrainRoutes  Anne Webb Downloaded Booklet

| x_"_uerdvh_ﬁ_*_”” -%“W.

The method of extraction will depend on your version of windows and computer setup. The process
explained is a guideline on what to expect.

1. Double click the ZIP icon to extract the files.

2. Click Extract all files.
niStation Documents\Documentsalbbd4d0-67ed -4d04-805¢c-54%9dBa72d6d Fha0bbd4dd-67ed -4did-... Erg”z
File Edt View Favorites Tools  Heb *

€ > .’ 7 | szarch Foldars -

(3 :\PrintStation DocumentsiDacumentstaDbbd4d0-67e4-4d04-B05c-54 540672064 7 a0bbd4dD-67e4-4 d04-B05c- 54940672061 20 ¥ | o]

Address

Hame Trype Packe:. ., Has ... Siza R... Date
Folder Tasks Bl | T Skyine Administr... Adobe dereb...  3,190KE Mo 3,85, 18% 3011/2011 15:34
(i Estract & fies —
|--.

Other Places 3

1) 20bbddd0-6Ted-+d4-B05
) My Documents
W My Network Places
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3. The Welcome to the Compressed (zipped) Folders Extraction Wizard window opens. Click Next
to continue.

Extraction Wizard @

Welcome to the
Compressed (zipped)
Folders Extraction
Wizard

The extraction wizard helps pou copy Res
fram inzide a ZIF archive.

To conbnues, chok Mest,

[ st » ][ Cancal

4. The Extraction Wizard window opens. Select a folder to extract the file into. Click Next to

continue.
Extraction Wizard @
Select a Dezhination r&'.‘.‘.“

Filez inzide the ZIP achive wil be edtracted to the [ocstion you

| ]
chonze, \ﬂ'r

Selsct & folder to sxtract fles to.
File will be extracted to this diecton:

C:\PrirdStation Documents

Extracting...

[ < Back " Mt » ][ Cancel ]
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5. The Extraction Complete window opens. Click Finish.
Extraction Wizard

E xtraction Complete
Filez have been successuly extracted from the ZIP archne.

Filez have been successfully extracted to the followng
drechone

C:5PrintStation Documents

To see your exfracted hles, check the box below:
Show extracted files

Fresz finizh bo continue.

| Fiish | [ Canesl |

The contents of the zip file have been extracted to the location you specified.

Process the order according to the order details received. You will not be able to print the order directly
from PrintStation.

When the job order has been printed you need to change the status055 to Completed on PrintStation.

1. You will be asked "Do you want to record how this job was printed so that it is included in the
reports?" Click Yes. If you select No you will not be able to change the status of the job,

Skyline 23
o Do you want to record how this job was printed so thatit is included in the reports?
Q000038 - Administration

Yes Mo

2. The Printer information window opens. Enter the details of the printer that was used to print the
job order. If the order was not printed but the items were taken from stock select the printer name
"Stock Item - Not Printed" When all the details have been entered click Save.

3. The job order will be moved to the Completed group and the status changed to Completed.
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Using Folders

When the PDF has been reviewed and downloaded you can send a copy of the document to a folder. If the job
is to be forwarded to another process you will have folders made available. When PDF documents are copied
to a folder you can navigate to the folder's location and retrieve the document. You will be able to identify the
job order as the PDF will contain the document name and the job order number. When a folder is created it is
assigned a specify output format.

« LIEPDF Only - Select if you have a PDF that needs to be worked on.

« L= PDF with XML - Two files are transferred into the folder, the PDF and a XML copy of
the Job Ticket

. LB Automate - Used in conjunction with Automate.

ol -.*.‘-‘; PDF with CSV - Two files are transferred into the folder, the PDF and a CSV copy of
the Job Ticket.

To move a document to a folder:
1. Select the job to be moved.

2. In the Output pane click the folder that you want to send the document to.
3. The Copy to Folder window opens.

. Copy to Folder =2

Do you want to copy the selected document to the
output folder?

i"'{;:- Booklet (A3 to Ad)

Include this job in reports

1. If you do not want the job to show in the reports remove the tick next to include this job in
reports.

2. Click OK to mowe your selected document to the folder.
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4. The Generic Printer window opens

Skyline Generic Print =Z

R 19

General User / Account Details Document Finishing
q
Cutput —
| | | Price ' 26.62
Mame: Booklet (43 to Ad) -
. Document Body Maonochrome
Document stock Item - Mot Printed Front Cover "
Product ﬁ_a Booklet (A3 to Ad) Back Cover .

ﬂl'!?l BusinessCards - 100
[,
| o Half Fold Brochure

Print range Freview
"9% |(") Half Fold Standard
@ Al |[773 Hand Finishing
Pages |_&|T-_T\| PDF with XML
) |'“|_§| Automate
|13 PDF with CSV
Page handli Fax - |
) T T
Copies 2 =] [w| Callate
7 @ Portrait _iLandscape
Sides \2-sided Print [+
] Page scaling |Scale to Printable Area [+]
q
5 Paper tray ' [+]

Auto-Rotate and Centre

Printer Type Skyline Administration Manual

robinyiyeleeein
Frint document in monochrome

I Save [ | Cancel

Select the output folder from the listing then click Save

5.  The document will be saved in the specified folder with the document name, Order Number & a unique
identifier. Depending on the folder type selected, the Job ticket may also be saved.

IEEI

o Document has been copied

Ok

6. The status of the job order will automatically be changed to In Production.

Version: 7.6.0.8



Skyline PrintStation 67

Printing Tickets

Printing a Job Ticket

When an order is sent to the PrintStation all the order information is shown in the Job Ticket tab. If required
you can print the job ticket.

To print the job ticket:

1.  Select the job and view the Job Ticket tab.
2. Click Print Job Ticket.

Cverview Details Delivery History Job Ticket Additional Fields

| Print Job Ticket \ Body
uotation i
Mediz |A4 White 80gsm
REQUEST
FOR QUOTE

d J Printed Sides |Dgub|e Sided
'I.\( nrad 1|

Printer Type |Black and White

Document Name: Administration Please enter any other special requirements
Order Number: 0000124

Created: 05/08/2024 02:08 PM |

3. The Print window opens. Select your required printer and click Print to print the job ticket.
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Printing Production Tickets
To print a Production Ticket but not the order:
1. Select the required order and click Production Ticket in the Orders toolbar.

|| £ Retresh [8]] Download ANl | [§] Download @) Proof Print Lf status ~ % view [l Delete |3 Production Ticket |, Search |+ Fill Width | P CurrentJob |

2. The Print Job Report window opens. Select the required printer & make sure that the report to print is

the required one.

Print Job Ticket b

Select Printer

(= Canon MG3600 series Printer
"=J HP ENVY 4500 series [SBDB49]
(= Microsoft Print to PDF

(=i ¥erax Global Print Driver PCLE

Paper Tray 'Autnmaticallyselect [+]
Job ticket [Standard Job Ticket [+

Print B | Cancel

3. Click Print to produce your report.

0 If the standard job ticket is printed before the order is downloaded in the PrintStation there will be no
preview image on the ticket.
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You can configure your system to automatically print a Job Ticket when printing jobs using PrintStation. This
can only be configured if you are using generic printers.

To automatically print a job ticket:
1. Select Setup > Printers from the drop down list.

2. The Printers window opens. Double click the installed generic printer to open the Printers window.

Printers

Installed Printers
grunter\HP ENVY 4500 Series Class Driver
’ Adobe PDF Converter
, Brother DCP-129C

Buildserver

Select Printer Type

= Generic ~ | Display name |LIVE (Wark)

Print Job Report
Job ticket Paper Tray
T T_]

|‘5tandarujob Ticket I+

| Print the selected Job Ticket when using this printer
Update Cancel

1.  Select the required job ticket & paper tray required.

2. Select the option Print the selected Job Ticket when using this printer and click Update.

3. Each time you print a job from PrintStation using the generic printer the selected job ticket will be printed
as well as the job.
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You can also select to print a job ticket on an ad hoc basis when you are printing orders by selecting the
option Print Ticket in the Print window. You do need to set up each printer with the required Job Ticket and
paper tray details before this will work.

Skyline Generic Print 2

Mm

General User / Account Details Document Finishing

Printer —
‘ — | | Price | 11838/
Mame: | HP Photosmart DE100 series -
Binding
Folding BookletWithStaples

Document Name  SkylineManual
Hole punching

Product Booklet
Stapling
Print range Preview
o Al
_ Pages 1 to |89
B skylne
Page handling
Copies 4 =] #coliate
Skyline Manual
@ Portrait Landscape .
. PO ——
Sides 1-sided Print ~|
[P ————— ——
Page scaling Scale to Printable Area ~|

|
Paper tray Main tray ~|

[w] Auto-Rotate and Centre

Printer Type
Calour Manachrome

| Printfrom Acrobat | [ Print ticket Print Il Cancel |

To print job tickets as required:

1. Select Setup > Printers from the drop down list.

2. The Printers window opens. Double click the installed generic printer to open the Printers window.

Printers

Installed Printers

»

lé Buildserver

g -
l_\f Microsoft XPS Document Writer

Select Printer Type

‘L‘}-ﬂ Generic lvl Display name

Print Job Report

Job ticket Paper Tray

[
‘Deli\:er}' MNote - IAutomatically select -

|:| Print the selected Job Ticket when using this printer

| Add || Cancel

1.  Select the required job ticket & paper tray required.
2. Click Update.
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Standard Job Ticket Example
A standard job ticket can be produced for a specific order or automatically printed when an order is printed via

PrintStation. For an explanation of where the information is stored see Standard Job Ticket Fields in the
appendix.

JOB TICKET - S ky“ ne

| Lamamar | Arne Wath [ — || Srer e |mu255
SORELMGEN | Anre e prrerr—
Evadl arrto webdondepdning b e 28 harch 2008 1583 OiMee B Arlingien Business Pars
Flore w44 (1) 1A T T2 Taa [be ot gl 2319 el Whitte Wy, Stevsnage
Jrr—— % [Frer=— ErE— Huetlord shics, 51 2F0
Document: Skyline Manual Priority Normal

No of pages per documeant = 558
Mo of coples = 1

Product Type Ad Comb Bound Decument

Body

Printer Typu Black and Wiis

tock A White Blgam

Printad Sides [rntole Siced

Front Cowver o Adre i Maras

Printad Sides Tiexghe Sldad

Printar T el

oo " NOTES
A4 Wnite Card 150gem Fleans maie mare thal e coloar of the binder s

Laminaied (%) run white IT i s rel seadatin plaagss cenind ma for
fuithar Flemation
Rugards,

Back Cover
Ading

Printed Sides

Printar Typs

Stock 4 Whie Card 160gsm

Laminsind (%K) rus

Finishing

Folding Mons

Hole Purchimg M

Beapling Mona

Binding Typs Camb Al

Drate pricled - 22903/2016 16:03:13

Example of a standard job ticket.
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Delivery Note Example

For an explanation of where the information is stored see Delivery Ticket Fields in the appendix.

DELIVERY NOTE

BRSKyline

Delivery Address

oPrimt Direct Lid

Office 3 Gateway 1000
Arlinglon Business Park
Stevenage, Hertfordshire

ate ™ 0005126
shippmgoate | 27 May 2016 00:00|  griuns methos Nl pick it up
liom Code Hem Descripsan Total |
Ad Plastic Comb H
- Skyline Manual 3

No of pages per document = 558

Thank you for your arder

Please check all items carefully and notify us of any descrepancy within 24 hours of delivery.
Items Received by:
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Customised Job Tickets

A Job Ticket and Delivery Note are supplied by default. You can request changes to the layout and content so
that the job tickets provide the appropriate information for your business. The fields containing information will
depend on the way Skyline is operating. For example, account code details will never contain information if
you use a payment provider as account codes are not supported with payment providers.

Listed below are all the available fields that can be included in a customised ticket.

e Order number, Document Name, Thumbnail image, Current Status

o All fields that are in the Oveniew pane.

Cverview

Pages Co

270 ~ 43

Document

Frant Cover

Back Cover

Binding

Details

pies

Delivery History Job Ticket
Priority
Marmal hd
Paper
A4 White 80gsm -
Stapling

Additional Fields

Date Submitted Date Required User MNotes CTRL Enter to insert a new line
05 August 2024 - -
Printed Sides Printer Type Laminated
Double sided ~ | |Black and White -
Haole Punching Folding Price
= - 89.5200 Calculate Price

e All the fields in the Details tab except for the Imposition field
use custom product options.

Overview

Account Code

Account Name

Details

Account Description

Impositon

Delivery Histary Job Ticket Additional Fields
Staff Notes (| 000 characters)
T2 05/08/2024 14:23:30 Username: anne webb

Caleulated quotation value

IT Help Brochures

Test Account

Mone -

. All the fields in the Delivery tab.

Overview

Delivery

Mame Prefix
First Mame
Family Name
Phone Number

Email

Dretails

Delivery History Job Ticket

Anne
Webb
0123 456789 147

annette.webber@eprint.net

Additional Fields

Crganisation Mame

Strest Long 5treet
City Big City
Region The Waorld
Post Code ABC 123

. The 6 custom fields will only show if you

Options1 -
Options2 -
Options3 -
Options4 -
Options3 -
Optionsé -
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The field name and field value in the Additional Fields tab if this option is available.

Overview Details Delivery History Job Ticket Additional Fields
Additonal Fields in this Product Edit Additional Field
Mame Value Course
||> | course AE145 Part 1 . —
AE145 Part 1 =

Some details contained in the Printing section in the History tab. If the document has been printed more
than once then only the top row details are used in the ticket. The field Printer Used is not currently

available for tickets.

Owerview Dretails Delivery Histary Job Ticket Additional Fields
Status Changes Printing
Date Status Email User Processed By Date Printed Printer Used Pages Copies Colour / Mono
| b | 50/07/2024 105505 | Order Placed | b | 05/08/2024 16.. | Xerox Versant3... 794 1 Manochrome
30/07/2024 14:18:53 Downloaded = Anne Webb
05/08/2024 16:10:02 In Production [} Anne Webb

The Approval date and Approver's name can be included in the customised job tickets if required.

Owerview Details Delivery History Job Ticket Approval Additional Fields

Date Submitted |30/04/2024 14:03

Level 1 Approval Date Level 1 Approver

Level 2 Approval Date | | Level 2 Approver

Date Required

Approval Notes
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If you have been sent a customised job ticket or other report you need to copy the TRDX file to the Reports

folder so that it will be available from your PrintStation.

To install a customised report:

1. Copy the TRDX file into C:\Skyline\PrintStation\Reports.

2. Open PrintStation and make sure that the new report is available

Print Job Ticket

Select Printer

Paper Tray

Job ticket

Print

=il Canon MG3600 series Frinter
(=l HP Phatosmart DE100 series
(=4 HPSEDE49 (HP EMVY 4500 serjes)

Front Tray

IDelivery Note

Delivery Mote - Customised
Delivery Mote
Standard Job Ticket

£2

-

New report has
been added

Setting Up PrintStation

Printers

Adding a Printer

You can add printers to your PrintStation as well as delete details of printers078 that are no longer available.
You can only add generic printers.

To add a printer:

1. Select Setup > Printers from the drop down list.

File |5etup |Lar'rguages Theme

C

Pc

| Printers |

Falders
Connect
Dovwrnloads

I Options

Fields ta Display

| Statusei _LJ&;EM“

2.  The Printers window opens.
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B erinters

1. Click Add printer.
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3. The Printers window opens.

-
Printers

-_. i P— 'om"
1

nstalled Printers H

'_.r\'-.\ Y
= Adaobe PDF —
T, .

= HP Photosmart D&100 series

i =
l;ﬁ. HP Universal Printing PCL & (v5.5.0)

g, . .

l',ﬁ. HP32DE49 (HP EMVY 4500 series)

l:r\(‘_:;g HP7BO0DE (HP Photosmart B110 series)

T

L'.'E;' KOMICA MIMOLTA 751/601 PS(F) -

Select Printer Tvpe

a

HP7BO0DE (HP

L»,."i‘-:l Generic - Display name (
| .
Print lob Report B
lob ticket Paper Tray
Standard Job Ticket Ed Automatically Select e

| [#] Print the selected Job Ticket when using this printer |

[ Cancel

SO =

1. Select the installed printer.

2. Select the printer type from the drop down lis

t.

3. Add the name that will be displayed to the users.

4. (Optional) Select a Job ticketD88 to be automatically printed and the paper tray required.

77

5. (Optional) Select the option Print the selected Job Ticket when using this printer. Leave this
field unselected if you want the operator to be able to print a job ticket(168 from this window on an

ad hoc basis.

6. Click Add to add the printer to your Skyline PrintStation. You return to the Printers window and the

printer is added to the list of available printers. Click Close to close the Printer window.

=Pn'|1=rs

Ham s play namig

HP Protosmart DELD senes HP Pravtasmar

o Canon MGIG00 series Primer LIVE [Home
o HPSEDB4S [HP ENVY 4500 seriey LIVE [Weairi
Merox Praser

=1 | Nerox Phaser ELBON F5

Pristar T
b Add preer
Gereric
Gersric Remiowe
Garsric Edit

Gereric

Cloge
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Removing a Printer
You can delete printers from your PrintStation that are no longer available.
To delete a printer:

1. Select Setup > Printers from the drop down list.

File |[Setup |Languages  Theme

Falders

Connect
Cownloads

I Cptions
Fields to Display

. Statuse U
. -.\ b “.“h —ﬁ-&- -
2. The Printers window opens.
= Frinters 3
Hame Display nami Printar Typs A prifer

@i Canon MGIE00 series Primter LIWE [Homs Gereric

o HPSADE4S (HP ENVY 4500 series) LIWE [Wark (Gararic Remove

= | Merox Praser 6180 PS Xerow Fraser Generic ' o

Close

1. Select the printer to delete.
2. Click Remove. The selected printer is remowved from the listing.

3. Click Close to close the Printers window.
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Editing a Printer

Once a printer has been added you can change any details by editing the printer. If a printer is no longer
available then a 4h is shown next to the printer. The printer can be removed from the listing as it is no longer

. . i . Remove
available. Simply select the printer and then click | I
B Frintars foud
Ham Dispiay namg Frisfiar Typd And prietat
=1 HF Protosmart DE100 senes HF Protasmar Gereric
o Canan G360 series Printer LIVE [Home) Gereric Remove
HPSE0E4E (HP ENVY 4300 seriag LIVE (Weark; Gearerit Eci
A Send Ta Onebiate 2015 Serd Ta Orebl Gereric |
L5 | Xerox Prassr 6160N FS Nerax Phaser Gareric [

Close

To edit a printer:

1. Select Setup > Printers from the drop down list.

File |[Setup |Languages  Theme

Falders

Connect

=

Cownloads
I Options
Fields to Display

RN Statusei _'L.Ijg\
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2.

3.

The Printers window opens.

The Printers window opens. Amend details as required and then click Update.

M Frimers

MHam
i Canon MGIS00 series Printer

= HESA0EES (HP ENY 4500 seriag)

| i |erox Praser ELBON P3

LIVE [Home)
LIWE [Wark)

Erow Praser

Display nam

Generic
Gereric

Gereric

Pristier Typ

Add pricer

Remiowe

—_—

Close

1. Select the printer to be edited.

2. Click Edit.

F

Printers

Imstalled Printers

o

@ Brother DCP-129C

Select Printer Type

E\:fa Xerox FreeFlow

Print Job Report
Job ticket

4

Displyname

Paper Tray

|:| Print the selected Job Ticket when using this printer

Update ” Cancel
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Folders and Groups

Adding a folder

You can output jobs to either printing devices or folders if the job is to be forwarded to another process. When
you add a folder you need to specify the output format.

o LIX PDF Only - Select if you are creating a folder for a PDF that needs to be worked on.

« L= PDF with XML - Two files are transferred into the folder, the PDF and a XML copy of
the Job Ticket

. LB Automate - A folder is created which is used in conjunction with Automate.

. '*" PDF with CSV - Two files are transferred into the folder, the PDF and a CSV copy of
the Job Ticket

To add a folder:

1. Select Setup > Folders from the drop down list.
File |5etup |Lar'rguage's Theme
Printers

:

Connect

P Downloads

I Options

Fields ta Display

| Statusei _LJ&;EM“

2. The Folder Details window opens. Click New folder.

Falder Details

Setup Layout

MName Folder Details Mew falder

Edit Folder

Remove Folder

Close
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3.

The Add new Folder window opens.

Add new folder b3

Mew folder name ,E] Output Format

Folder

Browse

Cancel Add

1. Enter a name for the folder. For example, if you need to change a PDF into a folded booklet layout
you could create a folder called Booklet to transfer any jobs that required this work to be completed
before being printed.

2. Select the Output Format.
e PDF Only - Select if you are creating a folder for a PDF that needs to be worked on.

e PDF with XML - Two files are transferred into the folder, the PDF and a XML copy of the
Job Ticket

e Automate - A folder is created which is used in conjunction with Automate.

e PDF with CSV - Two files are transferred into the folder, the PDF and a CSV copy of the
Job Ticket

3. Click Browse to specify a location that the folder should be saved.

4. Click Add to create your new folder.
If you have selected a folder that is already associated with an existing output folder you will receive
an error message. Click OK and click Browse to specify a different location.

23

This location is associated with an existing Output Folder
Booklet

Ok
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4. The Folder Details window opens listing your new folder. All folders are listed under the output format
selected and as you can see in the example below you can have more than one folder for each output

format.

Falder Details

Setup

2

Layout

MName

4 PDFanly

Booklet

Folder Details Mew folder

CAAnnette\PrintStation\POF Crly Edif Solder

2
Ls

=

Hand Finishing

~ PDOF with XML Job Ticket

PDF with XML

4 Automate - PDF with Job Ticket

Automate

# PDF with C5V Job Ticket

PDF with C5V

Ci\Annette\PrintStatior\Hand Finishing | Remove Folder |

ChAannette\PrintStation\PDF with XML

ChAnnette\PrintStation\Automate

ChAnnette\PrintStation\PDF with CSV

| Cloze

23

Example Folder Details Window.
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Editing Folders

Once you have created a folder you can update and edit the folder as required.

Folder Details =3
Setup Layout
Mame Folder Details Mew folder
A POF only L= |
f_@ Booklet Ci\Annette'\PrintStation\PDF Only Fi [l
D}_j Hand Finishing ChAnnette\PrintStatiom\Hand Finishing | Remove Falder |
~ FPFWlth)CMLJob Ticket Edit folder -
L_[j PDF with XML
R Nt folder name Output Format
El?—jl Automate |Hand Finishing | |PDF Only [+]
~ PDF with CSV Job Ticket Folder
[t POFwithcsv |C:\Annette’Print Station\Hand Finishing || Browse |
I Cancel [ | Save I

Close

1.  Select the folder that you want to amend.
2. Click Edit Folder.

3. The Edit Folder window opens. Amend as required then click Save. Any changes made will be saved.
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Removing Folders

You can output jobs to folders if the job is to be forwarded to another process. Folders can be removed if they

are no longer required.

To remove a folder:

1. Select Setup > Folders from the drop down list.

2.  The Folder Details window opens.

Falder Details

Setup Layout

MName
 PDF only

| [Z Booklet

Folder Details

ChAnnette’\PrintStation\PDF Only

D;;] Hand Finishing

A PDF with XML Job Ticket
(2 POFwith XML

~ Automate - POF with Job Ticket
[19_3 Automate

A PDF with CSV Job Ticket
(@ POF with CsV

ChAnnettelPrintStatiom\Hand Finishing

Chsnnette\PrintStatiom\PDF with XML

Channette'\PrintStation\Automate

Channette’\PrintStation\PDF with C5V

Mews folder
Edit Folder

Remove Folder

i3]

Close

1. Select the folder that you want to remove.

2. Click Remove Folder.

3. Confirm the deletion.

Are you sure that you want to delete this folder?

Yes Mo

4. The selected folder is no longer listed.
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Creating Folder Groups

A new Layout tab allows you to create groups. These are plain folders that you can name and drag the folders
into. You can create groups within groups (within groups...). When you add a group, it is added to the bottom

of the list of folders and you can drag it where you want it, and drag folders into it.

¢ [f you edit a folder name, location or type, then the folder stays in the group you put it but will show the new

name

¢ howvering over a folder icon will show a tool tip with the output location for that icon.

-

Falder Details

Setup Layout

___-|' Finishing

4|

“|

(5 Bookiet
(i PDF with CSV
([[# Hand Finishing

___.|' Send to Automate

|A_°‘ Autamate

(/24 PDF with XML

Add group
Rename group

Remaove group

Reset Layout

Close

If you use the Reset Layout button you will remove all the groupings created and return to just a list of folders.

P

Falder Details

Setup Layout

| }, Booklet

|q._

|a..

f\_ Hand Finishing
- POF with XML

e‘ Automate

(G PDF with Csv

Add group

Remaove group

Reset Layout

Cloze

23
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Amending Portal Connections

Your PrintStation displays the Skyline portals from which it is receiving jobs. There may be just one or
multiples depending on your organisation.

To change your portal connection:

1. Select Setup > Connect from the drop down list.

File [Setup |Languages Theme-
Printers
Folders

P Downloads

C

li Cptions
Fields ta Display

RN Status Ei mﬁ“ Pri

2. The Connect to portal window opens.

Skyline PrintStation 3

| |
@_\_‘. Anne Webb

Remember me

{D Versian: '. Connect Cancel |

1. Enter the portal URL and then your username and password.

2. Click Connect to connect to the different portal.
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Amending Download Options

You can select where you want to store downloaded documents as well as selecting options that relate

directly to how you handle orders.

To amend your download options:

1.

Select Setup > Downloads from the drop down list.

Printers
C Folders
Connect
g
| Options
Fields to Display

File - Setup | Languages  Theme

e Statusei Mn_ ‘PI'II

The Download Options window opens.

Download Options 2

Downloads

Please enter a download path

ChSkyling'Printstation\Documents Browkse
Crders

|_7 Check for new jobs every: l10 : Minutes |
POP-up notification

[w| Enable [w| Close Pop-Up after: 1o =] seconds

Pop-Up Message

|-Newjobs are available to download. Please click the Refresh button.
Save Cancel

and select the time period.

1. Click Browse to select the location that you want the downloaded documents to be saved.

2. If you want to automatically check for new orders select the option Check for new jobs every:

3. If you want to be notified when new orders are received select the pop-up option Enable and

complete the POP-up notification details. By default this option is selected. The Close Pop-Up
after: option is not selected by default which means that the pop-up notification will remain open

until the user closes it. You can amend the pop-up message as required.

Mew Job Motification

Refresh button.
I

Close Refresh
X

4

Mew jobs are available to download. Please click the

Example POP-up New Job Message

4. Click Save to sawe your selected options.
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Options

Amending Pricing Options

Prices are displayed by default to 4 decimal places. You can select the display the price to 2 decimal places,
though the prices will still be calculated to 4 decimal places.

To amend the number of decimal places displayed:
1. From the Setup drop down menu select Options.

2. The Order options window opens.

Order aptions

General Status Display Order Printing

Displayed decimal places Error Messages

Maote : prices calculated to 4 decimal |:| Show error messages to users

laces
P /E] |:| Debug Mode
@ 2 Decimal places.

Debug Mode can slow down the

14 Decimal places PrintStation

Delete Unused Documents

Documents from orders that are no longer displayed on the PrintStation can automatically be
deleted at start up

|:| Delete unused documents at start up

Default details page | Overview -

Warn users when reprinting a document | Close save

1. Select whether you want prices to be displayed to 2 decimal places or 4 decimal places.

2. Click save to save your selection. Pricing will shown with your selected number of
decimal places after the orders have been refreshed.
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Deleting Unused Documents

If you are finding that it is taking a long time to load the documents in the Orders grid this is probably because
you hawe a lot of unused documents stored. These documents are from orders that are no longer displayed on

the PrintStation as they have been complete. When you open PrintStation you are probably getting the
following Message.

=Remowng unused files €2
The PrintStation download folder on this PC contains
files that are no longer used by the Print5tation. These

unused files can slow down the loading of the list of
orders. Do you want to clean the download folder?

Unused files: 12

[C] Delete unused files at start up

Clean Cancel

The unused documents can be manually deleted by choosing clicking Clean. You can also use the option
delete Unused Files from the File drop down menu. This will speed up the loading of the Orders grid.
Alternatively you can configure PrintStation to automatically delete the unused orders at startup.

To Automatically delete unused files:

1. From the Setup drop down menu select Options and view the General Tab.

Order options 2
General Status Display Order Printing E3
Displayed decimal places Error Messages

Mate : prices calculated to 4 decimal |:| Show error messages to users
places

|:| Debug Mode
@ 2 Decimal places

Debug Mode can slow down the
14 Decimal places PrirtStation

rDelete Unused Documents 3

Drocuments from orders that are no longer displayed on the Printstation can automatically be
deleted at start up

|:| Delete unused documents at start up
N >,

Default details page | Overview -

Warn users when reprinting a document Close Save

2. Select the option to delete unused documents at start up.

3. Click =ave . Any unused documents will automatically be deleted each time you start
PrintStation.
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Changing the Default Details Pane View

91

Once a job has been selected the order information is displayed in the Details Pane. There are 5 pages in the
Details pane (Oveniew, Details, Address, History and Original). You are able to select which of the pages

should be on view when you start PrintStation. By default the Oveniew pane is displayed.

To select the Front Tab:

1.  From the Setup drop down menu select Options.

2.  The Order Options window opens.

Order options

General Status Display Order Printing

Displayed decimal places Error Messages

Mote : prices calculated to 4 decimal |:| Show error messages to users
laces

P |:| Debug Mode

@ 2 Decimal places

) Debug Mode can slow down the
14 Decimal places PrintStation

Delete Unused Documents

Documents from orders that are no longer displayed on the Print5Station can automatically be
deleted at start up

[ ] Delete unused documents at start up Jﬂ

I i =
Default details page -
Cverview

Dretails ,
[w] Warn users when reprinting a d Close Save

Delivery

History

Original

1. Select the tab required. The Accounts tab is not available as it is as optional tab and is only

available if Approval is used.

. Save .
2. Click to save your selection.
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Reprinting a Document Warning

You can select to warn users when they print an order that has already been printed. If you warn users a

warning will show if they try to print an order that has already been printed. The order can still be printed or the
print procedure cancelled.

; This document has already been printed. Do you want to
| Print it again?

Yes Mo

To select whether a warning is shown when users reprint an order:
1. From the Setup drop down menu select Options.

2. The Order options window opens.

Order options 23

General Status Display Order Printing £

Displayed decimal places Error Messages

Maote : prices calculated to 4 decimal |:| Show error messages to users
laces
F |:| Debug Mode
2 Decimal places
- Debug Mode can slow down the
@ 4 Decimal places PrintStation
Delete Unused Documents

Drocuments from orders that are no longer displayed on the PrintStation can automatically be
deleted at start up

|:| Delete unused documents at start up

| ,
Default details page Overview -

| Warn users when reprinting a document I

1. Select the option "Warn users when reprinting a document" if you want users to be warned when
they reprint an order.

2. Click save
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Showing Error Messages

93

There may be times when you may be asked to turn on the error messages in PrintStation and to run the
program in Debug Mode. This should not be done without instruction as it can slow down the operation of

PrintStation.

To show error messages in PrintStation:

1.  From the Setup drop down menu select Options.

2. The Order options window opens.

Order options

General Status Display Order

Displayed decimal places

Maote : prices calculated to 4 decimal
places

2 Decimal places

@ 4 Decimal places

Delete Unused Documents

deleted at start up

|:| Delete unused documents at start

Printing

up

E3
24
(" Error Messages 3
|:| Show error messages to users
|:| Debug Mode
Debug Mode can slow down the
PrintStation
\ v,

Drocuments from orders that are no longer displayed on the PrintStation can automatically be

| ,
Default details page Overview

Warn users when reprinting a document

3. Select the options required and then click

Close Save

Lave

Version: 7.6.0.8




94 Skyline PrintStation

Changing the Status Order

You can change the order that the statuses are displayed in PrintStation. If you create your own status you
are able to mowe the display position in the listing. The default statuses can also be ordered as required.

To change the order that the statuses are displayed:

1.
2.

From the Setup drop down menu select Options.

The Order options window opens.

Order options

General Status Display Order Printing

Status Display Order

Click the Status Display Order tab.
4

B2

Portal ITest1

ﬁ [ Crder placed

.= || [ Awaiting Paper Criginals
[] Downloaded
[] Paper Originals Received
Il Query Cutstanding
O In Production
I Frinted
[ Completed

|&|

Warn users when reprinting a document

Close Save

Select the status to be moved and click @ or @ to mowe the status to the correct location.

Save

Click to save your changes.

The status order in the portals pane will be updated when you click

Portals

| Annette

Statuses Users PrintStations

7 Al Statuses (61)

[ waiting for quote (1)

Il Cuote Sent (2)

[] waiting for Paper Originals
[ order placed

W CQuery Outstanding (1)
[ Downloaded [47)

[ Paper Criginals Received
[ In Production (3)

W Frinted (1)

B Completed

,:f Hand Finishing Required

Archived

The Status order is shown in the list of

statuses in the portals pane.

Refresh
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Amending the Job Number

When an order is printed via Acrobat the job order number can be shown either at the front of the file name or
at the end. See the examples shown below.

[
| D003200-PrintStation.pdf - Adobe Acrobat Reader DC
|Fi|e Edit View Window Help

Home Tools 0003200-PrintStati... X

Example showing the job number at the front.

PrintStation-0003200.pdf - Adobe Acrobat Reader DC
File Edit WView Window Help

Home Tools PrintStation-00032... %

Example showing the job number at the end.
To select the position of the Job Number:
1.  From the Setup drop down menu select Options.

2. You can amend the location of the job number in the document file name.

o '\

Order options 23

General Status Display Crder Output L

Append the Job Mumber to the file sent to a printer or output folder

O Do not add the job number to the document name
@ Add the job number to the front of the document name
l:::l Add the job number at the end of the document name

Record all printing by default

Warn users when reprinting a document | Close | save [

1. In the Printing tab select to add the job number to either the front or the end of the document
name.

. Save .
2. Click to save your selection.
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You can also remowve the job number from the file.

To Remove the Job Number:

1.
2.

From the Setup drop down menu select Options.

You can remove the job number in the document file name.

Order options

General Status Display Order Output

Append the Job Mumber to the file sent to a printer or output folder

@ Do not add the job number to the document name
O Add the job number to the front of the document name

O Add the job number at the end of the document name

Record all printing by default

Warn users when reprinting a document Close

Save

1. In the Printing tab select not add the job number to the document name.

. Sav .
2. Click e to save your selection.
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Record all Printing by Default

You can select to have all printing recorded by default. There will be no option to not include the printing in the
reports. If a print is required which is not required in the reports you can use the Proof Print optionD51.

To record all printing by default:
1. From the Setup drop down menu select Options.

2. Select the option Record all printing by default then click Save to save your selection.

Order options 23

General Status Display Crder Output L

Append the Job Mumber to the file sent to a printer or output folder

@ Do not add the job number to the document name
O Add the job number to the front of the document name
l:::l Add the job number at the end of the document name

Record all printing by default

Warn users when reprinting a document [ Close Save
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Selecting Fields to Display in the Orders Pane

You can select the fields that you want to display in the Orders Pane so that only the fields that are relevant to
you are displayed.

To select the fields to display:

1. From the Setup menu select the option Fields to Display.

File [Setup |Languages Theme-

Printers

C Folders

Connect

P Downloads

I Cptions

Fields to Display

|l Status Ei Mﬁ“ Pri

2. The Field to Display window opens. Select or deselect the fields that you require then click Save.

Select the Fields to Display

Orders History

22

Document Name
Username
CrderlD

Pages

Copies

[w| Total pages
Status

Product
Submitted date
Required Date
[ PrintStation
Priarity

Price

[ Mame Prefix
[ First Mame

[] surname

[7] Phane Mumber
[T]Email Address
[] Company name
[ Street

[ City

[ region
[]Post Code

[[] Account Code
[ Account Mame

[] Account Description

[ Delivery

[ Binding

[]Folding

[ stapling

[[] Hele punching

[] Printer Type

[[] Custom Document Optionl
[[] Custom Document Option2

Save

Cancel

. Document Name - The name of the document that has been ordered.

e Username - The person who has placed the print order.
e OrderlD - The unique order number for the print job.

e  Pages - The number of pages in the document.

e  Copies - The number of copies of the document that are required.

e Total Pages - The number of pages in each document multiplied by the number of copies of the

document required.
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Status - The stage of the order process is indicted by the status.

Product - The type of document production required. The available options are configured in

ProductManager.

Submitted Date - The date that the Order was placed.

Required Date - The date that the user has requested that the order is completed by.
PrintStation - The PrintStation that has downloaded the document.

Priority - The urgency of the order.

Price - If pricing is applicable, the price of the order placed is shown.

Name Prefix - Information from the Delivery Address section of the ordering process.
First Name - Information from the Delivery Address section of the ordering process.

Surname - Information from the Delivery Address section of the ordering process.

Phone Number - Information from the Delivery Address section of the ordering process.

Email Address - Information from the Delivery Address section of the ordering process.

Company Name - Information from the Delivery Address section of the ordering process.

Street - Information from the Delivery Address section of the ordering process.

City - Information from the Delivery Address section of the ordering process.

Region - Information from the Delivery Address section of the ordering process.

Post Code - Information from the Delivery Address section of the ordering process.
Account Code - Information from the Accounts section of the ordering process.
Account Number - Information from the Accounts section of the ordering process.
Account Description - Information from the Accounts section of the ordering process.
Delivery - Information from the Delivery section of the ordering process.

Binding - Information from the Product Options section of the ordering process.
Folding - Information from the Product Options section of the ordering process.
Stapling - Information from the Product Options section of the ordering process.

Hole Punching - Information from the Product Options section of the ordering process.

Printer Type - Information from the Product Options section of the ordering process.
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Selecting Fields to Display in the History Tab

You can select the fields that you want to display in the History tab02 which is in the Details Pane. You can
then show the fields that are relevant to you.

To select the fields to display:

1. From the Setup menu select the option Fields to Display.
File |[Setup |Languages  Theme :

Printers
Folders

C

Connect
P Downloads
li Cptions

Fields to Display
™ Statusei _'Lm
: s =N e

2. The Field to Display window opens. Click the History tab.
Select the Felds to Display

Orders History

Status Changes Printing

[ Ciate Changed | Diate Printed

¥ Processed By w Printer Used

¥ Status Name | Prirnted Pages

w Email Lgsr ¥ Prirted Copies

|| PrintStation PC Name Colouwr / Monochrome
PrintStation Alias Printed Sides

Sove Cancel

3. Select the fields required and then click Save.
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Configuring PrintStation

Installing PrintStation

PrintStation is a Windows PC application that is normally installed in the print room where the print production
occurs. It is a separate application which receives and manages your portals print jobs. When Skyline is
upgraded you may need to install PrintStation again.

@ From version 7.1.0 you can install PrintStation without having to uninstall the previous version.

To update PrintStation:

1. Make sure that if there are any previous versions of PrintStation are removed. Use the Add/Remove
Programs facility in Control Panel to remove any existing version.

2.  Log in with Management Permissions and go to Downloads.

ﬁ View Basket {0) | Preferences Downloads Edit | Admin | Management | Logout

3. Click PrintStation.

ot PrintStation

Dawnload and install Printstation

4. The Opening PrintStation window opens. Click Save File. The PrintStation installation file is saved to
your computer.

Cpening PrintStation.exe ﬁ

You have chosen to open:

B PrintStation.exe

which is: Binary File (48.3 ME)
from: http://

Would you like to save this file?

| Save File | [ Cancel l

5.  Click the icon on the toolbar to display the downloads and select PrintStation.
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6. The PrintStation Installation wizard opens. Click Next to continue.
#8 PrintStation 7.1.0 Setup by

Welcome to PrintStation 7.1.0
Setup Wizard

The Setup Wizard will install PrintStation 7.1.0 on your
computer, Click Mext to continue or Cancel to exit the Setup
Wizard.

7. At the License Agreement window click | accept the license agreement. Click Next to continue.
ﬁ PrintStation 7.1.0 Setup ot

End-User License Agreement

Please read the following license agreement carefully

ePrint Direct Software Licence Agreement S

This Licence states the terms and conditions upon which ePrint Direct
Limited (registered in England under company number 3822615) whose
registered office is at Second Floor, Gateway House, Fretherne Road,
Welwyn Garden City, Herfordshire, ALS G6MS. United Kingdom. ("ePrint
Direct™) offers to licence to you ("the Licensee™) the Licensed Software. If you
do not agree with these terms do not open the media package arinstall the
Licensed Software, and return the entire media package to whoever you
obtained it from within 30 days of receipt, for a full refund of the licence fee .,

()1 accept the terms in the License Agreement

(®) I do not accept the terms in the License Agreement

Advanced Installer

< Back Mext = Cancel
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8. At the Installation Folder window it is recommended that you accept the default folder location. Click
Next to continue.

# PrintStation 7.1.0 Setup — *

Select Installation Folder
This is the folder where PrintStation 7. 1.0 will be installed.

|

To install in this folder, dick "Mext®. To install to a different folder, enter it below or didk
"Browse",

Folder;
|C: ‘Program Files (x86)\ePrintDirect\PrintStation’, Browse...

Advanced Installer

9. The PrintStation can now be installed. Click Install to begin the installation.
Ready to Install
The Setup Wizard is ready to begin the PrintStation 7. 1.0 installation

i,

Click Install to begin the installation. If you want to review or change any of your
installation settings, didk Back, Clidk Cancel to exit the wizard.

Advanced Installer
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10. It should only take a few minutes to install PrintStation. By default the option to start PrintStation is
selected. Remove the selection if you do not want PrintStation to automatically start. Click Finish to

complete the installation.

ﬂ PrintStation 7.1.0 Setup >

Completing the PrintStation
7.1.0 Setup Wizard

Click the Finish button to exit the Setup Wizard.

Launch PrintStation 7. 1.0

< Back Cancel
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When PrintStation opens for the first time you need to add some additional information.

1. When the setup wizard starts click Next.

Skyline PrintStation

3 P

This appears to be the first time that this verison of
PrintStation has been run.

This setup wizard will guide you through the steps
required to connect the PrintStation to a Skyline portal.

Mext - Cancel

2. Details of the portal that PrintStation will use needs to be entered.

Skyline PrintStation

Skdine Portal connection details @

[Portal Details

btk & Connect

Promy detail:
[[JUsze Prowy Server

Prony sddress Fiasy port

Uzarnanme Pazzveord Diamain - [Dpbonal)

Back Carcel

1.  If your setup uses a proxy server you need to enter the proxy details so that access to the
Skyline website is available. If you do not use a proxy server, leave these fields blank.

2. Enter the HTTP or HTTPS address for Skyline then click Connect to test that the portal details
are correct. The program will automatically detect if you are using HTTP or HTTPS connection. If
the portal details have been erified the Next button becomes available. Click Next to continue.
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3.

4.

The Log In with Microsoft window opens.

Log In with Microsoft
Azure Active Directory

"] Enakle Microseft Login

i Back | Mext

Cancel

1. Select Enable Microsoft Login and click Next if you use Azure Login.

OR

2. Ifyou do not use Azure login click Next.

All the configuration details required for the PrintStation have been entered. Click Finish to exit the
configuration.

Setup complete

o ||

Cancel
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5.  The Connect to Portal window opens.

Skyline Printstation 3

URL Ihttps:e'_a‘tesﬂ.Eprintnm*x.cu:um -] Iil | + |

9
A
[] Remember me

Version: 7.1.2.2 (a”_ Connect Close |

Uil

1. Enter your Username and Password. This is the same log in that you use to access the Skyline
Portal.

2. Click Connect to start PrintStation.
6. Select the language that PrintStation should operate in.

1. Click Languages. Select the required Ianguage from the drop down list.
|_ 5k1.f||ne Print5tation = Connected to -

File  Setup Theme Help

= Dutch
Cn Demarﬁ English

W French
Portals W German

N Galian
[ Polish
US English

Stat LtStatinns

A 8 Alllsers (16) W_ oy

Version: 7.6.0.8



108 Skyline PrintStation

Changing the Wording in a Status Email

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 emailD™ in Configuring PrintStation regarding these requirements.

@ 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. A pop up messages appears as well as an error message

at the top of the window. The email remains open so you can change your text.

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

Mew orders with no price

Set the status to "Waiting for Quote” for new orders with no price

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.

Drder Statuses

Create, edit 2 delete arder statuszes

3. Details of all the System Statuses are listed. Click & by the type Query Outstanding.

Systemn Statuses

Allow order to be

End User Display Email User

Show Orders on

deleted Printstation

Type Name

& Waiting for Quote Waiting for quote

& Awaiting Paper Criginals Waiting for Paper Originals

& Quote Sent Cuote Sent

ra Paper Originals Received Paper Criginals Received

& Order Placed Order placed

, Cownloaded Downloaded
Query Outstanding Query Outstanding

, In Production In Production

, Printed Printed

ra Completed Completed

, Archived Archived

, Deleted Deleted

Waiting for quote
Awaiting Paper Originals
Quotation Sent
Paper Criginals Received
Order placed
Downloaded
Query Qutstanding
In Production
Printed
Completed
Archived

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/ Us ESESEEFEFESE|8 0 Sy

Please contact the print room on extension 0123 regarding a query on your order {Orderld} called

{DocumentMame). E

_/' Design

Save | | Cancel

k)

¢YHTML O Preview

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.

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.

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.

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.

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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5.

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
DocumentMame
Product name
Pages
Copies
Status
Price
BillingCade
RequiredDate
SubmittedDate

Delivery method -

7. Click OK to save your changes.

The System Statuses details have been updated.

Systam Statusas

Tx\\\\.\'

Tvoe Hama

#waiting Faper Ciginals Jwating Paper Oniginals

Paper Ongnials Receved Recimad Baper Orignals Receied
Order Plated Oinder Platad
Cacrmil ol (e ([TET ]

Erdd Usar Display

Email Lsar

Al Dger 10 Be
deleted

Query Dutstanding Quary Cutstanding

n Froduciion I Prosiuction

]

Guarny Emal Sent

ia

5 iy
Frintstation

— Printe Mﬂ Mﬁ |
b e B .‘&_\_'*___*‘#L_’___‘M

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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Order Placed Email

If you send an Order Placed email you can choose to send one email for each document ordered or one email
containing all the documents ordered.

Order Placed

Support
To Annette Webber

Your order 0002782placed on 30/09/2013 has been received.

Document Copies | Pages Price

Website 7 94 36.19
ProductManager 7 64 24.64
Priority 0.50
Total 61.33

Example of one email sent for multiple documents.

Order Placed

Support
To Annette Webber

Your order 0002784 for ProductManager placed on 30/09/2019 has been received.

Example of Individual Emails being sent

Order Placed

Support
To Annette Webber

Your order 0002784 for'Wehbsite placed on 30,/09/2019 has been received.

0 If you select the option "Send one Order Placed email per order" you cannot include any fields that refer
to a specific document e.g. Document Name. All the following fields can be used:

Order Id Account Code Required Date Order Date
Priority Name Prefix First Name Family Name
Phone Number Organisation Name Street City

Region Post Code
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To amend the Order Placed email:

1. In the Orders section click Order Statuses.
E, Crder Statuses
Create, edit & delete order statuses

2. Select the required Order Placed Email.

7.0.1.0 Last Upgrade: 2019 54

Order Placed Emails @:' Send one Order Placed email per document ordered

) Send one Order Blaced email per order

System Statuses

—

3. Click & by the type Order Placed and update the status settings as required.

If you enter a field that is invalid you will get a warning message when you try to save the status setting.
D Invalid field name in email b4

When sending cne email per order, the
® email body should not contain any of the

following fields: {DocumentMame],

{ProductMame], {Pages), {Copies} or {Price}
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Creating a Custom Status

You can create a job status that is applicable to your working environment.
To create a custom job statuses:
1.  Log in to Skyline with Administrator rights.
2. Click Admin.
3. Inthe Orders section click Order Statuses.

E, QOrder Statuses

Create, edit 2 delete arder statuszes
4. Details of all the System Statuses are listed. Complete the details in the System Status section then
click Create New Status.

Status Mame:
End User Display:

Email User: D
Allovr order to be deleted: |:|

Show Orders on Printstation: |:|

[ Create New Status

5. You can amend the new status position in the status listing in PrintStation as required. For more
information see Changing the Status Order[94.

0 After any changes to the Order Statuses PrintStation should be restarted so that the changes take effect.
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Hiding Specific Job Statuses

When the status of a job is updated it will remain visible on the PrintStation. PrintStation can be configured to
hide jobs with a specific status, for example jobs that have been marked as deleted.

@ The system statuses Archived and Deleted will not be shown on the PrintStation even if selected in the
System Status listing. The option to Email User is not supported for either of theses statuses.
To hide specific job statuses in PrintStation:

1.  Log in to Skyline with Administrator rights.

2. Click Admin.

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

3. Inthe Orders section click Order Statuses.
E, Drder Statuses
Create, edit & delete order statuses
4. Details of all the System Statuses are listed. The Statuses that are \isible in PrintStation are shown in
the last column.

Type Name End User Display Email User Allowdzlr:;rdto ks Sh;::.\?s::i;snon
, ‘Waiting for Quote Waiting for quote Waiting for quote
, Awaiting Paper Originals Waiting for Paper Originals Awaiting Paper Originals
, Quote Sent Cuote Sent Quotation Sent
, Paper Originals Received Paper Originals Received Paper Originals Receved
& Order Placed Order placed Order placed
, Downloaded Downloaded Downloaded
& Query Outstanding Query Outstanding Query Qutstanding
, In Production In Production In Production
’ Printed Printed Printed
, Completed Completed Completed
’ Archived Archived Archived
, Deleted Deleted Deleted

5. Click & associated with the System Status you want to hide from view in PrintStation.
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6. The Status settings are shown.

f Deleted Deleted Deleted )
Status settings
Name Deleted

Show Orders on Printstation ¥ Email User

End User Display | Deleted Allow order to be deleted

Email Settings
Email Subject email not supported
CC List

Email Body

B I U ake

CE

email not supported for this status

& Design | 4¥ HTML OQ Praview

Save || Cancel

1. Remowe the tick by Show on PrintStation.

2. Click Save. Any order jobs with the status selected will not be visible in the PrintStation.

0 After any changes to the Order Statuses PrintStation should be restarted so that the changes take effect.
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Creating Approval Notification Emails

You can configure Skyline to send an email when a new job is received to a nominated person, for example
the print room manager.

An email is sent to the selected user when a new job is received by the PrintStation.

New Job Received

noreply@eprint.net
Tue 17/06/2014 10:32
Arnette Webber

You have a new order request. Please go to http://|

Example of email received by the nominated print room operator.

When the email is received by the nominated print room operator, the print room will not be able to process
the job until the job has been viewed and acknowledged. There is a new job visible in the tab New Jobs.

Business Stationery Upload Paper Originals Libranies Mew lobs Website
Username OrderlD Order Date
w Tony Cuthbert 0000081 17/06/2014 10:41:00 | Approve Reject
Document Price Quantity Account Code Account Name
yiew Bulletin - Convert AutoDesk Files 75000 25

Example of the notification in the New Jobs tab.

The print room operator acknowledges the new print job by clicking Approve. An email is sent to the person
who submitted the job and the print job is transferred to the PrintStation so it can be processed.

PrintStation Action

noreply@eprintnet
Tue 17/06/2014 10:44
Annette Webber

The print request 0000081 has been forwarded to the PrintStation.

Example of the email sent to the person who submitted the print
job.
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To create a new print order email:

1.

Firstly the option Approval needs to be turned on. Login to Skyline with Administrator rights and click the
Admin link.

In the Orders section click Approval Options.
Approval Options

u Setup the options availzble to spprovers

Select the option Check to enable order approval to turn approval ON and click SaE

Order Approval Settings

Y| check to enable order approval

The emails that are generated need to be modified. Amend the setting of the email sent to approvers
when new orders require approval.

Email to Approvers when new orders require approva

Subjact BE

Massage You have & new coder request, Plesse go the [Swaiting&pprovallink

+  Appreval Lirk

1. Amend the Email Subject to New Job Received.

2. Amend the body of the text to You have a new order request. Please go the
{AwaitingApprovalLink}.

3. Click Save.

The email received by the person who placed the order needs to be amended.
Email to users when an order is approved
Subject PrintStation Action

Mesgage Yiour prnt reguest [ Dvder]ld ] has been fonwanded to the Pont5tation

o Clrder bd

1. Amend the Email Subject to PrintStation Action.

2. Amend the body of the text to Your print request {Orderld} has been forwarded to the
PrintStation.

3. Click Save.

The role of an Approver needs to be assigned to the person who will receive the new print job emails.
Click the Admin link.

In the Users section click Roles.

m Roles

Manage user roles for current Portal
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8. Click Manage Users next to the Approver Role.

Roles

Admministrator Manage Users
Approver ge Users
Editor Manage Users
Manager Manage Users
Staff Manage Users
User Manage Users

9. Select the user that will receive the new job notification emails and click Add Selected Users to assign

the role of Approver.

10. When the selected user opens their Skyline website there will be a new tab available called Approval.

The tab name should be changed to something more appropriate.

1. Click the Admin link and in the Content section click Tabs.

’ Tabs
F

. &dd edittabs

2. Select the tab name Approval.

3.  Amend the name. In the example the Approval tab nhame was changed to New Jobs.

Fortal Language en-gb
Haome -
Business Stationery o

Paper Criginals
Upload Documents
Libraries

My Orders

Quotes

Approval

Products

Page Name

|NewJ|:|I;:|5

Save

4. Click Save to save the name change. The tab name will be updated.

11. Test that the procedure works as required by sending a test order.
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Selecting the Language

PrintStation can be operated in a number of languages.
To select a language:

1. Click Languages. Select the required Ianguage from the drop down list.
|_ Skyllne Print5tation = Connected to -

File  Setup |Languages Theme Help

= Dutch
On Demar English
N French
Portals W German
lannette W Italian
[ Polish
=1 US English
Statuses—rr—ozcrs ntStations
a.._._.ﬂ AlLLzers [16) 1.,.,‘--mlﬁ_,,,_.,_
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Associating PrintStations & Portals

A PrintStation can be associated with more that one portal. Another portal and PrintStation can be associated
if required, for example when there are 2 print rooms on one site and they each hawe specific users associated
with each PrintStation. If a user requests a print that needs to be output on a printer that is only available at
the other print room, the original PrintStation that received the order can send the order to the required

PrintStation.
To associate a PrintStation and Portal:

1. Log in to Skyline website with Host privileges and go to Admin.

2. In the PrintStation section click Manage PrintStation.

L Manage Print=tationd 1210000
= PAdminister Print Station Options

3.  The Administer PrintStation Options window opens.

Humk fitams ner pa = - Al Fegamionm & Poatal To A PrimStation

FuiniEtation P Asigned Porals rintStat e =
IEFLFE X Ennafin -
TNTHZM X Remove Add
IPRRHL b 4
ASHTEL ¥ [ Beck
SLRFTO1 b 4
ASYFO b4

i i, g —— e TP i e ettt sy W\ ol ittt oy i b S——

1.  Select the PrintStation that you want to associate with your portal.
2. Select the portal to be associated with the PrintStation.

3. Click Add.

4. The selected PrintStation & Portal are associated. When you open PrintStation you will be able to see all
the PrintStations associated with the portals.

Portals
localhost

Print Services
Skyline

L B B S S R L R B e
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PrintStation 5

Delete Unused Files...... 90 - R -

Delivery tab...... 25

Details Pane...... 23 Remove

Details Tab...... 25 Printer...... 78
Display Fields...... 98 Reprint warning 92
Download Options...... 88

Download Path...... 88 - S -

Edit printers...... 79
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Install...... 101
Installation...... 101
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